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[bookmark: _Toc40115010]Introduction
The aim of this report is to critically assess the usefulness of project management tools and techniques, plan the implementation of a project within the workplace.  Communicate the project plans with appropriate colleagues and stakeholders, Implement the project plan.  And, to critically evaluate my ability to manage a project.  Use feedback from others to evaluate my own ability to plan and implement a project, identifying strengths and weaknesses.  Create a self-development plan to improve my own performance in managing projects.   
The project plan to be implemented is a proposed local Trade Fair for all level of business sectors in London.  It is designed to raise awareness and mobilize London residence towards sustainable consumption behaviour. At the heart of this project is the idea that through residence improved awareness of how trade contracts work, can they promote the required change to attain the maintainable development goals.
[bookmark: _Hlk38975003][bookmark: _Toc40115011]This project is for businesses that are committed to develop in all areas as some incredible tools, skills, and knowledge that needs to be shared with the people of London and the UK. And, to increase sale in business organisation, market share and profit. Basically, Trade fair is a method of public relations tool that facilitates companies or producers to show case and demonstrate products to both wholesalers and consumers.
Critical assessment the usefulness of project management tools and techniques
[bookmark: _Hlk38974418]Project management is the application of processes, methods, skills, knowledge and experience to accomplish detailed project aims agreeing to the project acceptance criteria within agreed limitations. Project management has definitive deliverables that are controlled to a predictable timescale and budget. A crucial factor that differentiates project management from just 'management' is that it has this closing deliverable and a limited timespan, unlike management which is an ongoing process. Because of this a project expert requires an extensive collection of skills; often technical skills, and people management skills and great business awareness (Barnes, Dr. M. 2003).
The project to discuss is a Trade Fair project that has been organised for the purpose of businesses that are devoted to develop in all fields as some incredible tools, skills, and knowledge that needs to be shared with the residence of London and beyond. And, to increase sale in business organisation, market share and profit.
A project is an exceptional, temporary exercise, embark on to accomplish strategic ideas, that are clear in settings of productivities, results or benefits. A project is normally considered to be a success if it attains the purposes giving to the receiving standards, within an approved period and budget. Time, cost and quality are the building blocks of every project (Barnes, Dr. M. 2003).
Time: Planning is a set of techniques used to advance and current agendas that demonstrate when task will be completed.
This project is aimed to be completed in the second week of September 2020.  Planning and activities will take approximately seven months, this include the planning, general marketing, contracting and building stalls at the grounds
Cost: How are required resources secured and assets managed.  
The trade fair required resources are acquired by selling the idea to big companies who can benefit from the project. They buy the idea by sponsoring the event through funding and involvement in the implementation of the project. Benefits are different base on the sponsorship package.
Quality: How will qualification for persistence of the deliverables and management progressions be secured.
This trade fair project gathers expertise in event organising and knowledgeable personnel who will work as stakeholders. Working towards acquiring authorization from the mayor of London, Southwark council and the chamber of commerce London is key to the implementation of the project. 
[bookmark: _Toc40115012]Risk Management plan
[bookmark: _Hlk39833489]Managing risk theory is the process and methods that is used to manage, transfer and reduce risk that are related to the accomplishment of the project. Line managers and risk departments utilise this framework to identify, measure, and limit the level of risk the organisation might be exposed to. A successful risk management plan enables an organisation to access the required funding and resources to execute the project plan with the purpose of mitigating risk effects and maintaining the company’s status ranking (Nacco, B. W. & Stulz, R. M. 2006).
Project risk management plan have six processes which facilitate the preparation of project management plan. It is important to define and communicate the approach to manage project risk, below is a diagram that illustrate the six process involve (Malik, P. 2018).
[image: See the source image]
Figure 1. Malik, P. (2018)
[bookmark: _Toc40115013]
Trade fairs requires businesses to occupies the stalls, people, customers and potentials customers to visit daily until the end of the fair for a successful one.  There is a risk of not having a good number of turnouts which leads to participants not making sales. Therefore, we have ensured that there is an excellent marketing team to promote the fair before and during the fair, sell the idea of the fair to big companies for their participation. Therefore, confirmation of participation of big companies and sponsorship of companies are outlined in the flyers, posters and brochures will be all over London to ensure the general public is aware of the event. This will be a continuous process till the end although it requires more funding which has been put in place. 
 Plan: The process includes the list of risk management activities, requirements related to risk management activities, scheduling of risk management activities, financial statement assigned for risk management actions, communication and reporting for risk management activities. 
[bookmark: _Toc40115014]Identify Risk: This is the discovery of the potential risk to be faced by the project management team and includes identifies risk characteristics, identify symptoms, root causes and triggers, describe impact on project objectives and write detailed risk statement.

