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[bookmark: _Toc75214007]Executive Summary 

The purpose of this report, compiled at the request of UWTSD, is to demonstrate critical thinking regarding Skills for the Workplace Program, a project developed for adult individuals who are searching to improve their professional careers. The Project management for this specific project, demonstrates the organizing, supervising and management of all Project Life Cycle stages of a project and the enthusiasm of all individuals implicated, to accomplish the project goals within established criteria of time, cost, and performance. Skills for the Workplace Project Life Cycle is thorough analysed, in the main findings of the report, detailing each phase meaning and actions. The report begins with a brief introduction on what project and project management meanings are, and how PLC can help for a successful project. The main finding is constructed around the four phases of PLC: Initiation Phase, Planning Phase, Execution Phase and Monitoring and Evaluation Phase.
In the initiation phase of Skills for the Workplace program, the project opportunity was identified, analysed, providing various solutions. Following, a feasibility research was performed, followed by the project initiation, outlining the objectives, scope, and structure of the project. This phase is demonstrated by Belbin’s Team Role and Quad Chart, outlining the tool’s advantages and disadvantages.
The planning phase of the Skills for the Workplace Program, is the key process in project management, aiding stakeholders where and how to commence the project. In the planning phase, the project strategies are detailed, the timetable is designed, the deliverables and requests are defined. In this phase, a stakeholder analysis was conducted, to simplify the implementation of a project, have correct decisions, and to build strategies for handling essential shareholders, highlighting the tool benefits and limitations. The plans established during this phase, will facilitate the project team, time management, expense, quality, adjustments, risks, and related issues. 
In the execution phase on Skills for the Workplace Program, the work is implemented, controlled, and monitored, applying three tools, used to have accurate and accountable work. The execution phase was implemented, using WBS- a deliverable sequence of project elements which contours and classifies the total scope of the project, including, internal and external deliverables, Gantt Chart- a project management tool helping in the planning and scheduling projects, providing clarity into team workloads, and Network Diagram- a project graphic illustration, technique used to visually track the evolution of all phases of the PLC to its achievement, related with Skills for the Workplace Program.
The final phase, closure and evaluation, is making use of tools such as risk analysis- a procedure that helps identify and manage possible complications that could destabilise projects initiatives, a critical planning tool that can save time, money, and reputations, Pestle, Swot analysis, and Iron triangle which identifies the consolidative role of the project manager. Further the project evaluation takes place, clarifying the applicability and achievement of goals, success, effect, and sustainability of the project and project team.
The final part of the report, comes with the conclusion, highlighting the successful areas of work, but also the less pleasant outcome of Skills for the Workplace Program, describing areas of improvement as a project manager for this project, and future projects at the workplace.
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[bookmark: _Toc75214008]Introduction


Lester (2007) defines Project as a setting of synchronised actions, with specific commencing and ending stages, to satisfy specific aims within outlined schedule, cost, and performance factors. Skills for the Workplace Project, will be conducted by five people, aiming to recruit five potential students, helping them to meet the needs of businesses succeed in the new working environment (UWTSD, 2021a). Further, Lester, describes Project Management as the planning, monitoring and control of all phases of a project and the motivation of all individuals implicated in it, to accomplish the project goals within established criteria of time, cost, and performance. 
Skills for the Workplace Program, is a project highly valued, driven by motivation, due to previous experience as graduates of the program, Their experience will be shared with the future students, to present the benefits of the program: skills at workplace development, communication, teamwork, problem-solving, decision making, (Careers.govt.nz, 2020).


















[bookmark: _Toc75214009]Main Findings


[bookmark: _Toc75214010]Project Life Cycle (PLC) Defined
PLC is a framework covering a set of different stages, essential to transform an idea into reality, in a methodical approach. Life cycles, offer an organized manner to commence a project, and is viewed as the structure of underlying implementation (Bradbury, et al. 2019).

