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Executive Summary


The report aims to be focusing on the project management however, our team have been working on the project related to “skills for the workplace”. The course has been a turning point to make us fully groomed for career aspect thus to have some practical experience, we have been given a project to recruit around 20 eligible people. The report highlights the primary tools of project management that have been used to recruit people. 
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Terms of Reference

The Report was requested for Shehla Khan, on 05th of July 2019 and the purpose of writing this report is to aim the project has been done in order to enhance the work place skills and to make us more concerned towards our career. It has been noted that it is an important task to understand the skills for the work place and this project is the best way to clearly understand the primary skills that are needed in the recruitment and other processes (Cleland and Ireland, 2002).  Marinela Berendei wrote the report on 05th of July 2019.














Procedure 


To make this report different theories and management vehicles were used for better organization and efficiency. Other sources of inspiration, such as books, journals, interviews and websites, were used to complete this report.



















Findings 

Project Management Life Cycle phases
[bookmark: _Toc13217233]Initiation phase 
In the project, we made keen focus on the initiation phase however, at first we explored various recruitment sites and CVs of some potential candidates that matches with our demand. The team aims at using some telephonic and electronic means of communication to meet the most appropriate and potential consultant of recruitment who will be the support to accomplish the project. The initial stage we will be following includes gathering of useful information and ensuring on receiving up to date job notifications. At the initial stage, we will discuss all the business terms and conditions and will agree on the engagement rules to avoid any discrepancy in the future (Lock, 2017). 
[bookmark: _Toc13217234]Planning
With respect to the planning phase, it has been considered to be useful in noting down all the requirement and details of the project. Ideally, in the planning phase we have made a list of proper job and person specification that we need. The details have been drilled clearly to make it captivating for the candidates. During the planning, we have also decided to make our recruitment consultants fully aware regarding the employee role profile and selection criteria. We have also planned to make up a detailed brief as discussed with our recruitment consultant thus this has made us to create a fine job details. Our project has also followed proper timescale and procedure on point to make a clear understanding regarding hiring process (Lock, 2017). 
In the planning phase, we have been also focused to understand the process of hiring and have made proper timeline on how we will be working. In addition, the team has been also planning to take the interview to three or some more assessment centres. The planning and management expectations has been met by completely following the steps of planning. There has been a settled time scale and procedure that has helped the group to neglect the frustrations of common recruitment that could poorly reflect the result of bad hiring and could turn off the level of some potential candidates from good opportunities. 
[bookmark: _Toc13217235]Selection
With respect to the selection phase, our team has been focusing on making a clear understanding regarding the phase of selection. However, this is the primary corn to earn and our team has taken various actions for the activities that has supported us throughout project management. We have filled our role with appropriate responsibilities and duties to make everything aligned on the track. We have clearly stated regarding our role and responsibilities where it is appropriate regarding the project management hence, the duties have been distributed on both channels offline and online (Kerzner, 2017). 
We have selected some of the appropriate actions to attract and captivate more and more candidates to fill their duties and job boards. The attraction criteria have been made by the project management tool to bring up a unique pool of talented candidates. Another primary method chosen by our team includes one to one interviews which involves an idea of screening candidates to express and invite the candidates. We have taken a detailed screening interview with every candidate having potential and confidence thus the time span was around 30 min to 45 min. In addition, we have cut and minimize all the frustration chances for the candidates by planning a proper recruitment management. 
[bookmark: _Toc13217236]Delivery 
The project management plan and phase also includes the delivery which involves the idea of shortlisting, interview management and other activities. For the aspect of short listing, we have decided to make a one to one screening interview that has selected some of the candidates from the pool of talent. In addition, we have been in coordination with the consultant who helped us to explore the profile and CV for all those who are present. After this step, we have sent the profiles to bloc as agreed previously with the team. This also requires an idea of relevant application form and response screening that have been requested. After reviewing the CV submitted by the candidates, we have activated our interview management team for more clarification and to obtain feedback. We also supported the candidates in the entire process of interview to ensure that this phase is smooth. The slots of interview have been scheduled as per the brief and as prepared in the meeting. There will be also proper pre-planning (Lock, 2017).
[bookmark: _Toc13217237]Support
With respect to the support phase, it has been identified to be an important element that we have followed to make up an entire project efficient. We have offered clear communication to support the process of recruitment (Richardson,.2016) This was the most critical factor as it really need our hard work thus all the factors have been expanded to show up the final result. In the interview and entire project, we have also ensured to have permanent placements as we have been following every step in a clear way including pre-employment screening and others. We have been also ensuring that there will be no hassles for the candidates (Kerzner, 2017). 
[bookmark: _Toc13217238]Project Management Tools
[bookmark: _Toc13217239]SWOT
[bookmark: _Toc13217240]Strengths
· In house talent in organization
· Sufficient level of budget to accomplish all the task 
· Benefits of project completion
· Team members’ determination

