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[bookmark: _Toc29083961]Executive Summary 
The purpose of this project report is to analyse and identify the overtaken process in order to complete the project assigned to me by the landlord, who is also one of the stakeholders. The aim of the report is to provide the relevant information about the description, statement, deliverables, and the schedule of the project. This report will also include the time scale, the budget and the stakeholder’s requirements. I will include a detailed vision and a step-by-step action plan. The aim of this report will be to inform the landlord and all the project members of the action plan, the timeline and the progress of the project. 
For any business it is in the best interest for a company to have a project managers, as working in a team full of people there is a change of unexpected problems arising there for it is very essential for managers to have the right tools in placement, this will help managers complete their difficult project with ease. 
I have successfully managed this project within the time limit and within the budget given to me by the landlord. I have had the right team members for the project every member of my team worked efficiently, and we managed to deal with the problems which arise. I have evaluated a risk assessment plan and a Gantts chart was used for the project. I have analysed my SWOT and will include a Personal Development Plan for any future project, this will be included in this report. The landlord was satisfied with the project and we have been given another property to manage. 

[bookmark: _Toc29083962]Introduction 
The renovation and lettings project have been assigned for me to manage by the landlord for a property in London. The landlord contacted our company to renovate and let out the property, he also instructed specific requirements and work to be carried out on the property. 
The property is located in Twickenham, the property is a 4-bedroom semi-detached house with a very generous size garden and garage, the property has its own driveway. The property is in a prime location and boosts with great schools, the property is situated within close proximity to the High Street with a wide range of shops and a few minutes walk from the train station. The current rent price of the property is £2,500 pcm. 
The benefits of having a property on one the best prime location and with the lowest rental market price on the road this makes our property one of the strongest on the market. We have managed to rent the property out to professional working tenants and within the time frame. 

The current market price for a similar 3-bedroom property to rent in Twickenham advertised on the website prime location is:

 “Semi-detached house to rent in Montrose Avenue, Whitton TW2 £2,600 pcm
Property features
· Three Double Bedrooms
· Single Bedroom
· Reception
· Reception/Diner
· Kitchen
· Conservatory
· W/C
· Study
· Bathroom
· Garden
Property description
Property Description

Semi Detached four-bedroom unfurnished house with off street parking for two cars. Perfect for a family. Bishop Perrin School less than 0.1-mile radius. Whitton Railway station 0.3-mile radius”.


[bookmark: _Toc29083963]Management operation 

For any management of a property you will need to hire a property manager. Managers are able to oversee and perform daily operations when the property is let. There needs to be a liaison between the landlord and the tenants. The role of a property manager is to ensure that both parties need to be satisfied with the ongoing operations of the property. The managers responsibilities are to ensure that the right team is hired for the completion of the task provided by the landlord and tenants to a satisfactory level. The Project manager is also in charge of monitoring the process of the project and look for any potential risks. The project manager will have to keep an eye on the budget and will be fully aware of any complications that might arise. The project manager will be in direct contact with all stakeholders and keep them informed with the outcome of the project on a regular basis. The team assigned for this project consists of cleaners, painter and decorators, plumbers and electricians. Every team member involved in the project should report directly to the project manager on a regular basis, this is to ensure the project manager is aware of any problems and risks that might arise.
Property management is about overseeing, controlling, managing operations and these four main things:
1. Maintaining Property’s Financials: 
2. Managing Tenants: 
3. Ensuring Property Integrity: 
4. Supervising General Operations

