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Executive summary

The report was requested to look into the success or failure of a project that works with Swansea community to help volunteers and clients get back into work. This report assesses this range and suggests that having more time on a project, greater communication from candidates, and the accurate information would be optimal. The experiment was a success because the questionnaire received 100% positive responses. It is recommended that in the future, more time be set aside for a project so that the team is not overburdened with work, and that more face-to-face meetings with candidates be scheduled so that communication is improved.
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1.0 Introduction
This report is based on a project that is working with a community organisation to assist volunteers and clients in gaining employment by providing support and advice on job search skills, CV writing and interview skills. Kelly Brain, the project manager, has produced the report, which is expected to be completed on June 25, 2021. A number of project life cycle tools were used in the creation of this report. The project plan included specifics on the project's scope, aims and objectives, and how the aims and objectives were met as a critical component to its success. The use of the Quad chart to provide a quick overview to all stakeholders and allow for faster decision-making was used, Execution phase was where the WBS was used to break down the project into smaller chunks and to complete them quicker. Candidates could have communicated and only one candidate gave feedback to the questionnaire. 






















2.0 Main findings 
The Centre for African Entrepreneurship (CEA) was founded in 2015 to fill a void in the delivery of services for people of African descent. Ever since, the CAE's goal and vision have broadened to include all BAME communities in Wales. They are a community centre dedicated to inspiring, supporting, and promoting underserved BAME communities. Poverty, injustice, and the concerns and challenges faced by BAME individuals in Swansea and Wales are all addressed through our work. They have a track record of executing a variety of successful local projects that provide practical and easily accessible training for underprivileged persons of BAME heritage, addressing the unique issues that this group experiences on a daily basis. We offer cultural materials as well as opportunity structures that make it easier for disadvantaged persons to acquire entrepreneurial opportunities.
Project management is critical since it ensures that what is produced is accurate and will add actual value to the business opportunity. Every client has strategic objectives, and the projects completed for them help them achieve those objectives. However, a project manager will make certain that the project is included in the realignment. (Thedigitalprojectmanager.com. 2021).
Initiation, planning, execution, and closure are the four primary phases of the project management life cycle. In these phases, the project idea, establish its goals, plan for execution, and strive to put together a comprehensive road map to see it through to completion. Although, in some approaches, a fifth step, called controlling or monitoring, is included. A project management life cycle is a structure that consists of a series of high-level steps that must be followed in order to turn a concept into reality in a timely and effective manner. Life cycles are the structure that underpins deployment and provide a systematic and organised manner to carry out project-based activities. (Apm.org.uk. 2021). 

2.1 Benefits and limitations to the project
· [image: Diagram

Description automatically generated]The life cycle is simple to utilise as well as comprehend, it is simple to manage.  

· Each phase has a clearly defined result and process evaluation, so there's no overlap. 
· One by one, the stages of development are completed.
· It is perfect for little and medium-sized projects.
It was idea for the small project that was formed.
3.0 Initiation phase
The major goal of the initiation and planning phase is to figure out what work is needed to produce the project's goods and lay a firm foundation for the project before allocating all of the project's resources. (Open.usq.edu.au. 2021).
The team collaborated with a community organisation to assist volunteers and clients in gaining employment by providing support and advice on interview preparation, CV writing and job search skills.
3.1 Quad chart
The US government created quad charts as a one-page concise, practical briefing on a project, giving all stakeholders a short overview and allowing for faster decision-making. Quad charts divide pertinent information into four sections, stakeholder analysis, including project scoping, desired outcome, and measure of success, to help shape a project concept. The chart is both visual and detailed, and it is used to meet goals and quickly identify critical ones. (Thinkoutsidetheslide.com. 2021).
The quad chart is divided into four sections: purpose, customers, desired and results, and measures of success.
The first section is the purpose of the project 
What is the purpose of the project?
Helping people find the right employment
The aim of this project Is to assist four candidates in finding work,
3.2 Objectives:  
Build self-assurance and self-reliance, 
Assist with upskilling and CV’s 
to look for suitable employment
The second segment focuses on the customers or stakeholders who are involved in the project.
The Employer 
The wider community
The four candidates
CAE
Shehla Khan (Lecturer)
And The team 
3.3 Desired end results 
Is for the Candidates to have a professional CV 
Assist them in creating a CV.
Provide them with interview advice.
Post jobs that are relevant to each candidate.
Determine the unique characteristics of each candidate.
Needs for a job (CV/Job)
Due to the current pandemic, help with improving their mental health.
3.4 Measures of success 
In order for the four candidates' CVs to be successful,
Going into an interview with self-assurance
Determine a specific position for each candidate.
To complete a feedback questionnaire to demonstrate whether the project was successful in obtaining employment.
Equal possibilities for the Swansea community are secondary benefits.
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4.0 Planning phase 
All of the planning takes place in the second phase of the project management life cycle. This is when you take into account client needs and stakeholders' concerns, form a team, set goals and objectives, and develop a project plan. A project plan must include specifics on the project's scope, aims and objectives, and how the aims and objectives will be met as a critical component to its success. It should also include information on how risk will be managed, how information will be shared, and what tools will be implemented. (Zenlit.com. 2021).
Organisations use project management tools for a wide range of reasons. To begin with, they assist in keeping the team organised and ensuring that procedures are being followed. Second, they give you a clear picture of everything that's going on with a project, campaign or task at any one time. With chats, comments and other features, project management tools enable teams to interact openly and rapidly. (Hive.com. 2021). Tools that the team used was quad chart, stakeholder analysis, work breakdown schedule, Gantt chart, network diagram, risk management and the iron triangle. 

