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Executive Summary
The purpose of this report is to plan a project of Christmas Party event, at Trinity Playcentre.  The usefulness of project management tools and techniques will be critically assessed in this report.  In this report the plan for implementation of a Christmas party project will be done.  This report will also critically evaluate the project manager’s ability to manage a team by doing a SWOT analysis.  This report will be concluded by summary of the key findings and recommendations to do the project better.
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Introduction
This report is about project management.   Project management is the process of applying skills, knowledge, techniques, and the tools to organise, describe and monitor the work of the project to achieve the goals of the project (Heldman, 2011).  The project chosen is a Christmas Party event in a pre-school nursery.  A project is a sequence of tasks that have a certain objective to be completed within certain specifications, have funding limits, have start and end dates and consume human and non-human resources e.g., people, money, and equipment (Kerzner, 2009). This report will talk about the company background of the organisation chosen.  I was motivated to this project because I have worked in Trinity Playcentre for one-and-a-half years, and I have helped the team in organising a Christmas party.  Therefore, I have ample knowledge in organising the Christmas party event at the pre-school nursery.   The main beneficiaries are the children, their parents, and the company itself. 
 The purpose of this report is to critically analyse and evaluate the project management tools and methodologies such as the Agile and Prince2 Agile methodologies, Stakeholder matrix, Gantt chart, CPM, PERT, project communication management, Cost benefit analysis, project selection and approval, risk assessment report and monitoring and controlling the project.  Some of these project management tools will be implemented in this report of the project of a Christmas party.  This report will also talk about the Covid-19 safety measures undertaken of hosting the Christmas Party.  SWOT analysis will be used to analyse and evaluate the project manager.  The report will conclude with recommendations of how the project can be improved further and the key findings.
Company Background
The organisation is a pre-school nursery called Trinity Playcentre, located in Dagenham Essex.  The nursery caters for children between 2-5 years old.  There are about twenty children between the ages of 2-3 years and twenty-five children between the ages of 3-5 years old.  It is a small pre-school nursery which is looking to expand in future.  The staff includes an Owner, manager, deputy manager, four full-time Nursery Practitioners, four part-time nursery practitioners and one part-time lunch-assistant.  The pre-school nursery opened in July 2015 (Ofsted).  It is a private owned nursery with one sole owner, who is also the managing director of the nursery.
Agile
Project methodologies provide the success and efficiency in managing and handling the projects (Moslehpour, 2019).
Agile software development method has become popular over the years, as it helps organizations to develop software projects faster and it helps in lowering the costs, leads to better productivity, quality and higher business satisfaction (Mishra, 2019). The strength of agile methodologies is that it is based on people, their creativity, which means that solving emergent issues and problems will be done immediately without following rigid policy and procedures (Mohammad et al., 2013).  The main weakness in agile is difficulty in coordinating between teams for large projects for e.g., if two teams working in separate locations which are hundreds of kilometres apart, there will be lack of coordination as they are not in the same physical location (Mohammad et al., 2013).  There are various agile approaches and most famous being Scrum, Kanban, Lean and Extreme programming.
Prince2 Agile
Prince2 Agile was released by Axelos in June 2015 in order to bring together two of the great project management methods and to lend greater flexibility to projects (Niekerk, 2019).  The strength of Prince1 Agile are that it combines the flexibility and responsiveness of Agile (the cream) with clearly defined framework (the strawberry) of Prince2 (Niekerk, 2019).  The weaknesses of Prince2 are that it may not be a suitable methodology for all project management industries (Nierkerk, 2019).
Critical Analysis and evaluation of Methodologies	
For the Christmas party project Agile tools will be used.  The reason being that the project is not big, and these tools are easy to manage for this particular project.   Agile tool works, in this project as the team needs to communicate and collaborate, both externally and with internal stakeholders by holding Agile meetings (Babic, 2018).  This tool makes it easier to communicate internally and externally with stakeholders, so it reduces chances of misunderstanding.  For event preparation Agile is better as it more flexible and resolve matters if any problem arise. 