Hiring an operations manager in an organisation creates the highest level of efficiency possible within an organisation. The operation manager converts materials and labour into goods and services this allows organizations to maximize profits. Having the right Operation management teams will balance cost and revenues and generate the highest possible net profit (Essentials, 2019).
To be an effective operations management professional, it is important for you to understand the process which is required for the organisation. The coordination required for the role of a project manager to work together efficiently with its team members and have a good understanding of what is required with the process of property management. You must understand the needs of the stakeholders and deliver in the most cost-effective way. Operation managers should have knowledge in coordinating and developing new ideas, you should be versatile and innovative and be aware of the current trend. Operation mangers need to follow up with customers and stakeholders to ensure that their products meet highest quality and functionality needs and deliver customer expectations. Operations managers should take all feedbacks and deliver to the stakeholder (Essentials, 2019). 
[bookmark: _Toc29083964]Tools & techniques of project management.
According to (Söderlund and Maylor (2012) Winter et al (2006) Scientific development within a project management is considered a valuable tool. Tools and techniques applied in a project helps you to monitor and control a project successfully. Success of any project is measured in terms of quality, cost and time (Atkinson,1999). Project management tools and techniques help plan and control the project. based on research and interviews the most relevant are Product goal, this centres on the production & Internal Goal, this involved efficiency and adoption. If this is followed the project can quality, reliability and flexibility and success of and project (Highsmith, 2009). 

[bookmark: _Toc29083965]Scope Statement
Managing the scope of any project is very significant, scope management ensures the success of the project. In an organisation the project manager and his team need to focus on the scope of the project as this ensures a project completed. How the project manager operates and completes the project hold the vital importance. It is important to plan and manage the project from the initial planning stage as this will ensure you have a successful project. There are five major factors that ensure the success of the project and they are, project initiation, scope planning, scope definition, scope verification and scope change control (Khan, 2006).
In project management, scope is the set of boundaries that define the extent of a project. The scope describes what is to be delivered to the customer as a result of the project initiative. 
For this project the cost and the timeline was discussed with the landlord from the initial stage of the planning of the project. I started this project when the previous tenant gave their three months tenancy termination letter. This project consisted of an end of tenancy agreement, full renovation with the cleaning, painting and redecorating of the property. Full gas and electricity certificate have been done. The estimated cost of the project will be in range of £15,000. The price for the project will includes full renovation, materials and employees’ wages and any additional cost which might arise.
For me It was essential to understand the scope for all the people who were involved with the project this included the landlord and the project team, this gave me a better understanding what is involved on the inside and outside of a project. If something is not in scope, then the project has not been well planned. A project that falls within the boundary are considered in scope. When a project is considered in scope this will ensure a successful project completed (Careers, 2019).
When hiring the right tradesmen for the job I had to consider many factors in order to make sure I get the right people for the job. There for I had to check the following:
· The builders had the right experience, I checked their previous work which they completed
· Ask for references and check them out with the people they worked with
· I had to check they were available for my schedule time for the project
· Discuss the budget with them in order for me to meet my budget for the project
· Let them know of any unusual materials needed for 
· 
[bookmark: _Toc29083966]Budgeting the project 

When I started this project, my main objective was to keep everything within my budget limit. The landlord had a budget of £15,000 to cover all the work and expenses. I had to plan out how much was going to be need for the project. I presented the landlord with the following plan for the project.

	Tasks
	Cost

	Cost of Renovating and decorating 

	£6,000

	New Carpets
	£3,000

	Garden clean up £500.00

	£500

	Electric Certificate £50.00

	£50

	Gas board Certificate £150.00

	£150

	Estate agent fees £2,000

	£2,000

	Boiler Repair £1500

	£1500

	Additional costs to keep aside
	£1,800

	Total
	£15,000



[bookmark: _Toc29083967]Stakeholder
Stakeholders are individual or groups who have an interest in the project also anyone who is involved with the project. Most projects will have a many different stakeholders and each individual have a part in the success or failure of the project (Amp.Org.Uk, 2019). 
[bookmark: _Toc29083968]What is stakeholder management
Stakeholder management is very essential when you start a project. Project managers can create a fool proof plan and execute it to perfection, but you can still have stakeholders trip up on a project. Project managers should understand the importance of the following main parts (ProjectEngineer, 2019).

· Stakeholder Identification
· Stakeholder Analysis
· Stakeholder Control
[bookmark: _Toc29083969]Who are the Stakeholders of this project? 
From the onset of the project, I planned who the stakeholders are going to be, and this was planned out and given to the landlord. The landlord was aware who the stakeholders are and what their involvement in the project will be. At the beginning of the project there was some dispute with the neighbours, they complained with the noise that was involved with the renovation. This hindered the project and the work was delayed by 2 days. I managed to take control of the situation and spoke to the neighbours and the matter was dealt with promptly.