4.1 Stakeholders 
A stakeholder is someone who has a "stake" in a company's performance - someone who could be impacted by or influence the company's activities. They might be business owners, shareholders, employees, bondholders of company-issued debt (creditors), customers who rely on the company's success, or even product suppliers or vendors who rely on the company's success for their own revenue or profit. (Thestreet.Com. 2021).
Do not overlook the significance of stakeholders. Stakeholder participation can benefit in the following ways: People should be empowered, therefore include them in the decision-making process. Create long-term change — Involved stakeholders can help make better decisions and give the support needed for long-term success. (Simplystakeholders.com. 2021).
The team came up with the stakeholders by looking for more experienced people to help with the project.
The team then prioritised the stakeholders by high, medium, and low priority, with the team being the highest priority, with the goal of conducting research on all four candidates' CVs and assisting with interview skills and recruitment processes. regular monitoring, feedback sessions, Weekly meetings, project plan reviews, and the search for relevant hiring positions were among the actions taken by the team.
With regard to monitoring and feedback, Shehla had a low priority, and the action was to convey project updates.
CAE medium priority, the CAE's viewpoint is to aid members in obtaining work, and the team's action was to communicate consistently, gather candidate information, and current CVs.
The applicants were mapped as high, and perspective was offering assistance with CVs and job vacancies, and action the team provided weekly feedback, updates, and surveys to determine whether the end project was a success or failure.
Then there is the community, which was mapped as a low priority with the goal of providing equal opportunities to the Swansea community, and the action taken was to assist people in returning to work.
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5.0 Execution phase
The execution phase is where the team put their strategy into action. In this phase of the project management life cycle, the project manager's role is to keep track of work, monitor timelines, organise team members and ensure that the work is completed according to the current plan. (Lucidchart.com. 2021). It is when the project's actual work is completed. To achieve the project's objectives, tools, required materials and resources are converted. Performance is regularly measured during this period to ensure the project's success. (Mavenlink.com. 2021).
5.1 Work breakdown structure
In project management, a work breakdown structure (WBS) is a strategy for finishing a complex, multi-step project. It's a strategy for breaking down large projects into smaller chunks and completing them more quickly and efficiently. The purpose of a work breakdown structure is to make a complex project more achievable. Breaking it down into smaller parts allows multiple team members to work on it at the same time, resulting in higher team performance and simpler project management. (Wrike.com. 2021).