[bookmark: _Toc40115015]Analyses & Prioritize: This is to analyse outlined risk by prioritizing action for the future. The following needs to be analyse, possibility of each risk, effect of each risk, Importance of each risk and ranking of each Risk.

[bookmark: _Toc40115016]Strategize: This step organises the reactions, activities of those prioritize risk which include determining risk responses for threats and determining risk responses for opportunities.

[bookmark: _Toc40115017]Monitor & Control: Since risk are uncertain and are likely to happen in the future, therefor this step monitors and control the all identified risk and control the risk through planned and unplanned responses and evaluating the risk process effectiveness.
[bookmark: _Toc40115018]Project Time Management
[bookmark: _Toc40115019]Plan Schedule Management
[bookmark: _Hlk39870705]This method creates the guidelines, systems and certification for preparing, forming, supervising, implementing, and monitoring the project schedule.  It is a factor of the Project management plan, can be official or unofficial, very comprehensive or roughly outlined, involves proper monitor levels and explains how agenda incidents will be informed and reviewed (Luoman, 2014).Below is the Inputs and outputs, tools and techniques of this process. 

[image: See the source image]

[bookmark: _Toc40115020]Plan Activities (In terms of duration)
[bookmark: _Hlk39872952]The primary stage of project activities planning, and scheduling entails the project planner to outline the total activities and responsibilities required for carrying project deliverables in an appropriate approach. The contribution for this procedure will be the project deliverables statement. The project coordinator uses this paper to outline high-level activities that will be used in the future in producing the project implementation schedule. The planner also works on expanding project activities models which support simplify the procedure of project scheduling and planning. In collaboration with professionals and the project team, the planner make project activities lists that will be the output of the method for project activities planning and scheduling (Mcconnell, E. 2011).
[bookmark: _Toc40115021]Plan Resources
The purpose of planning resource is to discover and set aside resources that meet the aims and objectives of the project. This appears easy, however there are chains of requirements enclosed. The resource plan should: 
· Guarantee accessibility of resources, this includes human resources and equipment, by identifying and solving any resource tension. For example, having the right expertise for all the required machinery.
· Enhance time, effort and money, this means having people to work on a sequence of duties with minimum disruption or waste of time. The resource planning process should also be fast and cost-effective.
· Use general idea and a little psychology. Assigning the same person to a baffling collection of various assignments can be as counterproductive as requiring the same boring task to be done constantly. Intelligent resource executive takes record of each employee favourites wherever possible, or at least aim for a satisfied network when bigger groups are engaged.
· React to changes in project objectives to reallocate resources as necessary and sustain excellent total efficiency and effectiveness of the project.
· Monitor resource consumption in an appropriate, precise manner to improve or avoid unnecessary employment or below-operation of equipment (Burger, R. 2015).
[bookmark: _Toc40115022]Milestones
A milestone is an indicator in a project that means a transformation or phase in the advancement of a project. Milestones are important elements in project management since they reveal the crucial happenings and plan further progress in the project plan. They perform as signals across the direction of the project, assisting to make sure the project remains on track. Milestone tracking support in supervising duties and keep an eye on the appropriate direction in the project (Harned, B. 2018).

Milestones make it simpler to maintain projects on the right path by shouting out key actions, dates, choices, and deliverables. Below are few examples of project milestones that could be included in the plan:
1. Commence and finish dates for project stages
2. Crucial deliveries
3. Customer and shareholder support
4. Vital discussions and speeches
5. [bookmark: _Hlk39928346][bookmark: _Toc40115023]Important dates or outages that may affect the timeline (Harned, B. 2018).

