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The purpose of this report is to discuss the different tools and techniques that work best for the project working with a BAME community organisation helping volunteers and clients work towards employability. Research shows that there are benefits and limitations to these tools and techniques in project management, but using these tools helped to make the process easier. Recommendations for this project are more time needed on a project of this scale with only a couple of weeks it had limited correspondence from the candidates. Future projects would benefit from face-to-face interaction or even via Teams. Researching the tools and techniques more because some were straightforward, and some were not. Make sure if there are any issues with opening documents this is communicated straight away so the problem can be resolved.
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[bookmark: _Toc75028189][bookmark: _Toc75198315]1.0 Introduction. 
A project is organised work towards a pre-defined goal or objective that requires resources and effort, a unique venture having a budget and schedule. A projects success can be measured in terms of how closely it comes to meeting the goals or objectives within the parameters of its budget and schedule. (Field and Keller,1998, p. 3). 
Project Management is a critical practice that applies knowledge of process, skills, tools, deliverables, and techniques to project activities to ensure a solid path to project success by meeting goals and requirements. (Hared, 2021). 
This report will be discussing working with a community organisation, helping volunteers and clients to work towards employability by supporting and advising in job search skills, CV writing and preparing for interviews. The Centre for African Entrepreneurship (CAE) is an organisation that aims to support and promote disadvantaged BAME communities. It provides practical and easily accessible training and cultural resources and opportunity structures that facilitate access to business opportunities for disadvantage people in the BAME and refugee communities. (The CAE, 2021). This report is based on looking at different tools and techniques such as project life cycle, Quad charts, Work Breakdown Structure, Gantt charts, and network diagram. Analysing risk management using SWOT, PESTLE, Stakeholder analysis and evaluating the outcomes including the benefits and limitations and the advantages and disadvantages of the tools. The research will identify which tools or techniques works best for the project.


[bookmark: _Toc75028190][bookmark: _Toc75198316]2.0 Main Findings.
[bookmark: _Toc75028191][bookmark: _Toc75198317]2.1 Phase 1 Project Life Cycle and Initiation.
The Project Life Cycle describes the stages a project goes through as it progresses from start to finish. A well-defined life cycle brings order and structure to the project. (Cohen, 2018).   
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                                                                                                                                  The project life cycle has five phases:                                                                       Initiating: bringing all the information together and the opportunity or reason for the project is identified and a project is developed. It is in this phase that a team is assembled.                                                                                                           Planning: is the critical phase creating a list of all the work needed to be performed and creating the work breakdown structure (WBS), Gantt chart, resource estimates and the project schedule for budgets, risks, and results. Identifying what communication is best between the stakeholders based on the deadlines and deliverables.                                                                                                            Executing: Following the plan and bringing in resources. The project manager leads the team towards delivery and this phase is critical for all involved to have a clear indication if the project will succeed or fail.                                                                                   Monitoring and controlling- regularly checking everything is on schedule and if not figuring out if it is meeting the budget, timeline and quality constraints. The team can determine any corrective measures and course of action if needed.                Closing- The final phase of the project is where the project manager delivers the product and has team meetings to make sure they complete all deliverables. Discussing what went well in the project and what did not and if it was a success. 
The benefits of using Project Life Cycle are by planning out the different stages the project manager can assign work more effectively to the team members. Monitoring the progress allows more support and better control of the project scope and also keeping clients updated through the different stages. (Indeed, 2021).                                  The limitations would be scheduling problems, loss of resources, interpersonal conflicts and can incur high costs for the organisation. Also, the project can look complicated and with deadlines may have a lack of creativity.                                
The initiation phase is identifying and forming the team roles. Using Belbin team roles to identify the behavioural attributes of the team and each role having equal importance. All the team resulted in Team Worker which will help the team to gel and work together to achieve the end goal. Two members resulted as Resource Investigators bringing ideas to the team. One member brought the role of Implementer being able to plan a workable strategy and carry it out efficiently. The last member resulted as a Complete Finisher. (Belbin, 2021).                                    The team had a recorded Teams meeting with the facilitator Colin Gill who conveyed information about the four candidates and relayed that whatever was needed for this project he would help.  
The Quad chart is a strategic planning tool, a one-page document divided into four quadrants. These serve to have four basic categories so that general statements can be made about each category. (Kiskis, 2020).                                                          
	           Title: Helping you find the right employment.

	                        Purpose. 

Aim: To assist 4 candidates to find employment.