The stakeholders in this project are:
· Landlord
· Tenants
· Local council
· Neighbours
· Cleaners
· Painter and decorators
· Electricians
· Plumbers
· Bank 
· Government authorities
[image: ]

[bookmark: _Toc29083970]Stakeholder analysis

When you manage a project, all the people involved or affected by the project become stakeholders. Before I started the project I had to do a stakeholder analysis, I had to identify all the people and group them according to their level of involvement, influence and interest within the project. This also involved the people who are going to have a negative & positive effect with my project.  I was in constant contact with all my stakeholders throughout the project.
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[bookmark: _Toc29083971]Status
 I had to inform the stakeholder and the landlord with the current status of the project, which can be seen in the table below. 

	Task name
	Start Date
	Finish date
	Status

	Notice of end of 
tenancy agreement
	01/07/2019
	31/09/2019
	Done 

	Cleaning the 
property (Internal, 
External) 
	01/10/2019

	06/10/2019

	Done 

	Painting (Internal)
	07/10/2019 
	11/10/2019
	Done 


	Gas and electric installation 
	12/10/2019
	14/10//2019
	In process


	Gardening and planting 
	14/10/2019
	17/10/2019
	In process


	Final Inspection
	19/10/2019 

	22/10/2019

	In process




[bookmark: _Toc29083972]Gantt chart

The Gantt chart was devised in the 80’s by Karol Adamieski, a polish engineer. Karol Adamiecki ran a steel work in southern Poland and was interested in management ideas and techniques. Gants charts are used for tracking all project schedules. It helps a project manager to keep an progress on their task and know what resources are required for the task. A Gantt chart is commonly used most project management and is a very good tool to show activities and tasks manages against time (Gantt.com, 2019).

A Gantt chart helps you:
· Know various activities are
· Know when each activity begins and ends
· Know how long each activity is scheduled to last
· Know where activities overlap with other activities, and by how much
· Know the start and end date of the whole project
A Gantt chart helps you to identify each steps of the project and shows all the resources invested into the project. it ensures you have clarity on your activities and task which are carried out. Project managers often find it very difficult to manage their time efficiently, implementing a tool with your project  will be able to reach deadline and identify areas that need working on.

I have used a Gantt chart for my project and below is a the diagram of the chart that was used for my project.
[image: ]
[bookmark: _Toc29083973]Forecast
In order to clearly show the timescale and completion of the project I have made a Gantt’s chart, which shows the tasks which are already completed and the tasks that are still due. Considering the current stage of the project, potential risks can be established in both the gas and electricity installation and the final checks. In order for those to be prevented, risk identification and analysis will be applied throughout the process. Daily checks & communications were made between me and the team members this was ensure that all tasks were carried out efficiently and completed within the timeline.

[bookmark: _Toc29083974]PRINCE2

PRINCE2 was established in 1989 by CCTA, it is a process-based approach tool used widely in project management. This tool provides a tailored and scalable method of the management of most projects. This method helps you to define any project management process and allows you to put in key input and output together with the specific objects, this will help with the achievable activities to be carried with any project (PRINCE2, 2019). This particular tool will you to identify the risks that are associated with the project. PRINCE2 enables the project manager to be in control of the project (Ponnappa, 2014).
Key features of PRINCE2:
· Focus on business justification
· Defined organisation structure for the project management team
· Product-based planning approach
· Emphasis on dividing the project into manageable and controllable stages
· Flexibility that can be applied at a level appropriate to the project.