[bookmark: _Toc75214011]Project Life Cycle Phases

[bookmark: _Toc75214012]Phase One: Initiation Phase
[bookmark: _Hlk75123160]In this phase, a project opportunity is identified, analysed, providing various solutions. Following, a feasibility research is performed, followed by the project initiation, outlining the objectives, scope, and structure of the project (Westland, 2007).  Skills for the Workplace Program is designed for adult students, with or without work experience, to develop leadership and management skills (UWTSD, 2021a). This phase requires a project manager, taking the responsibility to recruit the project team (Westland, 2007). The team selection was based on the former experience as graduates of the program, and Belbin’s Team Roles (Coordinator, Team worker, Shaper, Implementer, Resource Investigator and Plant) (Belbin, 2021a).
Skills for the Workplace Program PLC advantages:
· will provide clearly defined stages of the project, 
· is simple to understand and to use model, 
· provides properly comprehended milestones, 
· effortless tasks coordination. 
PLC disadvantages:
· is challenging to measure progress within the stages;
· cannot adapt changing requirement;
· high risks and uncertainties (Slideshare, 2013).
In the initiation phase of the Skills for the Workplace Program, the following were performed:
· the program deliverables were identified: to raise awareness of the program and to recruit five candidates;
· the project team was formed, based on Belbin’s team roles;
· the requirements were explained, and tasks were assigned:
a) produce a marketing campaign;
b) create a flyer;
c) conduct research amongst the graduates and actual students of the course;
d) design, distribute and analyse a feedback form; 
e) to promote the program in local communities, high schools, and stores, highlighting the benefits; 
f) all the members were responsible to approach their personal contacts, personal social media;
g) the applicant’s information will be forwarded to the skills coordinator, to be assessed and interviewed in September.

[bookmark: _Toc75214013]Quad Chart
For a clear understanding of Skills for the Workplace Program project, Quad Chart, will provide transparency on the project’s significance, used for planning and communication objectives, shaping the proposals into controllable pieces, The tool is divided in four sections in regards with Skills for the Workplace Program:
· Purpose- to raise awareness of the program, provide employment opportunities;
· Customers- project team, graduates, employees, skills coordinators, universities;
· Desired result- better recruitment, linked students with employers, identified difficulties in the program;
· Measure of success- five applicants enrolled in the program, receiving the Higher Education Certificate, positive feedback from the graduates regarding the program, (Cleland, I., Cleland, L and Ireland, R., 2007).
Further, two more section are added:
· Secondary Benefits: enhanced communication and performance at workplace, increased morale, motivation, and job satisfaction (NIBusinessInfo, 2021)
· Motivation: the program brings awareness that can develop and/or improve student-employee skills at workplace (UWTSD, 2021). 
Quad Chart’s limitations: is time consuming, information can be omitted, due to one person responsibility, does not offer totally SMART goals, and does not guarantee any success of the actual project (Buttrick, 2009).







	Skills For The Workplace Program

	Purpose (Aims/Objectives)

To raise awareness of the program
Provide employment opportunities available to graduates
To develop leadership and management skills (UWTSD, 2021)
Recruit five students

	Customers (Stakeholders)

Graduates 
Employees 
Employers
Skills coordinators
Project team members
UWTSD
Wales Government
Local Community

	
Desired End Results
(Critical Success Factors)


Better recruitment
Linked students with employers
[bookmark: _Hlk74572274]Identified difficulties in the program

Secondary Benefits: 
Enhanced communication and performance at workplace
Increased morale, motivation, and job satisfaction (NIBusinessInfo, 2021)

	The program brings awareness that can develop and/or improve student-employee skills at workplace (UWTSD, 2021)

Measure of Success
(Standards and Criteria)



[bookmark: _Hlk74572348]Five applicants enrolled in the program
Obtaining the Higher Education Certificate
Good feedback from the graduates regarding the program
More applicants
More skilled graduates after the program




[bookmark: _Toc75214014]Phase Two: Planning Phase
This phase is the key process in project management, aiding stakeholders on where and how to commence the project. In the planning stage, the project plans are documented, the timetable is designed, the deliverables and requests are defined. The plans established during this phase, will facilitate the project team, time management, expense, quality, adjustments, risks, and related issues (Future Learn, 2020).
In planning phase of Skills for the Workplace Program, the roles were given by the project manager, based on their experience and Belbin’s team role, and each member took responsibility, to execute specific tasks: creating flyer, producing feedback form, create a marketing campaign, distribute the flyer, make use of social media and personal contacts. Further, a scope statement was created, announcing the project team that the project is due to be delivered in June 2021, and setting boundaries such as: the candidates will apply only to UWTSD, all candidates will be informed regarding interview and assessment done by the skills coordinator, how to apply to student finance, the benefits of the course, and on the possibility that the interviews may take place online, due to Covid restrictions (Neumeyer, 2021). 
[bookmark: _Toc75214015]Stakeholders Analysis
[bookmark: _Hlk74689782]In planning phase, a stake holder analysis will be conducted, showing primarily stakeholders: project recipients, who are positively or negatively influenced by the project, and secondary stakeholders, who can impact project outcomes (ODA, 1995). Is a tool used to simplify the implementation of a project, precise decisions, or organisational objectives, and to develop strategies for handling important stakeholders (Varvasovszky and Brugha, 2000 a).
Skills for the Workplace Program stakeholders:
· Student applicants- high importance/high influence- the individuals who can bring awareness of the program, share their knowledge and experiences during and after program;
· Employers- medium importance/medium influence- are the organisations that could hire the graduates;
· Skills coordinators- high importance/high influence- are the program founders, that can bring development, changes, improvements to the program and students;
· Project team-high importance/high influence- they oversee advertising the program, and recruit applicants;
· UWTSD-high importance/high influence-is the institution that provides the program for applicants, and further guidance on the program, courses, university lecturers, student finance, grants.