The trade fair number one milestones are getting the authorization from government official and the London Chamber of Commerce. Then getting a good number of confirmed sponsorships, good number of confirmed participants, getting all stalls build and all required facilities and resources ready for next day opening. 
 
Monitoring and Control
[bookmark: _Hlk39947763][bookmark: _Hlk39951977]Monitoring a project implies been in command of the project’s wellbeing which hangs upon monitoring and control. Once there is an effective communication with team members and a clear understanding of the interest of stakeholders both internal and external, then it is easy to comprehend what need to be monitored. Project controls are crucial in project planning and management. Executives maintain an open mind from the start of projects in case something becomes incorrect, there is control in place to fix the problems (Jean Scheid, 2009).
Monitoring is studying and securing information about how things are done within the project, however, controlling is taking measures to get issues back on track. Monitoring and controlling are used in various phases of project management (Jean Scheid, 2009). The image below shows the different sections of project management where monitoring and control is required.

[image: ]
[bookmark: _Toc40115024]https://www.simplilearn.com/process-group-view-tutorial
Project Implementation
[bookmark: _Toc40115025]Kotter’s 8 steps theory
[bookmark: _Hlk38977041]Kotter (1995) develop what he identified as the important 8 step process for successful organisational change. Some connections observed like creating a clear vision, conducting good communication concerning the new vision, empowering employees, leading by example and celebration of successes. Dr. Kotter established his change model after studying several leaders and organizations before, during, and after the procedure of changing or implementing their approaches Kotter’s defined 8 step process are as follows:

1. Establish a sense of urgency: The trade fair team have assessed the business industry facts and communicated the need for a transformation of strategy to support both big companies and small medium enterprises. Instantly seeks support from prominent business leaders, stakeholders and customers to strengthen the change. 
2. Form a powerful coalition:  Experts and well-informed individuals were approach and formed a campaign for accomplishing the idea of a trade fair.  Trade fair team was assessed and identify the weak units and take the initiative to include some other members from different sectors and corporation levels to support spread the power of the vision within the establishment.
3. Create a Vision:  Trade fair pronounce a vision to guide the change and create an approach to understand the idea by emphasizing the key elements of the project.
4. Communicating the Vision: Effective communication of the trade fair tactics within and beyond the establishment and connect every action to the vision to encounter individuals doubts and reservations.
5. Empowering others to act on the vision: Removing worries to change by regulating approaches and understanding the idea of the trade fair by getting members involve and engaged.
6. Planning for and creating short term wins: Making a vibrant performance development and recognizing and rewarding members regarding in these progresses of the trade fair. We reveal all small advancement of the fair to encourage members.
7.  Consolidating improvements and producing still more change: Trade fair members are encouraged concerning better integrity to transformation systems, assemblies and approaches that fits the idea by recognising experts and knowledgeable in the execution of the idea.
8. Institutionalising new approaches: Communicate the trade fair idea to any new member of the establishment and form a relation between new performances and corporate achievements to develop systems that improve leadership development and succession. 


[image: See the source image]


The Trade Fair project team has done a market research and have identified the challenges involved and have discussed all the detailed activities with shareholders, residence of London, council and the Mayor of London. The purpose of the Trade Fair and process has been communicated via the marketing team by distributing brochures and attached letters to official authorities and flyers to the general public.  Location has been secured and currently in the process of signing contracts with constructors for the stalls and decoration. Electricity and water supply are almost sorted. This project requires sponsorship to be able to accomplish the objective, therefore big companies have been approached physically to discuss the idea and benefits involve in this project.

