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Blog 1: Project Introduction and Team Role
The project I worked on was called Little Kindness with a Big Heart, a charity bake sale held at the university. The project was sponsored by EYST. Its purpose was to raise money for the charity while increasing awareness of its work among students and staff. The project involved six team members who worked together to plan and deliver the event.
My role focused on communication and administration. I drafted emails to the university, helped obtain approval for the event, completed disclosure agreements, and contributed to risk assessments. These responsibilities required organisation and a lot of attention to detail. Another key skill that was necessary was communication skills.
Based on my contribution, I believe I demonstrated characteristics of Belbin’s (2010) Coordinator role. Coordinators help essentially help to clarify objectives, organise tasks, as well as ensure team members can work towards shared goals (Belbin, 2010). I feel I also showed some Implementer qualities by helping turn plans into practical actions, through careful planning. 
Although Belbin’s theory is useful for understanding team dynamics, it does have limitations. Team members often adapt to different situations and may perform multiple roles during a project. In our group, we saw that several members took on additional responsibilities when the workload began to increase. Therefore, Belbin’s framework can be seen as a guide rather than a fixed description of a member’s behaviour within a team (Belbin, 2010).








Blog 2: Project Initiation, Scope, Aims and Objectives
The initiation stage focused on defining the purpose and scope of the project. According to the Project Management Institute (2021), this stage is really important because it establishes project goals and ensures everyone can understand the intended outcomes.
The primary aim was to raise funds for EYST while promoting awareness of the charity for those who were not aware of its purpose. To achieve this, the team established several objectives. We focused on: 
· Securing university approval
· Meeting food safety requirements
· Promoting the event
· Organising volunteers for different tasks 
· Generating fundraising income


The project scope was limited to planning and delivering a university bake sale. We excluded larger fundraising activities and long-term campaigns to keep the project realistic and achievable for our team. Defining the scope helped the team remain focused and avoid unnecessary tasks.
The project can also be explained using the Iron Triangle of Time, Cost, and Quality (Kerzner, 2022). The event had to be organised within a limited budget and timeframe while maintaining high standards of food safety and presentation. Balancing these factors was essential to delivering a successful event.









Blog 3: Stakeholder Analysis and Communication
Stakeholders are individuals or groups who can influence or be affected by a project (Freeman, 2010). Identifying stakeholders helped our team understand expectations and develop effective communication strategies.
The most important stakeholder was EYST, as we identified the organisation as the project sponsor and recipient of the funds raised. The university was another key stakeholder because it had the authority to approve or potentially reject the event. Students and staff were also vital because they represented the main audience and the source of where our donations would come from.
A stakeholder power-interest grid could be used to categorise these groups. The university had high power and high interest because it controlled permissions and also compliance requirements. EYST also had high interest in the project’s success. We recognised as a team that students and staff had lower power but were still important because their participation affected fundraising outcomes.
Communication took place through three key areas. This included meetings, planning discussions, and email correspondence. My role involved communicating directly with university representatives on approvals and project requirements. Clear communication reduced any misunderstandings and helped ensure stakeholders remained informed.
Freeman (2010) highlights the importance of stakeholder engagement in achieving project success. This was reflected in our project, as supporting positive stakeholder relationships supported the smooth delivery of the event.








Blog 4: Planning Tools – WBS and Gantt Chart
Planning tools played an important role in organising the Little Kindness with a Big Heart project. Our team used a Work Breakdown Structure (WBS) and a Gantt chart to manage activities and monitor progress.
The WBS helped divide the project into smaller tasks, including obtaining approval, completing risk assessments, organising volunteers, promoting the event, preparing products, setting up the stall, and evaluating results. Breaking the project into manageable sections made it much easier to allocate responsibilities and ensure important tasks were completed.
The Gantt chart provided a timeline showing deadlines and project milestones. It helped our team understand task dependencies and monitor progress. For example, university approval and risk assessments had to be completed before any final event preparations could take place.
These tools improved organisation and communication, but challenges still took place. Volunteer availability changed at times, sometimes inconveniently as additional work was required to address food hygiene and allergen concerns. This meant that some activities needed to be adjusted during the project itself.
According to Meredith, Mantel and Shafer (2021), planning tools are most effective when used flexibly. Despite some challenges, the WBS and Gantt chart helped the team remain organised and contributed to the successful delivery of the bake sale.









Blog 5: Risk Management, Self-Evaluation and Development Plan
Risk management was important throughout the project. The team identified risks including food hygiene issues, allergen concerns, unpredictable demand, food waste, and limited volunteer availability. To reduce these risks, risk assessments were completed and food products were clearly labelled where appropriately placed. These measures helped improve safety and compliance (Project Management Institute, 2021).
Reflecting on my contribution, one of my strengths was communication. I was responsible for a few key elements. This included contacting the university, obtaining approvals, and contributing to project documentation, and also informing my team members of any updates. These tasks improved my confidence and communication skills.
However, I also identified areas for improvement. Although I completed my responsibilities effectively, I could have taken a more active leadership role in coordinating volunteers and monitoring progress. At times, a small number of volunteers carried a considerable proportion of the workload.
If the project were repeated, I would definitely introduce digital payment options alongside cash payments, use pre-packaged displays to improve hygiene, and expand the menu to include savoury and allergy-friendly products. These improvements could increase accessibility and fundraising potential.
As part of my development plan, I aim to improve my leadership, delegation, and project management skills. Kerzner (2022) argues that effective leadership is essential to project success. By taking on greater responsibility in future projects, I hope to become a more effective project team member.
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