Objectives:
Build confidence and empower candidates. 
Assist with upskills and c.v.’s. 
Assist with interview skills 
Search for approprite jobs

	                      Customers. 

The Team. 
Shehla Khan. (Lecturer).
CAE
The 4 candidates.
Wider community.Motivational. Supporting equal opportunities in the Swansea Community.




MMM

Employers.

	             





        Desired end Result. 

Candidates to have professional C.V.’s.
Help them to write a CV.
Give them interview tips.
Post relevant jobs to each candidate.
Identify each candidate specific employment needs (CV/ JOB)
Improve their mental well-being because of the current pandemic.Secondary benefits- Equal opportunities for the Swansea Community.

	            





             Measures of Success. 

For the 4 candidates to have successful c.v.’s.
To feel confident going to an interview.
Identify a specific job for each candidate.
To fill in a feedback questionnaire to show if the project was beneficial in gaining employment.





The statements for this project were Purpose, Customers, Desired End Result and Measures of Success. The purpose of the project is to assist four candidates find employment. The Objectives are building confidence and empowerment, assisting with upskills, CVs and interview skills. Search for appropriate job vacancies for each candidate’s specific employment needs. The Customers/Stakeholders are the Team, Shehla Khan (lecturer), CAE (organisation) the four candidates, the wider community, and the employers. The Desired End Result is for the candidates to have professional CVs and helping them with interview tips and writing a CV. Identifying each candidates employment needs and improving their mental well-being because of the pandemic. The Measures of Success are for the candidates to have successful CVs and feeling confident going to an interview. Finding them specific job vacancies and giving feedback on whether the project was beneficial to them. One of the disadvantages to the chart is a poor layout the chart can become confusing for the stakeholders if there is too much information on it. (Paradi, 2015).                                                                                              
[bookmark: _Toc75028192][bookmark: _Toc75198318]2.2 Phase 2 Planning and Stakeholders Analysis. 

