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Introduction

Project management is the implementation of methods, processes, skills, experience and knowledge to achieve a set target, providing timescales and boundaries that constrain deliverables. (APM, 2019). It identifies risks and hazards, aiming to plan, control and organise tasks to ensure target is achieved. (Tech Republic, 2019). 
The report will be looking at implementing the project management techniques by project members for a project on fundraising and creating a workshop being conducted at Cardiff Muslim School, an independent, full time, faith school for both boys and girls. It is a non-profit charity school with no government support. (CMPS, 2018). These tools provide more effectiveness as changes are carefully monitored, progress is tracked and documents properly managed. (APM, 2019). 





















Main Findings

The project life cycle is a process that managers implement throughout their project, helping plan, which is critical for organisations. (Maven Link, 2019). The cycle consists of five stages; initiation, planning, execution, monitoring and control and execution. (TW Project, 2018). 
Initiation phase 
The initiation stage is the first part of the cycle, consisting of defining objectives, purpose, scope, building a team and the deliverables that need to be created. (method 123, 2019). 
The project members attended a meeting with school’s deputy head teacher, where aims and objectives were laid out, the purpose of the project, and which charities the money will be raised for. To manage the project, a manager was chosen, as this helps provide direction, vision and manage time effectively. (2020 Project Management, 2019). To layout the project, a quad chart was created using information provided, giving a quick review of aspects for effective and quick decision making. (Think Outside the Slide, 2015). 
A quad chart consists of four sections; project scope, referring to plans and processes, stakeholders, critical success factors, which is desired outcomes and secondary benefits, and lastly, measures of success. Using this tool helps structure all ideas into a manageable state. (Chegg Study, 2019). 
The chart created, highlights the purpose of the project, which is to fundraise and create a leadership workshop, and raise school’s awareness. Some of the stakeholders are parents and children. The desired result is to raise £4000, and some of the secondary benefits are raising awareness on how the school raises money and increase self-esteem within children.  One of the ways the project will prove successful is if the children have been educated on leadership through the workshop and school awareness has been raised, which are the measurements of success. 

Although the chart provides a lot of advantages for an organisation, it does not prioritise the important factors within it, which could cause misunderstandings. (Quora, 2018). 
Planning 
This stage commences once the project has been approved. All the larger tasks are broken down into smaller ones, and schedule drawn for activities. Project timeline, budgets and resources are considered and collected. Skills and experience of all group members will be brought forward to assist with task management. (Lucid Charts, 2017). This provides opportunities to highlight risks and hazards, identifying stakeholders linked to the project. (Open Text BC, 2019).
To help identify project stakeholders, the project members completed a stakeholder analysis, helping identify stakeholders, grouping them regarding participation levels, interests and how they influence the project. Communication methods were discussed, looking into motivation factors and other priorities. (Product Plan 2019). Organisations benefit from this tool as it helps shape the project using stakeholder’s opinions and win more resources from their support. (Mind Tools, 2019). 


The stakeholder analysis drawn by the project members shows that some of the high priority stakeholders are parents, who invest through school fees,  Muslim community, with a general interest, and teachers that work in the school, all of whom will bring in more money for resources and to spread awareness.  Communication was regularly maintained amongst the stakeholders through several posters and letters, Watsapp, as well social media posts. 
Criticisms to the theory is that as stakeholders are the sole focus of this management tool, it can become unethical as it can reduce the importance of shareholders and the duty that managers have towards them. (Stakeholder Map, 2019). 
A model that can assist the planning process is the McKinsey 7s Model, a tool that analyses an organisation using seven internal elements; strategy, systems, structure, shared values, skills and staff. (Jurevicius, 2013). All aspects are interlinked, and a change to one will affect the rest. It also shows how reliant one factor is to the other ones. This can help to clearly understand what the implications will be to any actions. (Kenton, 2019). Regarding the project, this tool is shown through the planning of the workshop, where a lot of considerations were made on how to create power point slides, researching benefits of certain activities and how they link to leadership skills, religious and safety elements that could impact activities. 
Execution 
The execution phase is normally the longest stage. (Study.com, 2019). The main task is implementing a variety of processes and conduct deliverables, evaluating processes according to specifications, and communicating with stakeholders and team building exercises. (Orange Scrum, 2019). 
The project members used a work-breakdown structure to help define tasks and targets that need to be achieved, organising them on several levels, portrayed through a diagram. (Cohen, 2018). The two types of structures are Top-Down and Bottoms-Up, which are methods for analysing securities, helping with budgeting, goal setting and forecasting. (Investopedia, 2019). The Top-Down approach is driven by the upper level executives within a business. The decisions are made by them and delivered to the lower levels. (Eby, 2018).  


Bottoms-Up approach is the option that the project members opted for, involving individuals from all departments collaborating and sharing knowledge. The process requires working on smaller tasks towards the deliverables. (Human Business, 2016). 
Five deliverables were identified. The one with most tasks associated with it was volunteering, including face painting, henna, arts and craft session, penalty shoot- out and several others. Considering the SWOT analysis, a tool that helps develop business strategies, consists of four aspects, strengths, weaknesses, opportunities and strength. (Parsons, 2018). The strength of these activities is that parents of the school want to have more involvement within the school, so this provided and opportunity for them, by bringing in food for the bake sales and helping with activities. 
Monitoring and evaluation
monitoring and control is the fourth aspect to the cycle, but a lot of the monitoring takes place during execution phase. This process ensures the project is running smoothly, on time and according to the set time frame. (Office Timeline, 2017). The progression of tasks will be regularly monitored through meetings with managers, who use the information to compare against their initial plans, all whilst ensuring performance is controlled. (BC Campus, 2019). 
The project members completed a risk analysis chart, helping highlight and review any risks and hazards, measuring factors in terms of how likely it is to occur, priority of importance and impact it would have on the project. Strategic plans are considered and actions to overcome them also identified. (Group Map, 2019). 