	Priority
L/M/H
	Stakeholder
	Stakeholder’s Perspective
	Action

	H
	Student applicants
	Opportunities
Renumeration
Prestige
Reputation
Revenue (Smith, 2000)

	Feedback forms
Course attendance
Interviews
Regular monitoring meetings
Guidance 
Module evaluation forms

	M
	Employers
	More skilled future employees
Potential recruiters
Less investments in training the employees
Employees retain
	Form partnership with University
Engage in UNI surveys
Provide apprenticeships programs


	M
	Skills Coordinators
	Obtain essential information on the program, courses, and lecturers
[bookmark: _Hlk74738902]Improved quality of teaching (Degtjarjova et al., 2018)
	Course feedback form/sessions
Surveys
Regular monitoring meeting

	H
	Project team
	Team work
Collaborating with skills coordinators
Communication
Conduct project activities
Experience sharing

	Continuous communication between project team
Reports on up-dates
Allocate tasks


	H
	UWTSD
	Acknowledgment and reliance of University
Social responsibility
Integrity of the University (Chapleo and Simms, 2010).
New students
Further funding’s
	Provide information upon University locations, courses, fees, recruitment process and documentation, student finance
Advertising
Research, surveys and feedback forms regarding University, teachers, program, and modules
Create research on age of students, attendance, final course results, graduates, and employment after graduation



Stakeholder analysis benefits:
· The project team can identify powerful stakeholders, influencing the project in its early stages, certifying their reliability, support, and give valuable input;
· The gained assistance from the stakeholders, will bring further assets creating a successful project;
· Cooperating regularly with stakeholders, will provide understanding, offering support;
· [bookmark: _Hlk74744424]The tool will reveal how people will respond to modifications and provide guidance in dealing with difficult stakeholders (Master of Project Academy,2021).
Stakeholder analysis limitations:
· The analysis requires to be performed frequently, due to possible changes on stakeholders, their capability, or relationships;
· The project team needs to decide the stance of the stakeholders, which can be a biased decision;
· Is difficult to accomplish all requirements of all stakeholders;
· The analysis of stakeholders does not demonstrate its approach to the project (Varvasovszky and Brugha, 2000b).

[bookmark: _Toc75214016]Phase Three: Execution Phase
In the execution phase, the work is implemented, controlled, and monitored applying three tools, used to have accurate and accountable work (Marks, 2012):
[bookmark: _Toc75214017]WBS
Norman, et.al (2010), described WBS as a deliverable sequence of project elements which contours and classifies the total scope of the project, including, internal and external deliverables.
The project’s purpose is to advertise and enrol students for the Skills for the Workplace Program. The deliverables of the project are to create awareness of the program, and to recruit students for the program, facilitating the success in the modern working environment (UWTSD, 2021b).
To create awareness of the program, the project team requires to create a marketing campaign, to produce a flyer accessible to be posted on social media platforms, perform a course study among the postgraduate students, designing and distributing a feedback from, which will be analysed. The findings will be used to promote the program and recruit the students. To recruit students, the team need to approach personal contacts and family, make use of personal social media to draw out interests, share the flyer to local communities, local stores, or high schools, and make use of word of mouth, highlighting the benefits of the course. The details of any interested individuals will be forwarded to the skills coordinator (Brotherton, et.al. 2008).
WBS’s benefits in the project: improve efficiency and purpose of the project team, recommends detailed actions for each deliverable, is a clear and held responsible tool, detects the risks, so they can be minimised, identifies the deliverables that are disturbed due to any arising delays in the project. The limitations: is time consuming, involving effort from the project manager, can create useless and vague tasks, becomes outdated rapidly (Reddy, 2021).