The Planning is the critical phase this is where all the work needed for the project is created. The tools used are Work Breakdown Structure (WBS), Gantt Chart and Stakeholder Analysis. A stakeholder analysis is an effective three step process for identifying, prioritising, and understanding your stakeholders. (Mindtools, 2021).  
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The projects stakeholder analysis shows priority, perspective, and action. A low priority was Shehla Khan (lecturer) who was to monitor and give feedback on the project, so the action would be to communicate with regular updates. Another low priority was community providing equal opportunities to the Swansea community. The action would be helping people back into the workforce. Looking at a medium priority is CAE (facilitator) assisting members in finding employment. Action would be liaising regularly obtaining candidates information and current CVs. Moving on to the high priority this is the team who provides research into CVs, interview skills and recruitment processes. The action would be weekly meetings regular monitoring, feedback sessions and review project plans. Finally, the candidates are high priority, helping with CVs and job vacancies. Action would be weekly updates and engaging in surveys to draw out failure or success of the project. Categorising the audience starting with the Observers these would be Shehla (lecturer) and the community. The Supporters are CAE (facilitator) and the Drivers are the team and the candidates, and the project champion is Shehla Khan (lecturer). Categorising whether the audience are Internal or External the team and Shehla are Internal, and the CAE, candidates and community are External.                                                                                          This tool benefited the project by identifying the stakeholders and prioritising the perspectives, resulting in what action to take. The limitations were not all the stakeholders’ interests could be met at the same time and the negative response rates.
[bookmark: _Toc75028193][bookmark: _Toc75198319]2.3 Phase 3 Execution. 
The Work Breakdown Structure (WBS) is a deliverable-oriented hierarchical decomposition of the work to be executed by the project team to accomplish the project objectives and create the required deliverables. All the work contained in the WBS is to be identified, estimated, scheduled, and budgeted. (Visual-Design, 2021). 
The WBS breaks the project into manageable parts, the first step is the project scope this would be assisting four candidates finding employment. The next level down is the project phases which needs to be achieved, this would be CV writing help with job search and developing interview skills. Moving onto the deliverables, customising CVs to the individual candidates, email CV examples, recommend useful websites to develop the CVs, online searches for relevant job vacancies and email the candidates websites and techniques to improve interview skills. Then taking the deliverables and breaking them down into single tasks these would be registering with job websites for vacancy updates and gathering information on CAR and STAR for interview techniques. Then assign them to the team to get the project finished. Linking the different stages of the WBS to the Quad chart results show that the first level links to Purpose, the next two levels link to Desired end Result and the final level is Measures of Success.
The benefits of work breakdown structure are it boosts productivity assisting in identifying the skills which are needed to finish a project on time and determining the best people needed for completion. The structure has detailed steps which will allow the team members to give the right products and service to stakeholders, ensuring all members understand the relationships between deliverables and steps. It can boost transparency and accountability providing a good degree of details, making it easier for those managing the project and encouraging better and effective communication amongst the team.  One of the best benefits is that it can identify all risks and threats that are ahead of you and so reduces the chances of them. Team members who collaborate well in the assessment of work breakdown structure will increase motivation and performance.                                                                     The disadvantages of work breakdown structure are having a step-by-step approach which can sometimes lead to managers checking off all items as it is completed, leaving some team members unhappy about them taking over. Having plenty of tasks to do at one go: spending too much time on small tasks which managers have to keep a track of, ending with poor results. Deliverables or planned outcomes must never be closely blended with the other methods and actions. Also, difficult to find the most accurate level of details having to fit just one on the page this could lead to a creation of vague and useless tasks. (Reddy, 2021).
A Gantt chart is a bar chart that lists the activities down the side of a page then using a horizontal timescale draw a bar to represent the period over which it is to be performed. Each activity is an element in the WBS so a cross-reference can be made. (Field and Keller, 1998, p. 182).   
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The advantages are to list your tasks under specific headings, looking at it regularly to see how the project is progressing. It can structure your thought process and demonstrate that you know that resources allocated to the tasks are properly organised. It can also help you to set realistic time frames for particular tasks putting them in to perspective and ensuring that event that have nothing to do with the project do not consume resources and time. Making sure it is visible to everyone to remind them when certain things are going to happen and to manage the team effectively.                                                                                                                           The disadvantages of a Gantt chart are they can become extremely complex, there will be numerous tasks undertaken and resources employed to complete the project. The size of the bar does not indicate the amount of work and what level of resources are required to achieve those tasks. Constantly updating because as the project progresses things will change. Also, difficult to see on paper it needs to be viewed on a computer screen to see the tasks in different time frames.
A project Network Diagram is a visual representation of the workflow of a project. A chart with boxes noting tasks and responsibilities with arrows that map the schedule and sequence that the work must be completed. It is a way to follow the progress of each phase of the project life cycle to its completion. (Malsam, 2020).  
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The critical path analysis is highlighted in the diagram above this shows the sequence of activities in the project that take the longest time to complete.
The benefits are the diagram illustrates how activities interrelate with each other and estimates the total project time scale. It helps to plan, organise, and control especially after a certain point in the project it will show what has been accomplished and if the project is behind schedule. (Education Edge, 2020). 
However, the disadvantages of the Network Diagram are they can become very complex for large projects, time consuming and costly to produce and tasks could be missed out affecting the whole diagram, also difficult to understand visually.
 
