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Risk Analysis
A risk analysis lists the risks of the project or business and then looks at each risk more critically to analyse them. By analysing these risk factors, a risk level can be established. By doing this the business can decide which risks will have more of an impact on the project and what is the most likely to happen. If there is any way of preventing certain risks, what actions need to be taken. (A. K. Jallow, 2007)
Applying Risk Analysis on the BME Skills workshop
	Impact H/M/L
	Likelihood H/M/L
	Risk
	Warning Mechanism
	Mitigating Action

	High
	Low
	Group member
	Health
	Healthy lifestyle

	High
	Low
	Project Lead
	Health
	Healthy lifestyle

	High
	Medium
	Not enough people attending
	Bookings
	Proactive marketing, clear and precise information

	Medium
	Medium
	Weather
	Check the Forecast
	Beyond control

	Medium
	Low
	Limited room space
	Bookings
	Publicising to a limited number of seats available

	High
	Low
	Lack of engagement
	Distraction
	Useful/engaging agenda

	High
	Low
	Fire alarm
	Sound alarm
	Risk assessment / Buildings policies

	High
	Low
	Tech
	Projector
	· Practice before
· Have a plan B – Pen and Paper
· Backup of PPT




I will now talk about some of the risks that can happen, the impact it will have the likely hood of it happening the warning mechanism and mitigating action. Risk of group member not attending the workshop impact is high and the likelihood is low could be due to health issues action that can be taken to prevent this is a healthy lifestyle. If the project lead is missing due to health is low likely hood but high impact can also be prevented with a healthy lifestyle. The risk of not enough people attending the workshop is high and the likelihood is medium to high, the warning mechanism is low or no bookings and the actions to prevent this from happening is proactive marketing and clear precise information should be given. The likelihood of lack of engagement is low but the impact will be high, reasons could be distraction so the action to be taken is to make sure there is useful information and make it fun for the attendees of the workshop. The risk of the fire alarm going off is likely to be low, but the impact would be high, the sound alarm will be the warning and prevention will be risk assessment and building policies. 





Evaluation
definition
to judge the quality, importance, amount, or value of someone or something (Dictionary.cambridge.org, 2019).

What was our objective?
The aim was to plan and deliver a 3-hour workshop on demystifying marketing. The tasks were the advantages and disadvantages of free or low-cost advertising, making posters and leaflets for the workshop, examples of organisations, who were successful in advertising and marketing.  The tasks were divided amongst four team members. 
What we did well?
[bookmark: _GoBack]We communicated well with team members and Project Leader. The tasks were discussed by email, WhatsApp and face-to-face meetings with the other members. The deadlines for tasks to be completed were on schedule because the tasks were shared equally into manageable workloads between the group. Each team member came up with ideas through which we could be successful. 
What went wrong? 
Due to low bookings, the project was a failure, therefore, it had to be cancelled. When we found out, there were mixed reactions amongst the team members: some were upset that the hard work had gone to waste, while others were relieved as they would not have to deliver a presentation in front of an unfamiliar audience. 

Did we achieve our goal?
Our team worked hard and gained new experiences. The tasks of researching and gathering information, making slides for the workshop presentation PowerPoint, templates for activities and feedback forms were completed. We delivered a practice run in the presence of two members of SCVS, who gave positive feedback.
Feedback
Positive feedback from attendees of the practice run of the presentation. One of the attendees said that it was useful and insightful. The structure of the course flowed really well, but we could have used less words on the slides. The other attendee said the presentation was informative, interesting and useful. Also, it was friendly and engaging. The chance to participate and questions asked were really useful. The attendee said they got new ideas for publicising their own project and got ideas and template to re-do the poster/flyers. 
Conclusion 
What we learnt from the project? 
We gained valuable knowledge about marketing and advertising for example most organisations use social media such as Twitter, Facebook and LinkedIn for best results because they are updated constantly, always available and it does not cost any money for them. 
What will we do differently next time?
From the feedback we found that we should spend more time practising for the presentation as this makes us look more confident and engaging, as well as use less text in the slides. 
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