 




WBS
Goal: To advertise and enrol undergraduates for the Skills for the Workplace Program​


Boost recognition of the program

Recruit students​

Generate an advertising campaign

Promote in local communities, stores, and high schools
Approach via social media
Approach personal contacts
Carry out a study among the actual and previous students


Contact own personal contacts
Design a leaflet

Promote course on personal social media
Make use of word of mouth
Create a feedback form


Highlight benefits of the course
Share flyers
Distribute the feedback form
Upload on public channels

 
Forward details of interested individuals to the skills coordinator​

Evaluate the form















[bookmark: _Toc75214018]Gantt Chart 
Is a project management tool supporting the planning and scheduling of projects of all sizes, providing clarity into team workloads (APM, 2021).
The benefits of the tool: provide awareness on what needs to be done, establishes realistic time frames, highly visible for the whole team, but comes with limitations like: can become very multifaceted, the dimension of the bar does not replicate the work to achieve the task, and requests constant updates at it can be time consuming (Project Management, 2018).
	Tasks
	14/05/2021
	21/05/2021
	28/06/2021
	04/06/2021
	11/06/2021
	17/06/2021
	24/06/2021

	1
	Creating the project team
	
	
	
	
	
	

	2
	Setting the objectives
	
	
	
	
	

	3
	
	Assigning tasks
	
	
	
	
	

	4
	
	
	Produce a marketing campaign
	
	
	
	

	5
	
	
	Create a flyer
	Create and share a feedback form
	
	

	6
	
	
	
	
	
	Evaluate the form and interpretate the findings
	

	7
	
	
	Contact friends, family, distribute leaflets highlighting the benefits of the course
	
	

	8
	
	
	Publicize the program on social media
	

	9
	
	
	Advertise in local communities, local stores, and high schools

	10
	
	
	
	
	
	Forward details of interested persons to the skills coordinator

	
	
	
	
	
	
	
	Evaluate the project



[bookmark: _Toc75214019]Network Diagram 
Is a visible demonstration of the workflow of a project, a manner to visually follow the progress of PLC’s phases, to its completion (Malsam, 2020). The project’s network diagram has two paths: start and finish. Both paths have a duration, and the one with the lengthiest duration (25 days), is the critical path in Skills for the Workplace project. Actions on the critical path have no float, hence, the project team must certify that critical actions are completed on time. Any interruption in a critical activity will postpone the project (HBR, 2021). 
The advantage of the tool is that is a good organizing tool, allow managers to predict flaws and act, easy to update and rework, provide more control over activities and events, while the disadvantages are: is a hard to follow diagram when they possess to many lines and intersections and can cause loss of attention on main problems (Springer, 2005).



Skills for the Workplace Network Diagram7 days

1 day
4 days
1 day
7 days
1 day
Marketing

21 days
Analyse form
Distribute form
Design form
Conduct research
Flyer

Start

Finish
4 days

6 days
1 day
5 days
3 days
25 days
Approach via social media
Contact friends, family, share flyer
Approach personal contacts

Promote the course
Forward details of interested persons to the skills coordinator

Critical path

Promote in local communities, local stores, high schools

6 days




[bookmark: _Toc75214020]Phase Four: Closure and Evaluation Phase
[bookmark: _Toc75214021]Monitoring- Risk Analysis 
Risk Analysis is a practice that aids discover and control possible challenges that might destabilize projects initiatives, an essential planning tool that could save time, money, and reputations (Mind Tools, 2021).
	Impact
(H/M/L)
	Likelihood
(H/M/L)
	Risk
	Mitigating Action

	H
	M
	Shortage of experience when recruiting learners for Skills for the Workplace Program
	Applying the project’s team personal experience of being recruited on to the program can be utilized as a power and occasion to collect knowledge to support the practices that were most effective

	L
	M
	Illness or withdraw of a team member
	Making use of the Technological factor accessible (Pestle), the team would communicate frequently guaranteeing that all responsibilities are being finalized on time following Gantt Chart, and if there is any slack, then the team can work together to support one another reaching targets

	H
	H
	The course is hard to comprehend
	Using the assistance offered by the university and gathering the essential feedback for possible improvements

	M
	H
	High-level competition
	Taking in consideration the present Economic factors from Pestle, the present-day market offers a lucrative market for possible students, as result of the decline in the number of jobs available, individuals seeing education as a feasible option.