 On the other hand, Prince2 Agile will also be used for this project as well because by incorporating Agile into Prince2, flexibility is added.  The project will enjoy more possibilities where tailoring towards Agile’s delivery methods is concerned, ensuring that each project is treated on its own methods (Niekerk, 2019).  Prince2 Agile is the world’s most complete agile project management method and by utilising this tool project managers gain the best of both worlds (NILC, 2020)
Project management tools and techniques
Stakeholder Matrix
Stakeholder Matrix is an important tool for managing stakeholders and identifying opportunities to deploy their support for a particular goal (Brugha,2020).  Its strengths are that it considers the characteristics of stakeholders with regards to the issue of interest, whether it be around a project, policy or organizational objective and it can also be used to illustrate existing organizational relationships and help develop stakeholder alliances (Brugha, 202O).  Its weaknesses are that analysts bring to the analysis their own perspectives, values and understanding of the project which are important to developing new insights into the process and in implementing a project, analysts often are stakeholders themselves or are acting on behalf of a stakeholder (Brugha, 2020).
Gantt Chart
Gantt Charts are a way to graphically show progress of a project in time-scaled bar lines with no links shown between the activities (Mubarak, 2010).  The advantages of Gantt Charts are that it is easy to use, create and it enhances team productivity (Aldena, 2018).  The disadvantages are that it is not easy to see all the activities in a complex project and it is difficult to realign the activities from one WBS (Work Breakdown Structure level to another (Aldena, 2018).  
Critical Path Method (CPM)
CPM provides parameters of activities including earliest starting time, late starting time, earliest finish time, latest finish time, maximum available time, slack time and involves a critical path analysis in visual/chart/graphical form (Soe, 2018).  The strengths of CPM are that this method secures the entire team together and motivates the human resources in timely completion of the tasks in the projects, and this method also helps the project managers to determine the time period and estimate exact time and cost of the project (Critical Path method, 2021).  The weaknesses of CPM are it can be difficult to manage it is not well-defined and stable, it is time consuming, and this method cannot control and form the schedules of the persons involved in the project (Critical Path Method, 2021).
Program Evaluation and Review Technique (PERT)
A pert network involves nodes which represent the beginning and completion of one or more activities, while arrow shows the connectivity between the nodes (Ahmad, 2014).   The strength of Pert technique is it can be used for managing large products for e.g., construction projects and it is useful because of the length of all tasks are the positive random variables with the known probability distribution (Ahmad, 2014).  The weaknesses of Pert method are it is expensive, highly labour -intensive in nature and if the predictions and decisions are inaccurate, the overall project move to total loss (Project Management, 2017).
Project Communication Management
Project Communication Management involves timely and appropriate generation, collection, dissemination, storage, and disposition of project information (Muszynska, 2015).  The advantages are that it encourages more face-to-face interactions and forces people to concentrate on what they really need to communicate and oral communication via meetings helps bring important information, whether it is good or bad out in the open.  The disadvantages are that rarely does the receiver interpret a message exactly as the sender intended and geographical and location, cultural background, language barriers and different working hours affect the complexity of project communications.
Project Selection and Approval
Project selection is a process to assess each project idea and select the project with the highest priority and the selection of projects is based on feasibility and benefits e.g., economic, biodiversity, social and cultural (Project selection, n.d.).  The advantages are that the projects will be selected on basis of resource allocation, strategic planning, business area analysis and project planning.  The weaknesses are that it is difficult to measure cost and benefit of intangibles, there is time pressure, oversights, and failure to assess risk and uncertainty.  
Cost Benefit Analysis
Cost-benefit analysis is an economic decision- making approach used particularly in businesses and government. It involves the total expected cost of each option against the total expected benefits, to see whether the benefits exceed the costs, and by how much.  The strengths are that it identifies overall profit effects in net present terms.  It also accurately estimates all costs and benefits.  The weaknesses are that decision support system benefits are usually unclear, and it is unjust to apply cost-benefit analysis if benefit estimates are unreliable.
Project Scope