[bookmark: _Toc75028195][bookmark: _Toc75198320]2.4 Phase 4 Closure.
[bookmark: _Toc75198321]2.4.1 Monitoring.                                 
The Monitoring and control phase keeps projects on track. The right controls can play a major part in completing projects on time. The data gathered also lets project managers make informed decisions. They can take advantage of opportunities, make changes, and avoid crisis management. (Project Management Qualification, 2019).               
One of the tools and techniques used is Risk Management which identifies possible risks and assesses their potential impact. These risks are analysed through the risk analysis grid showing the likelihood, impact, and mitigating actions of the project also whether these were internal or external. Two other analysis frameworks are PESTLE and SWOT.                                                                                                                          A PESTLE analysis is a framework to analyse the key factors Political, Economic, Sociological, Technological, Legal and Environmental that is influencing an organisation from the outside. It offers insight into external factors impacting the organisation and using results to guide strategic decision-making. (CIPD, 2020).        Looking at two risks of PESTLE:                                                                     Technological, because of the pandemic more people are using the internet to communicate through work.                                                                                   Economic, again due to the pandemic job opportunities are limited with many organisations being affected.  
A SWOT analysis is a compilation of your organisations Strengths, Weaknesses, Opportunities and Threats. The primary objective is to help develop awareness of all factors involved in a decision and planning process that helps overcome challenges. (Schooley, 2019).                                                                                                            Two of SWOT of the project:                                                                           Opportunities, this would be helping the candidates back into employment. Threats, lack of communication from candidates and the team throughout the project.
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The risk analysis grid shows high impacts for both Internal and External factors. The high internal are lack of communication within the team the actions needed to mitigate these are ensuring regular meetings, keeping each other informed and checking the Gantt chart is being completed and on track. Lack of understanding of the needs of the candidates, actions are to discuss and receive information from the facilitator about the candidates, then research recruitment and provide links to them. The high external factors are communication with the candidates action is chasing up emails and using Technological support available from PESTLE analysis. This could also be a Threat through SWOT analysis. Another high external factor is time restriction, action needed is keeping on top of deadlines and following the WBS. Finally the job availabilities this would link to Economic from PESTLE, due to pandemic job opportunities are limited. Action would besearch online for jobs available and provide various resources and links to follow up. This would link to Opportunites in SWOT analysis helping the candidates back into employment.
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The Iron triangle was proposed by Martin Barnes as an analytical tool to facilitate creating a shared understanding of the relative priorities of time, cost, and quality in achieving a successful outcome. (Wright and Lawlor-wright, 2018). 
Benefits would be knowing about the constraints will help to make more constructive decisions regarding the project. Allocating the resources more efficiently to satisfy the requirements of the customer. (Copper, 2017). 
However according to Simms, research shows that use of these measures discourages the adoption of benefits delivery measures. These include loss of focus, encourages short term thinking, ignores the projects’ true purpose, encourages inefficiencies, focuses on outputs not outcomes and wrongly emphasises constraint over opportunity. (Simms, 2015).
[bookmark: _Toc75028197][bookmark: _Toc75198323]2.4.2 Evaluation.  
Evaluating the project is to determine if the team met its goals and compare the progress with the scope everyone agreed on at the beginning. That will tell you how well the project has performed or if there is still work to do. (Harvard Business Review, 2016).                                                                                                       There are two different outcomes Hard and Soft, the hard outcomes are measurable solid and visible and the soft are processes, people experiences, and change in attitude. Looking at the Hard outcomes, only one of the candidates found the project beneficial. Summative: there was three candidates instead of four and limited acknowledgement to the emails and only one candidate responded to the questionnaire. Here are some of the questions: Do you feel the project helped you in any way? And has this project helped you to increase your confidence in finding a job? the results were 100% positive from the candidate. Good communication through the team and sending emails to the facilitator and candidates, also following the WBS and Gantt chart on plan/schedule. However, there was lack of communication received from the facilitator and the candidates by not replying to the emails. There was limited time schedule, incorrect information received and language barriers. Looking at the Soft outcomes, due to no interaction the behaviour changes cannot be monitored. Formative: Set up face to face meetings following the Covid health and safety guidelines or via Teams to speak personally to them. Need more time on the project because of time limitations. Illuminative: Using the WBS tool helped to break the project down into more manageable sections. Participative: With this knowledge the team felt empowered to be able to achieve the goals specified in the time frame.                                                                                
Evaluating the Quad Chart, the team delivered what was set out to do helping them write a professional CV and giving them interview tips to help with their confidence attending an interview, sent relevant job vacancies available to each candidate for their specific employment needs. The questionnaire results of one of them showed the project had helped with increasing their confidence in finding employment and all the information sent was beneficial to them, and hopefully, their mental well-being has improved by gaining confidence through the pandemic. This project was a success because of this, and as a team have gained the knowledge that by using these tools the process was a lot easier than first anticipated.                                                                                                                                                                                                                              

[bookmark: _Toc75028198][bookmark: _Toc75198324] 3.0 Conclusion.  

This report concludes that there are benefits and limitations to using these tools and techniques in project management. The project life cycle brought order and structure to the project where work can be assigned more effectively to the team members. The Gantt chart worked well for the timescale ensuring the project went to deadlines and the Work Breakdown Structure showed exactly what tasks needed to be achieved. After some disadvantages such as lack of communication from the facilitator and candidates there was a positive outcome with one candidate giving feedback through the questionnaire and that this project was beneficial to them.    The team worked well together especially once knowing what was needed to be done in each phase and even when one or two struggled the whole team would meet via Teams to resolve this. The project manager took charge and related to the team at every opportunity resulting in a successful outcome. The conclusion is this project was a success. My ability to manage a project are having good communication skills and being part of a team also organisational and adaptability skills but would need to further develop leadership skills and problem solving. For these skills needed I would carry on with my final year in university to achieve these skills.

 

[bookmark: _Toc75028199][bookmark: _Toc75198325]4.0 Recommendations.  

The recommendations are more time needed on a project of this scale with only a couple of weeks it had limited correspondence from the candidates. Future projects would benefit from face-to-face interaction or even via Teams. Research the tools and techniques more because some were straightforward, and some were not. Make sure if there are any issues with opening documents this is communicated straight away so the problem can be resolved.
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