[bookmark: _Toc40115026]Greiner Growth Model
[bookmark: _Hlk39002556]According to the American organizational expert Larry Greiner, an organizational growth model for businesses, in which he originally recommended five phases. The development for a subsequent phase is complemented by struggle, which is stated to as growing pains. Greiners Model of Growth, is a common strategic management tool which is very frequently applied in  modern enterprises to take the right tactical conclusions (Greiner, L. E. 1997).
[bookmark: _Hlk39847568]The Greiner Growth Model is simpler to comprehend the purpose of organizational structures, management styles, management mechanisms work and the reason they do not work at some phases in the expansion phase of an organization. Each phase involves unique capabilities of the industrialist, consequence the Greiner Growth Model adapts to tactical strategy (Greiner, L. E. 1997).
Larry Greiner mentioned five phases of growth in his Greiner Growth Model and later included a sixth phase. Each phase ends with a short crisis/ growing pains after which the next phase begins.
[image: Greiner Growth Model - toolshero] (Greiner, L. E. 1997)

1. [bookmark: _Toc40115027]Growth through creativity
In this pioneering phase of the Greiner Growth Model, the company is infantile and relatively small. The organization is informal, and the employees are very dedicated. There is a flat organizational structure and the entrepreneur is outwardly oriented by investing in new customers.
Growing pains
While the organization is developing and becoming more complicated, the executive is no more capable to take stock of the situation and a leadership crisis arises. Management and interior control can no longer be carried out by one person. There is a need for an improved structure (Greiner, L. E. 1997).

2. Growth through direction
This management phase of the Greiner Growth Model, operational managers are assigned as a result of which a middle management is established that regulates the fundamental processes. Guidelines, practices and business are validated and regulated. The main activities remain in the hands of the entrepreneur.
Growing pains
Because of further growth, the coordination problems may become too big for the entrepreneur. In addition, middle managers need more autonomy. The independence crisis is born(Greiner, L. E. 1997).

3. Growth through delegation
In this phase of decentralization, the executive delegates crucial responsibilities to the middle management. Outcomes are intended for and the middle supervisors are accountable for completing strategic and operational goals. Executive shifts at a tactical level and hardly intervenes. A department model is established with independent invention groups and individual managers.
Growing pains
The more divisional managers, the more challenging it will become for the executive panel to manage all the sectors that work individually. There is a possibility of a management crisis. There is a great likelihood that the divisional managers plan their own course too much as a result of which the company could break up (Greiner, L. E. 1997). 

4. Growth through coordination and control
In the standardization phase of the Greiner Growth Model, more emphasis is put on the coordination between the various units. In large diversified organizations the various staff departments take up a strong position from the headquarters from which the divisional managers are managed.
Growing pains
Once the workforce sectors have too much control and when there is too little room for the divisional managers, a red tape crisis arises. The rules have made the organisation too inflexible and stiff (Greiner, L. E. 1997).

5. Growth through cooperation
In this phase of the Greiner Growth Model, collaboration between line and staff departments is an aim and this generates a break-up of the hierarchical direction procedures such as a matrix structure or a project organization. This phase is considered as much shared interaction between employees via all types of discussion sessions. There is not much reinforcement and setting.
Growing pains
These regular sessions form a trap, consequently session disaster might occur. There is every possibility that management and control failure suddenly (Greiner, L. E. 1997). . 

6.  Growth through alliances
This phase is a development via partnerships, collaborations, agreements, coalitions and deals for mutual benefit of both parties. The company simply needs great outdoor connections and ties. These exist in amalgamations, deals and massive groups.
Growing pains
When an organisation dedicated more on deals more than its own fundamental aims and objectives, the possibility of personality difficulty will present itself. Because the organization has been seized entirely by other companies and the initial purpose will fade (Greiner, L. E. 1997). .

Using the Greiner Growth model
The Greiner Growth Model is a tool for organizations to deal with the consequent growing pains. Organizations should be ready to face any likely growing pains, but they cannot ascertain the precise instant growing pains appears as it is not workable to define the period of a growth phase in advance(Greiner, L. E. 1997).

[bookmark: _Toc40115028]Stakeholders Identification
[bookmark: _Hlk39865131][bookmark: _Hlk39861058]Stakeholder is the person or institution that can affect or is affected by an organisation, strategy or project. These can be internal or external and they can be at major or minor levels. However, some other definitions indicate that stakeholders should be those who have the authority to influence an organisation or project in certain means. For example: Individuals or minor federations with the authority to react to, cooperate with, and modify the strategic future of the organization (T Morphy, 2008).
The initial step in stakeholder planning is to identify stakeholders. Find the project group organized and record everyone that is or will be affected by the project. The diagram below shows the Stakeholder definition - Tools and techniques.