The processes require to make sure that the project includes all the work required, and only the work required to complete the project successfully.  The strengths are that the project is more likely to stay on budget, stay on time and keeps project focused.  The weaknesses are that requirements once considered part of reason for the project now cut and a potentially good idea could be skipped over as being “out of scope” (Write my Academy Essay, 2020).
Project Risk Management
Project risk management is the art of identifying, analysing and responding to risk all through the existence of a project and in the best interests of meeting project objectives.  The advantages of risk management are that it can help improve the success of the project by helping select good projects, determining realistic estimates and determining project scope.  The disadvantages are that Qualitive risk assessment is subjective and lacks consistency and spending too much assessing unlikely risks can divert money that could be used more profitably (Scott, 2017).
Monitoring and Controlling the Project
Monitoring is the recording, collection, and reporting of information.  Control uses monitored information to line up actual performance with plan.  The strengths are that by monitoring the numerous project tasks effectively, you make certain that your work and results of your collaborators, and team is successful and that the determined objects are reached.  The weaknesses are that as controls do not come into notice unless things go wrong, they can be perceived as overhead cost. (Hexagon, n.d.).
Critical Analysis and evaluation of tools and techniques
In this project Stakeholder matrix, project scope, Gantt chart, project communication management, Cost benefit analysis, project risk assessment and monitoring and controlling of project will be used.  CPM, PERT and project selection and approval will not be used.
  Stakeholder matrix will used in this project, in order to, gain support for this project from various stakeholders.  They will feel involved in this project and if help is required of them, they will be motivated to provide help.  Project scope will be used because the project manager can stay on track and make sure that all deadlines are being followed through the project lifecycle (Project, 2021).  It also helps the project to stay within the budget.  However, Critical path method will not be used in this project as it does not handle the scheduling of the resource allocation and CPM needs to be calculated accurately (GeeksforGeeks, n.d.).   CPM works best if you are tackling a project that you understand well and if you do not have the information to identify all the tasks a CPM diagram will be less useful (Sherman, 2019). 
 Project communication method will be used as in this project as you need face to face interactions which will help the team members to communicate more easily.  Daily meetings will help team members to communicate openly about if the tasks are going in a good way or bad way.  Cost benefit Analysis will be used because it gives us options and offers the best approach to achieve our goals while saving on investment (Landau, 2020).  It also determines if the project is feasible and justified by figuring out if its benefits outweigh costs (Landau, 2020).  Risk management will be used in this project because there are small children involved in the Christmas party and small children tend to put small items in their mouth which may result in choking.  The safety of children during the Christmas party is very important in Early years education.
Gantt Chart will be used in this project as it can help you measure the progress of project and you can see overlapping activities and task dependencies in this project (Kashyap, n.d.).  Due to Covid-19 pandemic, remote work is quite popular presently, a Gantt chart, being an effective solution for modern teams, makes it easier for the team members to stay on the same page while working together as remote teams (Kashyap, n.d.).   PERT will not be used in this project as it needs a lot of time to do it, therefore very time consuming.  It is also costly and labour-intensive in nature and if the predictions and decisions are not accurate, then the whole project is a failure.  Another limitation of PERT is that the more activities you have, the more complicated the diagram and above a certain level of complexity and all the lines you map out start to look incoherent rather than informative (Sherman, 2019).   Project Selection and Approval will not be used as it is difficult to measure cost and benefit of intangibles.  The time and budget are subject to error and technology changes rapidly, so good project ideas could be outdated (Project Selection & Approval, n.d.).  Monitoring and controlling of projects will be used because if you do not monitor and control your project, a lot of mistakes are bound to happen, and the cost of the project can go higher than the estimated budget.
Implementation of the Christmas Party project
The project is a Christmas Party in Trinity Playcentre and 15th December 2021 is the date of the Christmas Party. The first step is recruiting team for this project.
Recruitment of Team
Anita Ajmani is the project Manager, and she will be working with six other members.  The organizational chart of the team is as follows:
                                                                 Project Manager
                                                                   