[bookmark: _Toc29083975]How Can PRINCE2 Benefit Project Management?
Using the method PRINCE2 in a project allow you to have a greater control od resources, you have a better ability to any risk in a project more effectively. This will benefit:
· Individuals seeking leading project management skills and greater employment prospects
· Project managers
· Directors/executives (senior responsible owners) of projects, and
· Organisations.
For an individual person managing a project, having a PRINCE2  certification will be a great asset to career as this will allow you to manage your project more effectively. A survey carried conducted by  AXELOS 2016, questioned individuals in project management and other roles, such as IT, senior management and operations. They reported that "regardless of function, candidates do find that PRINCE2 is valuable to their career" (PRINCE2, 2019)

[bookmark: _Toc29083976]What is project risk and analysis management?

Project risk analysis and management should be applied on all projects. Before you start any project whatever the industry or the environment you are working in, a risk assessment should be analysed on the budget and the time scale. There are always two aspects of risk, they are downside risk or threats, if this occurs during your project, your project objectives would have a positive effect. When dealing with risks in any project you should adopt a strong technical & innovative approach (APM, 2018).


[bookmark: _Toc29083977]What are the risk assessments?

Before I started the project, I had analysed all the risk assessments involved with this project. As a project manager I had to put the risk assessment involved with the project into practice. I conducted a safety check on electrical work with the electrician and gas board.  I made sure I hired experienced painters and decorators to carry out the work on the property, this was done by checking references with their previous work which they completed.
[bookmark: _Toc29083978]How was the risk assessment carried out? 

Identify hazards by making it clear who is responsible for the lease of the tenancy agreement.  This is important for issues such as gas & electrical safety, replacement of carpets and door. The following assessment was taken into action on a regular basis.
· In order to comply with fire safety, the property was fitted with fire doors.
· The property was checked thoroughly to access anything that might be hazardous. Communication was carried out with all the staff about their work, knowledge and experience and took on board their opinion on health and safety issues.
· Discussions we made with suppliers of maintenance work, this was to ensure that the work carried out by them did not pose any risk to the staff, contractors or residents.
· The managing agents and supervisors were told to record any risk implemented by any of the team member and report back to me.
· The assessment was reviewed at the end of the day and reported back to me.
· I made sure that all staff were aware of how handle situation arising issues with neighbours.
· Discussions were made regarding any health and safety issues. 

Risk management can start at the qualitive analysis stage therefore you will need respond with utmost urgency and find a solution as this will help you reduce the effect of the contingency plan. This will reduce in uncertainty in your cost and time line and performance of your project (APM, 2018).
The following risk management can benefit your project:
· implementing measures to avoid a risk, to reduce its effect or to reduce its probability of occurrence;
· you should establish a contingency plan as this will help you to deal with risks when it occurs
· You should initiate further investigations; this will help reduce uncertainty 
· considering risk transfer to insurers;
· considering risk allocation in contracts

[bookmark: _Toc29083979]Low risk high risk

Once my project had been approved, I had to move on to the planning stage, identify all the risks possibility with each of my team member. In order for me to avoid any potential risks communications through meeting and email were made between me and all the team members working on the project.  We discussed and identified the high and low risks of the project and had a contingency plan in place.

[bookmark: _Toc29083980]High Risk

· Health & safety check were made.
· We made sure the area was safe to work in for both the workers and the local residents, this helped us prevent from accidents happening.
· A constant update was made on the materials and goods for delivery this was to make sure that there was no delay on the project.
· Gas Board and electricians made their check and authorised certificates.
· All planning permission are done before we started the work on the property.

[bookmark: _Toc29083981]Low risks

· We made sure that the neighbours were aware of the renovation being carried out. I contacted the neighbours and informed them.
· All team members were informed to park their car at an available parking spot and not to block any neighbours’ driveway.
· I made sure the skip we hired was not blocking any pathway and obstructing any neighbours path.

[bookmark: _Toc29083982]SWOT Analysis

The SWOT analysis is an important part of the project planning process. SWOT is a strategic planning tool which is used to evaluate strengths, weaknesses, opportunities and threats to a project. A SWOT analysis helps you to identify the internal and external factors to achieving the objectives in your project, you are also able to identify favourable and unfavourable factors (ProjectSmart, 2019).  