Completing the risk analysis, one of the identified risks that would have a high impact on the project and has a medium likelihood of happening is the cancellation of charity week events, due to lack of staff or poor weather conditions. The mitigating actions was rescheduling the event or changing outdoor activities to indoors. The other risks can be seen on the above chart. 
To ensure all activities and tasks were being carried out within the set guidelines, certain factors such as religious aspects also had to be considered. Tasks and activities were regularly monitored, and final critical measures were taken by the project manager. 
Soft skills are interpersonal skills such as communication. Hard skills are from training and certifications. (Doyle, A, 2019). During the project, the soft skills gained were effective communication techniques, such as using various platforms, and better time management, and gained hard skills were more confidence in presenting in front of new audience. 
The limitation to the risk analysis is that there is a lack of comprehensive data, and little time to evaluate or training, as it can affect the time scale towards deadline. (Bright Hub PM, 2019). 
Another implemented tool is the iron triangle, an interlinked, three-factor framework; time, cost and quality. A change in one factor will show an impact on the other two factors, so consideration must be taken and mitigating actions prepared for sudden changes. (Stakeholder Map, 2019). 
An example of a situation that shows the correlation of the iron triangle within the project, is when one of the group members was doing henna for the children at the school as part of volunteering. To help improve the quality of the designs, many templates were printed off which costed for the ink and paper. However, the range of options caused a delay in the children choosing which design they want resulting in long queues. 
Implementing PESTEL with the school, an analytical framework to monitor external factors within organisations, an aspect of the model is ‘social’ referring to factors such as population, age distribution, careers and education. Many Muslim schools across Wales and England are not complying with Ofsted, which is a legal requirement. (Guardian, 2008). However, recent reports have shown that the school is teaching in accordance to most of the regulations set by Ofsted, but there is room for improvement, which is needed to meet educational needs. But, this could also be a political or legal factor due to racial discrimination or Ofsted rules. (Estyn, 2018).

Evaluation 
Evaluation is the closing stage of the cycle, where everything is reviewed and reflected on. The findings will help towards effective decision-making and planning. Strengths and weaknesses are identified, allowing continuous improvement and learning using lessons learnt from experience and recommendations and inputting them into future projects. (UNDOC, 2019). 
The project members used the Gibbs’ reflective cycle to reflect on the experience and how well the project was managed. The cycle consists of five stages, which help to summarise and conclude the project, looking into all the different aspects. (Mind Tools, 2019). As there was many tasks needed to be completed, as identified through the Bottoms-Up approach, it was important to have a schedule to follow, and to plan effectively, a Gannt chart was created.  
A Gannt chart is a tool used to display all activities within a project against the time of when it should start and finish. (Gannt.com, 2019). Advantages of using this tool is that it provides easier task representation, timescales are clearly visible and helps plan and manage time better. (Analysis Tabs, 2019). 
As visible on the Gannt chart below, the tasks ranged from meetings with the schools, helping with charity events, creating workshops, designing leaflets and fundraising. Each aspect had a specific timescale that needed to be adhered to, and as the chart shows, all tasks were completed on time and within the set time frame. 



There are however some drawbacks to using this tool. It requires a lot of effort to create and manage, updating is time consuming and all tasks are not completely visible in one screen view. (Analysis Tabs, 2019). 
An alternative tool that can be used for this stage is a network diagram, a visual presentation of project schedules, to track and plan a project from start to finish. There are two types. The arrow diagram uses nodes for events, with arrows for activities, and the precedence diagram states the activities as they occur. (Bright Hub, 2019). 
All tools have limitations and drawbacks, and the disadvantages to using network diagrams is that it is time consuming to create, costs a lot of money to produce and can become quite complex. (Ask Will Online, 2018). 
As a group, reflecting on experience and completing tasks, the team found they worked well, collaborating positively. Communication was also high between the group and school, using different platforms to stay in touch. Each individual displayed their own skills and knowledge. Some issues faced was not being able to attend certain events due to short notice from the school, or because of travel time. 




Conclusion 

To conclude, the report has shown that quad charts helped highlight aspects of the project, using this as a guide to plan ahead.  (Chegg Study, 2019). Stakeholder analysis allowed group members to identify stakeholders and configure means of contact to keep them updated. (Product Plan, 2019). Using Bottoms-Up approach worked best for the tasks that were required for completion and helped organise events effectively. (Human Business, 2016). The risk analysis chart allowed project members to prioritise risks and mitigate action for sudden changes. (Group Map, 2019). A Gannt chart helped schedule the process, allowing time for planning and preparation, and gave visuals of how well the team were doing on time management. (Analysis Tabs, 2019). 
To develop themselves for next time, personal issues regarding travelling or personal commitments should be acknowledged with the organisation during the initiation phase to ensure sufficient notice is provided regarding special events and activities. During the workshop event, one activity was left un-done due to lack on time, so more consideration could be taken to ensure everything is done with a strict timetable. This was a weakness identified from SWOT. 
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