[image: ways to identify & find your stakeholders]
(T Morphy, 2008).

[bookmark: _Toc40115029]Stakeholders Mapping (Mendelow)
[bookmark: _Hlk39955341]Mendelow (1991) recommends study of stakeholder groupings centred on Power, the capacity to control project assets and Interest, what is their interest in the project accomplishment.  However, all stakeholders might appear to get lots of power, or expect would have lots of interest, however, certain stakeholders will have more Power than others, and some stakeholders will have more Interest.  For instance, the chief executive is possible to have high Power and high Interest in the business, while the Government will have high Power to influence policy through law, but possibly less Interest.
Founded on power and Interest permits the identification of the extremely valuable stakeholders, with high power and high Interest which ought to be supervise thoroughly, devoting a lot of time and resource.  For example, a manager is likely to get high power to control an employee work and as well high interest in its productivity. However, stakeholders with low power and low interest, for example the local community or media should be observed, and least amount of power spent in terms of time and capital. The other two quadrants emphasize stakeholders that ought to be remained fulfilled, high Power, low Interest and those that ought to be kept updated, high Interest, low Power. (Mendelow,1991).
[image: Mendelow's Matrix]
[bookmark: _Toc40115030]Critically evaluate your ability to manage a project.  Use feedback from others to evaluate your own ability to plan and implement a project, identifying strengths and weaknesses.  Create a self-development plan to improve your own performance in managing projects.  

[bookmark: _Toc40115031]Gibbs’ Reflective Cycle
[bookmark: _Hlk40263610][bookmark: _Hlk40091865]In 1988, Graham Gibbs published his Reflective Cycle model in his book ‘Learning by Doing ‘. Gibbs Reflective Cycle inspires individuals to assume systematically regarding the encounters throughout a situation, experience or activity. Applying a circle, reflection on those encounters can be constructed in stages. This frequently gets individuals think regarding an event, action or occasion in more detail, to be mindful of their personal behaviours and to gain the ability to modify and change their behaviour. Through observing both negative and positive influences of the occasion, individuals gain knowledge from it (Mulder, P. 2018).

[image: Gibbs Reflective Cycle steps - toolshero]