                  Room Leader                                                                      Room Leader
                                                                   

Nursery Practitioner     Nursery Practitioner            Nursery Practitioner             Nursery Practitioner            


I would make sure that the team members have good communication skills, and they all are team players.  For recruitment of room leaders, I would make sure that they have good leadership skills so that they can delegate jobs to their nursery practitioners working in their respective groups.  The nursery practitioners should have good communication skills and be a team player. There are two room leaders in the pre-school nursery, one of the room leaders leads a group of children between the ages of 2-3 years old, whereas the other room leader leads children between 3-5 years old.  They both have other Nursery practitioners supporting them in their work.  
Stakeholder Matrix
Employees, owner, parents of nursery children, government, insurance department, service providers, investors and media.
Stakeholder Matrix diagram
High Importance/Low Influence                                          High importance/High Influence
	A
Service providers
Suppliers
Stakeholder/investors
	B
Employees
Parents
Owner
Government
Participants/children


	 C
Local community
	D
Insurance Department
Media



Low importance/Low Influence                                             Low Importance/High Influence
As seen from the diagram, group B is the most important and influential stakeholders.  The engagement level will be high.  The project manager will engage with the owner, employees, and Government department.  The project manager, the room leaders and nursery practitioners will engage with the participants/children.  The room leaders will engage with parents as they see them on a daily basis, during drop off and picking up of children.  Group A is of high importance but of low influence, therefore, the engagement level will be medium.  The project manager will communicate with stakeholders and investors.  The nursery practitioners will communicate with the suppliers and the room leaders will communicate with the service providers.  Group C is of low importance and low influence; therefore, the nursery practitioners will communicate with them.  Group D is of low importance but high influence, therefore, the project manager will communicate to media and the room leaders will communicate to Insurance Department.
Project scope
The scope of the Christmas party project includes design, planning, development, and execution of a party for the pre-school nursery children, their parents, and staff.   This party will host about 70 guests, and include a Christmas lunch, Christmas songs, sung by pre-school children, Christmas party games and dancing by children.  The venue will be at Trinity Playcentre itself as there are two large rooms in Talis lodge which can accommodate guests.  In one room, children will sing Christmas songs, play games and dance, and adjacent to that room is another room where lunch will be served.  This venue has access to running water, toilets, tables, and chairs.  Project will be completed when all the guests have left the venue and all the equipment and resources have been sorted out. The party will start at 11.00am and finish by 2.00pm on a Wednesday afternoon.  The cleaning of venue and packing of necessary resources will finish by 5.00pm on the same day.
Monitoring and Controlling the Project
Project will be monitored and controlled by holding meetings.  These meetings will help with group decision making.  The meetings will be relaxed for the team members and the project manager will chair the meeting.  The room leader will make notes of the meeting of the tasks and agendas discussed.  So that the project manager can see the notes later and monitor the various tasks.  These meetings will take place fortnightly.   
Reporting to stakeholders
The stakeholders will not receive the same information, the various stakeholders will receive different reports. This is done, in order to update the stakeholders about this project.
Financial report will be given to the owner and investor every month and upon completion of project.  
Budget report will be given to the owner.
Project report will be given to the owner.
Risk assessment report will be given to the owner and the team members.
Status report will be given to the owner and team members fortnightly.
Invites will be sent to the parents of the children informing them about the date of the Christmas party.
The project manager will control this project by process reviews, personnel assignments, and resource allocations. The main reason for this is to correct mistakes and the project should not go over budget.  
GANTT Chart
Christmas Party Project
	Tasks
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6

	Set Budget and secure venue
	
	
	
	
	
	

	Meeting with stakeholders
	
	
	
	
	
	

	Recruit Team

	
	
	
	
	
	

	Plan the Date

	
	
	
	
	
	

	Come up with list of Christmas songs and games
	
	
	
	
	
	

	Start rehearsing songs and games with children
	
	
	
	
	
	

	Create guest list

	
	
	
	
	
	

	Send invites

	
	
	
	
	
	

	Create a list of Christmas costumes, presents, giftbags, decorations, disposable plates
	
	
	
	
	
	

	Visit relevant shops to buy these items
	
	
	
	
	
	

	Create menu

	
	
	
	
	
	

	Create o list of food dish and drinks to be brought by staff and some parents
	
	
	
	
	
	

	Put up decorations and Christmas Tree in venue
	
	
	