A SWOT analysis had helped me to identify my strengths and weaknesses:

[bookmark: _Toc29083983]Strengths

· I am good at communication; I was able to give clear instructions to all my team members and stakeholders. I maintained clear communication strategies for all the tasks that were given, I took on feedback when required for a task.
· I have good listening skills, whenever any of my team members raised any issues, it was dealt with very promptly. 
· I built a very good rapport with the landlord and all the employees working on this project, this helped me to co-operate efficiently with all my subordinates.
· I am very good at negotiation. I did my research on the best possible price for the jobs that was needed, I then managed to negotiate and save money on my project.
· I work well under pressure; this had helped me to complete my project within the given timeline.
· I gained a lot of respect and trust from my team member and we all worked very well together.
· I am very dedicated towards any project I take on & my dedication showed through at the end of my project.

[bookmark: _Toc29083984]Weakness

· Sometimes I can get too dedicated towards my work, there have been many times where I have over worked on this project and this has made me neglect my own wellbeing.
· I can get very impatient sometimes, I need to stay calm and work better when under pressure. 
· I was constantly anxious and afraid about finishing this project on time and at times this increased my stress level.
· 
[bookmark: _Toc29083985]Opportunities

Finishing this project successfully has given me the confidence to take on board new projects which I am confident I can deliver.
[bookmark: _Toc29083986]Threats

Staying within my budget and timeline was a constant threat for me during this project. I had to constantly keep a record the expenditure of the materials required.
Competition in the market

[bookmark: _Toc29083987]Self-Development Plan

Based on my personal development plan and evaluation of my project, I have set myself a self-development plan for any future project I may take on. My plan for the future is:

[bookmark: _Toc29083988]Plan ahead
I should do my research properly, on my cost and budget and time line of the project. This will enable me to do my work more efficiently and reduce my stress level.
I should learn to adopt a more patient approach toward my work, this can be done by doing all my research thoroughly this is will ensure I am making the right decision and choice and will help me get a good value for my money.
[bookmark: _Toc29083989]Budget
The key to achieving this plan what your budget for the project is include a contingency of at least 10% of the total cost of the project. This will cover any unforeseen costs that might arise.
[bookmark: _Toc29083990]Timeline 
I must learn to manage my time keeping and take out time for myself.
[bookmark: _Toc29083991]Risk Management 
I will learn risk management techniques, so I am able to manage risks more efficiently. I am aware that if I fail to manage my risk properly then my project will incur loss. 
[bookmark: _Toc29083992]Keep my neighbours on side
Before I start on any project, I must always inform the neighbours and let them know what is happening and long the project will take. Failing to inform neighbours can lead to resentment and minor or major disputes.
[bookmark: _Toc29083993]Realise when something goes wrong 
Every project will be different, and every job will have its own challenges. I must keep a good relationship with all my team and trades as this will help me with getting advice and find a solution whenever a new issue arises. 
[bookmark: _Toc29083994]Call in the professionals

Whenever I may realise that an job is beyond my ability I should always seek professional help from someone who is more experienced in the field.

[bookmark: _Toc29083995]Conclusion
To conclude, through this project I have gained an understanding of the importance of project management and how the various different parts help to connect everything together and most importantly keep the project within a specified timeframe.  
Using the different tools used it shows a clearer picture of where I am in the project from start to end and makes it easier to manage any changes or problems along the way.  It is easier to keep to a budget once the finances have been allocated. Identifying who my stakeholders are at the start of the project and determining their levels of importance, helps determine who to keep informed on the relevant tasks. 
The Gantt chart was extremely helpful in monitoring the project throughout its progress, this helped me to keep a clearer overall picture of where I was and if anything needed more or less attention. Therefore, it was clearer to monitor if I was on target. I had a risk profile on high risk and low risk aspects of the project and at the end I was able to complete a SWOT analysis on myself which helped greatly to self-assess myself on where I need to make improvements and where I felt I excelled.
Overall this project has taught me the often-overlooked importance of proper project management and all the tools that are used to aid the project and how it can streamline tasks and help keep an overall picture of progress at any time.
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