the team's work breakdown structure is as follows:
The goal of this project is to assist candidates in obtaining suitable employment.
By helping the candidates with Develop interview skills, assisting with job search and CV writing 
The team then tailored CV to the right candidates, emailed candidates examples of CV’s, identify websites that can be helpful in the building of their CV, searching for appropriate job openings on the internet and email candidate’s techniques and websites that can help enhance with interviewing skills. 
Candidates to register with indeed, total jobs and monster vacancy updates and gather information on CAR and STAR interview techniques.
And give feedback. 
The WBS had the advantage of being simple to comprehend, and the exercises were checked off on a weekly basis. This tool has the advantage of identifying project threats and assisting in their mitigation. The candidates' limited English language skills was a difficulty, but the team was able to plan their activities and create strategies to communicate to overcome the language barrier by using the WBS.
[image: ]
The BWS has a number of drawbacks, including the fact that it does not encourage teamwork and is completed by the project manager, as well as the fact that the check list technique is not always preferred. Thankfully, the team saw this as a positive.


5.2 Gantt chart
A Gantt chart is a project management tool that allows you to plan out your work across time. It's helpful for breaking down large projects into a number of jobs and scheduling when each one should be completed. People can record the work that needs to be accomplished in the first column. Next the individual shade throughout the box on the row that matches to when they expect to finish the work. The individual can assign responsibility for specific tasks by writing down who might deliver things in the owner field and any extra remarks in the notes field. This helps the individual to see the entire project at a glance and know what needs to be done when. They might want to add more columns, such as stakeholders. (Imperial.ac.uk. 2021).
The Gantt chart was created to show the relationship between the activities and the time. 
Project management employability
Arrange meeting with coordinator (date for this was 3rd May)
Gather CV from candidates (date for this 17th May)
Prepare tailored CVs for candidates (date for this 17th May)
Email candidate’s examples of CV’s (date for this 17th May)
Recommend websites to assist in CV writing (date for this 17th May)
Job searches for suitable positions (date for this 24th May)
Email candidate’s techniques and websites to assist with interview skills                                                                                     (date for this 24th May)
Request feedback off candidates (date for this 31st May)
Evaluate success/failure of the project (date for this 7th June) 
The Gantt chart had the advantage of being straightforward to grasp, which helped the team stay on track and meet the deadline.
[image: ]

5.3 Network diagram 
The team also built a network diagram, which is a flow chart rather than a bar chart like a Gantt chart. The flow chart depicts the project's sequence plan.
[image: ]
A network diagram is a visual depiction of a project, consisting of a set of linked arrows and boxes that represent the inter-relationships between both the project's operations. The definition of activities is represented by boxes or nodes, and the connection between the activities is shown by arrows. There has to be a beginning and an end to the action, and all other actions must fall between these two points. The network diagram can be drawn in a variety of ways, including the precedence diagramming technique (PDM), the arrow diagramming method, and the GERT approach (Graphical Evaluation and Review Technique). To construct a network diagram, most project managers nowadays employ the precedence diagramming approach. (Simplilearn.com. 2021).
This was used to plan the tasks. 
Closure: Monitoring & Evaluation
The monitoring and control phase of a project runs concurrently with the execution phase. Monitoring and regulating your project's progress entail actively examining its status as it progresses, analysing any roadblocks, and adopting appropriate changes. (Workforce.com. 2021). Each of the four phases is addressed in the evaluation phase. (Atsdr.cdc.gov. 2021).
5.4 Risk analysis
The process of identifying and analysing potential concerns that could have a negative influence on significant business efforts or projects is known as risk analysis. This procedure is carried out in order to assist companies in avoiding or mitigating hazards. (Rosencrance, L. 2021).
Impact high, likelihood low, risk communication with candidates, mitigating action Due to the pandemic, more people are utilising the internet to communicate. Follow up with email, using technological support provided by PESTLE analysis. To stay in touch with candidates, the team would use email and other relevant methods (External)
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Impact high, likelihood low, risk job availabilities, mitigating action Many organisations have been impacted by the pandemic and Brexit, according to PESTLE economic variables, and job possibilities are scarce. They would look for available positions online and present individuals with various resources and links to follow up on the prospects (External).
Impact high, likelihood medium, risk lack of communication in the team, mitigating action Using the project management team's strength of working well together, the team would hold frequent meetings, communicate via emails, WhatsApp, and Microsoft Teams, and review the task list from the Gantt chart to ensure the project was completed and on track. Providing candidates with interview advice and assisting them in regaining work (Internal).
Impact high, likelihood high, risk time restriction, mitigating action Keep track of deadlines and stick to the project's break down structure (External).
Impact high, likelihood medium/high, risk lack of understanding of needs of the candidates, mitigating action Investigate the project by speaking with project facilities and learning about the candidates. Online resources for recruiting and selection are accessible, as well as links to candidates (Internal).
Impact medium, likelihood medium, risk internet connection, mitigating action Make sure you have a solid internet connection at home, set up conference calls, and utilise the phone if the internet is down (External).