	
	
	

	Set up chairs, tables and music equipment in venue
	
	
	
	
	
	

	Hold Christmas Party event and cleaning and packing of resources
	
	
	
	
	
	





The planning of the start date of this project is 4th November 2021 and will finish on 15th December 2021.  It will take 42 days to finish the project. The Christmas party will be held on 15th December 2021.  
Cost benefit Analysis
The estimate budget - £400
Christmas presents for children - £140
Party Bags for children - £10
Decorations - £40
Drinks - £20
Christmas costumes for children - £140
Paper plates, cups, cutlery, and paper napkins - £50
Food will be made by staff and some parents, therefore there will be no cost.
Total cost loan £400
As a result of throwing a Christmas party, some of the children’s parents were impressed and through their word of mouth, two more children joined the nursery.  Thereby, increasing the revenue of the pre-school nursery.  For one child it cost £171 per week to attend the nursery and for two children the cost will be £342 per week.  The net income per month is £1368.
Pay Back 
400/1368=0.29  
The loan will be paid back in 0.29 weeks.
Project Communication Management
The project of a Christmas party will be loosely structured as it is a small project.  The team members chosen for this project are rational extrovert as it is an event and the team members should trust each other’s opinions, keep each other in check and make logical decisions.  As it is a small project the communications management plan is part of a team contract.  Technology can facilitate the process of distributing and creating information when used properly.  Agile development frameworks which are the Kanban board and Scrum. 
 Agile Kanban board will used for communication as it helps to visualize the actual system in place.
	To Do List
	Work in Progress
	Work Done

	Establishing a budget

	
	

	Selecting a venue
	
	

	Selecting Christmas songs
	
	

	Selecting party games
	
	

	Selecting a menu
	
	

	Rehearsing songs
	
	

	Buying Christmas costumes
	
	

	Buying Christmas presents
	
	



The project manager and the team members can update this Kanban board on the tasks they have completed, and which task is still in progress.
 Prince2 Agile meetings
 Frequent meetings can be held at the end of each iteration, and each release in Price2 Agile. The output can be used for identifying risks and issues and recording lessons learned (Nader, 2017). 
 The project manager will work with all these stakeholders to effectively ensure that the development team is delivering value, which means a large amount of stakeholder management and communication (West, 2018).









Project Risk Management
It is essential to conduct a risk assessment for this project as small children are involved in the Christmas party.  The chart of risk assessment:
	Task/Activity
	What hazards are present or might be generated
	Who at Risk
	Potential injury
	Precautions in place

	Falling of chairs
	
	Children
	Minor
	Children fully briefed on how to sit safely on a chair

	Running in the venue
	Tripping
Collisions
Spillage
	Children
	Minor
	Children reminded about walking inside the venue.
Parents/carers encouraged to bring children to the party wearing sensible shoes.
Staff reminded to wear appropriate footwear.

	Tripping over objects
	Tripping over chairs
Tripping over other children
Objects left on the floor e.g., clothing
	Children
Staff


Parents
	Minor
	Ensure appropriate positioning of tables and chairs.
Children reminded frequently of the need to think of others.
Any potential hazards to be removed by adults.

	Slipping
	Split liquids
Paper
Wet shoes
	Children
Staff
Parents
	Serious
	Children encouraged to dry shoes before entering the venue.
Any potential hazards be removed by adults.
Children reminded frequently of the need to think of others.
Drinks to be transported in deep trays.
Drinks to be consumed in Christmas Lunch area.

	Climbing
	Chairs
Tables 
Windows
	Children
Staff 
Parents
	Minor
	Children reminded about not climbing on furniture.


	Decorations 
	Small hanging decoration
Christmas Tree
	Children
	Serious
	Small hanging decorations to be placed near the top of Christmas tree.
Christmas tree to be placed inside the pen so children cannot reach.

	Menu
	Food allergies
	Children 
Staff
Parents
	Serious
	Make sure all food is nut free.
Makes sure there are vegetarian items as well for vegetarians.