Description
This step gives the opportunity to define, give account or brief explanation of the situation in detail. The key factors to list in this section regarding what happened are when and where it happened, why were you there, who else was there, how did it happen and how did you want it to have happened etc (Mulder, P. 2018). . 
I was assigned to organise an annual business award dinner by my then chief executive office at the Gambia Chamber of Commerce in the Gambia. As a business development officer at the Gambia Chamber of Commerce, I was given an opportunity to coordinate that event in the year 2010. 
The Gambia Chamber of Commerce was a non-government institution that represent the private business sector and small medium business enterprises to facilitate, connect and coordinate national and international business development projects. These business development projects include the annual business award dinner. 
The senior management team and the support staff were all involve with different responsibilities for a successful business award dinner. I coordinated the event, overlooked and contract other business like viewing for the best hotel considering the location, food, customer service and entertainment for the event.
Feelings
In this step, feelings and judgements throughout the experience are been explore and how they have impacted the occasion. This includes the feeling and thoughts you have before, during and after the event and the feelings you think other people had during and after the event (Mulder, P. 2018).
I knew it was not going to be easy but because I also wanted to develop my knowledge and skills, I accepted to take the responsibility. Inside me I was so scared and thinking what if this fails, what if I cannot deliver as required. But in my mind, I believed that I could do it no matter what.  However, other senior members were not sure if I can handle it well because it was my first time and with lots of responsibilities. 
Evaluation
This step helps to assess what went right and wrong during the event, what was necessary and what was not. Therefore, it is important to be unbiased and sincere and to focus on both the positive and negative aspects of the event to get the most out of the reflection. 
Honest everything well considering the communication level of the event, no one was left out. From the top authorities to the local vendors. The categories of award were chosen by the award committee that were not connected to the management of the event to ensure openness and transparency. Sponsorship and advertising were also based on first come first serve both before and during the event although some that came late complained of not been fully involved. 
Analysis
This step gives an opportunity to reflect on the knowledge gain during the event by putting question in front of you to extract meaning from it. One can ask the question why by looking in to include academic and literature in this step. 
I managed to share the responsibilities base on competency and experience within the team. Because the whole team have witnessed the same event organized and had the same roles, but I have a different role now. Although I was a bit worried but made some research through some literatures to have an idea on how to plan and coordinate an event. Also had a mentor guidance from the previous coordinator. The research supported in sharing responsibilities within the team base on competency with team roles, managing teams and project management. 
Conclusion
This step requires the conclusion of the overall event by reviewing the knowledge and how to improve on the outcome in the future. Basically, you try to remember what you have learned and what you think you could have done better or what else could you have done in the situation. 
I have gain knowledge on project coordination or management and team roles within a team. However, I must try and improve on how to deal with top officials when they are being too bossy on commands. Above all need to develop my ability in public speaking. 
Action Plan
At this point, one need to outline what you would do differently in a comparable or connected situation in the future. For instant if I am supposed to do the same thing what would I do otherwise. How to develop the required skills needed (Gibbs, G.1988).
I will be more patience and make some finding on how to handle such issues and to try to comprehend that knowledge and wisdom are two different things. Engage in more public speaking event and trainings. 
[bookmark: _Toc40115032]Belbin’s Team Skills
[bookmark: _Hlk40111238]Belbin distinct team roles as “a tendency to behave, contribute and interrelate with others in a particular way”.  As I was the team leader or coordinator, I end up with different team roles which differs on precise action or event, in relative to project or team requirement. Resulting in my reflection on the team roles that I had taken were more than two roles (Nguyen, M. 2017).
I was the coordinator, monitor evaluator and implementer.it was my responsibility to ensure the team understands the objectives and planned on how to achieve the objective of the project. I organised meetings and updates with team members and stakeholders and ensures the message is clearly communicated. Frequently when the team is overloaded with options, I evaluate, assess and give suggestions for a reasonable and agreeable action to be taken.

[image: ]
(Nguyen, M. 2017).
[bookmark: _Toc40115033]Personal Development Plan
Personal development plan is a method that involves defining what is significant to you, what you want to accomplish, what strengths you now have that supports to reach your goals, and what you want to advance and progress on with time. Personal development plan requires to understand that each significant plan will take time before it is apprehended. It supports to construct your intelligent. Regularly people plan and think in their mind, however, people miss significant details and we do not form an accurate approach to accomplish that plan (Lu, E. 2013).
There are some important things to consider when creating a personal development plan. Here are 9 steps that can help you to create a good personal development plan:
1. Define your goals
2. Prioritize
3. Set a deadline
4. Understand your strengths
5. Recognize opportunities and threats
6. Develop new skills
7. Take action
8. Get support
9. Measure progress

My Personal development plans
Goals
1. Finishing my degree on Management and Leadership.
2. Becoming a Project Manager.
3. Buying a house.
4. Owning a business.
5. Being financially independent.
6. Happy and healthy family.
7. Securing a better job as a start
Priority
1. Happy Healthy family
2. Finishing my degree course
3. Securing a better job as a start
4. Becoming a project manager
5. Being financially Independent
6. Buying a house
7. Owning a business
Deadlines Base Priority
1. For ever and ever.
2. One more year to go.
3. Job hunting in progress, probably by mid-2021.
4. Ongoing process. 2023
5. Ongoing process.2030
6. .2022
7.  2025
Identified Strength
As a determined, committed and focused person is a motivation for me.
Opportunities
The opportunity to be educated and having access to university prepares me for all my goals.


Threats
Health issues
New Skills to be developed
Public speaking and management skills.
Action Taking
Currently going to university for the required skills and qualifications. Already have a saving account for the house.
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