5.5 SWOT
With this knowledge, the team are more confident that they will be able to meet the deadlines.
Strengths planning tools and communication between the team.
Weakness Lack of communication with candidates and facilitators, internet connection on times, lack of understanding the needs of candidates and language barriers.
Opportunities as a result of the pandemic Work from home, looking for employment online and assisting potential employees in regaining employment.
Threat internet connection, language barriers and lack of communication with candidates. 
5.6 PESTLE
PESTLE is a strategic planning method that project managers use to assess Political, Economic, Socio-Cultural, Technological, Legal, and Environmental issues in a methodical manner. These elements give a picture of the project's external operating environment and point out prospective opportunities and risks. (Insightspotter.com. 2021). 
Political Vacancies are restricted as a result of Brexit and the pandemic with the lockdown, as many businesses are closing and due to the pandemic lack of meeting face-to-face. 
Economic due to pandemic many organisations have been affected and job opportunities are limited. 
Social the project could help the Swansea community back into employment.
Technology For communication, the candidate and the team should have a good internet connection.
Legal check with facilitator that the candidates have all the correct documents for employment in the UK.  
Environment Many organisations have been impacted by the pandemic and Brexit, and job prospects are limited.
5.7 Iron triangle 
Dr. Martin Barnes developed the Triangle of Objectives in the late-1960s. The triangle depicts the relationship between quality, cost, and time. (Stakeholdermap.com. 2021). The iron triangle is a give-and-take equilibrium that a project manager must grasp by adjusting factors that can change to accommodate for variables that cannot. The quality of the total project can be determined by balancing these three limitations together. (Villanvau.com. 2021). 
Hard and soft outcome 
With there being two possible outcomes, the hard outcome is solid, visible and measurable. The soft outcomes are change in attitude, people experience and process. Only one candidate found the project beneficial when looking at the hard outcome.
Looking into summative the questionnaire was completed by one candidate, and the findings were 100 percent positive, but none of the others responded to emails. The team was meant to have 4 candidates but only 3 candidates was assigned 
Performance of the team
The team communicated with the candidates and facilitator and emails was sent to the candidates and the facilitator. The Gantt chart and work breakdown structure were followed on plan. However, the candidates and facilitator did not respond to emails, resulting in a lack of contact.
Time constraints and inaccurate information, as well as language challenges. Due to lack of interaction the team cannot track behaviour changes.
Formative. 
Set arranges face-to-face meetings in accordance with Covid's health and safety rules, or communicate with them directly through Teams. Due to schedule constraints, extra time is required to complete the job.
Breaking the project down into more manageable portions was made easier with the help of the work breakdown structure tool.
Participative
With this knowledge, the team are more confident that they will be able to meet the deadlines.

I needed to understand the management tools before starting the project I would assist with decision making but I do need to build confidence in sharing ideas. My Belbin team role results was a team worker and resource investigator.















































Conclusion and Recommendations

Because of this, the team considers the project a success, and as a group, they have learned that using these tools made the process a lot easier than they had imagined. Everyone worked effectively together as a team, especially when everyone knew what they needed to do in each phase. The project manager took responsibility and communicated with the team at every opportunity, resulting in a great outcome. Personally, the team is disappointed that the applicants did not react to the emails sent, but at the very least, the team now understands that a project of this magnitude requires more time, and future projects would benefit from face-to-face engagement.
The team delivered on helping them write a professional CV, interview tips and help with confidence attending an interview. The team sent relevant jobs available to each candidate for their specific employment needs. The results of one candidate showed the project had helped with increasing their confidence in finding employment and all the information sent was beneficial to them. It is recommended that in the future, more time be set aside for a project so that the team is not overburdened with work, and that more face-to-face meetings with candidates be scheduled so that communication is improved.
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