(Pinterest, 2015)

Covid -19 Precautions
Staff and parents need to wear face masks when they enter the venue, and they can take it off while eating Christmas lunch.  The temperature of staff and parents will be checked before entering the Christmas party venue.  If any staff member or parents have a high temperature of 37.8 or more, they will be asked to go home.  The staff and parents will be asked to take covid tests one day before the Christmas party and if they test negative, they will be allowed to attend the Christmas Party.  However, if some people test positive, they will be told to self-isolate at their homes. 
Sanitisers will be placed in both the rooms of the venue.  Staff, children, and parents will be politely asked to sanitise their hands in entrance of the venue.  Children will be regularly reminded to sanitise their hands by staff.  Christmas lunch will be provided in small groups, so as to maintain social distancing and when one group finishes Christmas lunch, they will leave the venue with their children and the other group will be asked to come and have their lunch.
SWOT Analysis of project Manager
	Strengths

Strong Leadership Skills
Good communication skills
Team-building skills
Good negotiation skills
Empathetic

	Weaknesses

Listening skills
Impatient

	Threats

Technical Skills

	Opportunities

Career growth
Professional growth




While doing this project of a Christmas party, I found that I was leading the team effectively.  I have good communication skills and was able to communicate effectively to my team members of the tasks they needed to do.  I have good team-building skills and therefore, I delegated jobs to my members according to the skills they have for e.g., three members of my team are good at singing songs and I made them in-charge of rehearsing the Christmas songs with children.  Two members of my team are good at buying products, therefore, I made them in-charge of buying Christmas costumes, Christmas presents for children and paper plates and cups for the Christmas party.   If any problems occurred between the team members for e.g., which food item to bring, I was able to negotiate by suggesting the food items.   I was also empathetic to my team members if they faced any problems. 
My weaknesses are that I lack listening skills and sometimes would not listen to the ideas of my team members.  I am also impatient and if the work is not done in time, I would warn them.  In order to improve my listening skills, I need to focus on listening to others, rather than do all the talking.  I also need to be patient and I can improve it being mindful of the things making me impatient.  I need to relax by taking deep breaths.  
My threat is the lack of computer skills and to improve my computer skills, I need to enrol on a computer courses, so I can improve my skills.  
My opportunities are career growth and professional growth.  As I have led and managed my team v well, there is an opportunity of career growth in my Pre-school nursery for e.g., becoming a Manager in my pre-school nursery.  My professional growth will be acquiring computer skills and listening skills, which will help me with my career growth as well.
Conclusion
 This report used Agile and Prince2 Agile methodologies in this project which benefitted the project greatly in conducting meetings and what tasks have been completed and still needs to be completed.  This report identified the project management tool and techniques used in the implementation of the project of Christmas party.  Stakeholder matrix, Gantt Chart, project communication management, cost benefit analysis, risk assessment report and monitoring and controlling of Project tools were used, which helped in planning and implementations of this project. These tools and techniques were better suited for this project.  On the other hand, the report also identified some project management tools which was not used in this project, such as PERT, CPM and project selection and approval method.   The reason being, that it was not deemed necessary to use these tools for this project.  The report also highlighted the Covid-19 precautions taken during the Christmas party.  Swot analysis was used to analyse and evaluate the project manager, which is me (author) in this report.  The main reason is to identify weaknesses of the project manager and how the project could have been done better.
The recommendations which will be made to improve this project of a Christmas party are that the project manager needs to listen more.  She needs to listen to the ideas of her team members so this project could run more smoothly and effectively.   She is also impatient and wants the tasks to be done faster and therefore can be rude to her team members which can affect the motivation of the team members.  She should use a diplomatic approach to talk with her members and support them more if they have any issues.  She could delegate jobs to those team members who have completed their tasks quicker to help and support their fellow team members.  The team members should openly communicate to each other and the project manager if there any problems in this project.  If there is any conflict between the team members, it should be resolved by the project manager immediately, by one- to-one meetings so that this project can finish on time. 
If all these recommendations are implemented the project will benefit greatly and all the tasks will be done in time.  The team members and the project manager will enjoy doing this project instead of seeing is as work to be completed.  It will benefit the team members, the project manager, the stakeholders, and the company itself.
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