	M
	M
	Modifications in legislation
	Thorough supervising the legislation and adapting the policy and practices of the organisation accordingly (Raanan, 2009).




[bookmark: _Toc75214022]PESTLE Analysis
Political - because of Brexit, numerous possible foreign candidates, miss their opportunity to apply, due to lack of required documents and amount of money, to study in the UK​;
​Economical – the study fee, may be considered expensive, decreasing the amount of aspirants;​
​Social – a deficient promotion campaign, will lead to failure in creating recognition of the program​;
​Technological – during pandemic, the enrolment is performed online, causing digital difficulties to less prepared applicants;
​Environmental - the project does not present environmental risks​;
​Legal - overseas candidates may be denied because of absence of residence documents in UK (Levenfeld, 2016)​. 
[bookmark: _Toc75214023]SWOT Analysis
	Strengths​
	Weaknesses​

	· The project team collaborated in the past​
· ​Prior knowledge as former students 
· ​Excellent communication abilities
· ​Well-motivated​
· 
	· Deficiency in knowledge regarding project management​
· ​Poor collaboration amongst the team members, caused by professional life

	Opportunities​
	Threats​

	· Creating different abilities and collecting information related to project management in an organisation​
· ​Improve time management​
	· Likelihood of some project group participant to quit throughout any of the PLC stage​
· ​Loss of motivation
· Failure in recruiting the applicants​
· ​Not delivering the project in time, cost, and quality (Lim, 2021).​
​


[bookmark: _Toc75214024]Iron Triangle
Skills for the Workplace Program project, focuses upon the power to provide the project’s scope in time, cost, and quality, represented by the Iron triangle, which recognizes the consolidative position of the project manager (Caccamese and Bragantini, 2013).
Cost: the project did not have a budget allocated, but was based on the experience of the former graduates of the course;
Scope: all the necessary tasks to achieve the project’s goal were successfully completed;
Time: the project had seven weeks to be implemented with the final effective outcome of recruiting five applicants;
Quality: the project team, had encountered limited problems, regarding communication, which led in lack of understanding and disagreements regarding tasks (Villanova University, 2021).
Time




Quality



Cost
Scope



[bookmark: _Toc75214025]Evaluation
Evaluation is the methodical and factual appraisal of a current or finished project, determining the importance and achievement of aims, progress, efficiency, influence, and sustainability (Kusek and Rist, 2004).
In Skills for the workplace Program, the project team managed to complete all the tasks assigned, gaining more experience regarding how to conduct a project, and managed to recruit the applicants for the program. In this project, knowledge was developed, and skills were improved. The team managed to have good communication and a good flow in the project. Confidence and communication between the team members was the key parts in the success of the project. The work was appreciated by the skills coordinators, demonstrating good time management, although, the team suffered slightly changes during the process: arguments, loss of one team member, pressure on completing the tasks. The feedback form results, demonstrates, that 100% of respondents would recommend the program, 60% think that the program met the expectations, and 60% of respondents recommending UWTSD.
As a project manager, being a team worker and implementer, I have demonstrated that I can keep the team united during the project, fulfil tasks on behalf of other team members, I have shown cooperation, listening, and time management, providing efficient strategies (Belbin, 2021b). My performance was based on previous experience but made me aware of gaps about choosing the team, clarity of tasks, methods used to do the tasks, areas that needs more research and improvements, further taken as personal recommendations in future. 


[bookmark: _Toc75214026]Conclusion


The report findings, demonstrates, that, for a successful outcome of a project, PLC technique, with the related tools, need to be applied to have a better understanding of the project objective. This project had as foundation, the PLC technique, providing to the team, a clear view on the aims and objectives of the Skills for the Workplace Program, tasks assignment, time frames of the tasks, and essential approaches regarding awareness and impact of the program for students. The purpose of project management is to generate a successful product or service. Frequently, this aim is deterred by the faults of oversight, by management, project managers, team members and others linked with the projects, failing due to lack of attention and efforts from all parties (Discenza and Forman, 2007).Although, the external part of the project had a successful outcome, of recruiting the applicants, , the internal outcome was less effective, leading in disagreements on tasks, having as result, the team breaking, and stopping the collaboration in future projects, due to misunderstandings, and lack of resilience of the team. 
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