[bookmark: _Toc13217241]Weaknesses
· Availability of the resource for contingency funds 
· Some weak skills that have been outsourced
· Scheduling realistic idea
· Drawbacks of an entire project 
[bookmark: _Toc13217242]Opportunities
· Taking advantage of the competitors
· Following latest trends of industry
· Use of new technologies by the company
· Finding new aspects with the success of this project
[bookmark: _Toc13217243]Threats
· Replacement of team members
· Testing new technology
· New technical adoption
· Copying the capability of competitors (Cagliano., Grimaldi and Rafele, 2015)
[bookmark: _Toc13217244]GANTT CHART
[image: ]
[bookmark: _Toc13217245]How we managed workforce
We have managed our workforce by using these resources
[bookmark: _Toc13217246]Managing shifts
For the proper project management, we have used the Mitrefinch time management system that allows our team to make an easy management of the patterns regarding the multiple shifts and also enabled them to avail flex time. There are also some additional benefits that has catered and cope up with major complicated working rules. This has also managed various shifts and have scheduled it in an efficient way. 
[bookmark: _Toc13217247]Roster building
In our project, the idea of roster building is the most crucial one however, we have made a schedule for the employees by creating a system that helps employee to work on the basis of plan. As there are number of people in the group, the idea of roster building is always difficult thus the use of right application has helped to analyse the availability of work force and employee skills (Milosevic, and Martinelli, 2016). 
[bookmark: _Toc13217248]Future Work Planner
We have also used the future work planner for our project management however, the plan allowed the rule definition to be properly settled in the schedule. It has been noted that if we have been unable to accomplish the parameters then it could affect our project adversely. This has also helped us to make up a week budget cost and hours to make the activities efficient (Meredith, Mantel Jr, and Shafer, 2017)
[bookmark: _Toc13217249]Communication of project plan
For the proper project planning, there is always a need of implementing a communication plan however, there is always some complexities to have communications in the project. We have used variety of communication tools and methods and few of them have been listed below:
· In person and video meetings
· Email and chats
· Meeting and discussion with the boards 
· Checking status reports
· Evaluating the collaboration of application 
· Checking the to do list 






Conclusion
We have made major consideration into the project management and evaluation however, it has been noted that the outcomes of the project seem to be quite measurable and there could be an easy observation of the results and benefits. The concept of benefits and results serve as the primary indicator for the progress of the project towards making a successful implication of the goals of the project (Butt, Naaranoja, and Savolainen, 2016) Outcomes have been referring as the short and medium term effects to be obtained by the project. The success of this project might helped and support us to obtain new competency and skills, enhancing the knowledge, increasing real time environment of business and taking proactive participation in the decision making.
[bookmark: _Toc13217250]Impacts
The above are some of the change indicators that could be easily linked up with the implementation activity of the project. The idea of impacts helps to measure and evaluate the primary extent at which the objectives and goals of this projects have been obtained. With respect to the management and project evaluation, the impacts aim at defining the intangible and tangible impacts and project consequences upon the real time environment where the project will be implicated. It also aims at measuring the change by the project and shows that how the person is close to obtain the objectives and goals. This project might be helpful for us and could illustrate following impacts:
· An experiment and lesson to learn for team members
· Decreasing the wastage of talent
· Higher number of students will obtain opportunities 
· Enhancing the productivity and skills 
The impacts aim at producing the long term effects that will be observable for many years after the succession (Rosie, Lipsey and Henry, 2018)

















Recommendation 
There are some important recommendations and self-development plan that could improve the project management in future. 
[bookmark: _Toc13217251]Leadership
The success of the project is all about implementing good leadership skills however, for the self-development, it is important to become the good project manager. The team will be more focused to understand the importance of the team management, vision settlement, team motivation, coaching and inspiration. 
[bookmark: _Toc13217252]Communication
Our team will also be focused to make the skills of project management better thus the idea of choosing right communication plan that will be well understood could be the best way. In addition, if we will develop our communication then it will be the most effective factor. Our team will make it possible by putting much effort and time and by designing a proper strategy of communication for the project. 
[bookmark: _Toc13217253]Planning Skills
Planning skills have been considered as the primary and core element of the project management however, our team will make themselves develop by following the planning perspective of some successful projects. In addition, we will be providing serious attention to handle the projects and to monitor the progress timely (Serral i Montoro et al., 2015). 



Appendices 
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(Andersen, et.al, 2009)
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