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[bookmark: _Toc233829324]Executive Summary
The purpose of this report is to examine a group project completed for the Managing Projects in Organisations module. The project involved organising a university charity event based on traditional Romanian desserts and collecting voluntary donations for EYST Swansea. The report covers the main stages of the project lifecycle and reflects on my role as project coordinator.
The report discusses the project management tools and techniques used during the project, including the Gantt Chart, Work Breakdown Structure (WBS) and communication methods. It also considers the main stakeholders involved in the event and how communication supported the planning and delivery of the project.
The project was successful because the event was completed on time, Romanian culture was promoted and donations were collected for charity. However, the project also showed some weaknesses, especially in relation to time pressure, communication and the need for earlier planning. The final section provides recommendations for improving similar projects in the future.
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[bookmark: _Toc233829325]1. Introduction
[bookmark: _Toc233829326]1.1 Project Overview
The project was a university charity event organised by a team of five students, including myself as the Project Coordinator. Its purpose was to promote traditional Romanian desserts while collecting voluntary donations for EYST Swansea. The event combined cultural awareness with community support and gave the team the opportunity to apply project management ideas in a real setting.
As part of the project, the team had to organise permissions, prepare promotional materials, arrange decorations, manage food-related information and deliver the event on the day. As project coordinator, my role was to oversee the progress of the project, allocate tasks to team members and make sure that the main activities were completed on time.
[bookmark: _Toc233829327]1.2 Aim
The main aim of the project was to organise a successful charity event at the University of Wales Trinity Saint David that would promote traditional Romanian desserts and raise donations for EYST Swansea.
[bookmark: _Toc233829328]1.3 Objectives
The project had several main objectives. These were to promote Romanian culture through traditional desserts, raise donations for EYST Swansea and deliver the event successfully on 15 June. Another objective was to make sure the team worked well together by dividing tasks clearly and completing them on time.

[bookmark: _Toc233829329]2. Findings: Project Lifecycle
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Figure 1: Project Lifecycle
Source: Brown (2019).

[bookmark: _Toc233829330]2.1 Initiation
The project started with the idea of organising a charity event that would promote traditional Romanian desserts and raise voluntary donations for EYST Swansea. At this stage, the team agreed the main purpose of the event and identified the key people involved, such as the University, EYST Swansea, the project team and the visitors. It also helped define the project scope and identify the resources required before planning began.
As project coordinator, I helped make sure that everyone understood what the event was trying to achieve. One of the first priorities was getting approval from the University and making sure that the event could be held on campus. Without this, the project could not move forward.
[bookmark: _Toc233829331]2.2 Planning
The planning stage was one of the most important parts of the project because this was when the team organised the work that needed to be done before the event. Tasks were shared between team members depending on their responsibilities. These included ordering the cakes, preparing decorations, organising aprons, producing flyers and completing the necessary forms. Planning is an important part of project management because it helps teams organise tasks, use resources properly and prepare for the next stages of the project (Heagney, 2016).
As project coordinator, I was responsible for checking that tasks were progressing on time and that everyone understood what they needed to do. The team also had to think about practical issues such as food labels, allergens and preparing the stand for the event. Because the project had a fixed deadline, the planning needed to be clear and realistic.
[bookmark: _Toc233829332]2.3 Execution
The execution stage was when the team carried out the plan and delivered the event. We prepared the stand, displayed the Romanian desserts, spoke with visitors and collected voluntary donations for EYST Swansea. This stage depended a lot on teamwork because each person had their own task, but we also needed to support each other when small problems came up.
I think the execution stage went well because the event took place as planned and the team managed to complete the activities prepared earlier. Visitors responded positively, and the event achieved its main purpose of combining cultural promotion with support for charity.
[bookmark: _Toc233829333]2.4 Monitoring and Controlling
Monitoring and controlling continued throughout the project. The team needed to check regularly whether tasks were being completed on time and whether any changes were needed. Monitoring is important because it helps teams identify problems early and make changes if needed (Clegg, Skyttermoen and Vaagaasar, 2020).
In our project, communication was especially important during this stage. We used WhatsApp to share updates, remind each other about deadlines and deal with issues quickly. One difficulty was the possibility that some items might arrive late, which created pressure during the planning stage. However, regular communication and checking progress helped us avoid delays and keep the project on track.
[bookmark: _Toc233829334]2.5 Closing
The closing stage came after the event had finished. At this point, the team could look back at what had been achieved and decide whether the main aims and objectives had been met. The project was successful because it promoted Romanian culture, took place on time and raised donations for EYST Swansea.
For me, this stage was also useful because it gave me time to reflect on my role as project coordinator. I realised that planning, communication and checking progress regularly were all important in helping the team complete the project successfully. At the same time, the experience showed that starting earlier and using more structured communication could improve similar projects in the future.

[bookmark: _Toc233829335]3. Critical Discussion of Project Management Tools and Techniques
[bookmark: _Toc233829336]3.1 Work Breakdown Structure (WBS)
A Work Breakdown Structure is a planning tool that divides a project into smaller and more manageable tasks. It helps project teams organise their work and allocate responsibilities more clearly (Sukmono, 2023). In our project, I created the WBS during the planning stage to divide the work between the five team members. Each person was given specific responsibilities, including obtaining university approval, ordering the Romanian cakes, preparing the decorations and distributing the promotional flyers.
From my experience, the WBS helped the team stay organised because everyone understood their role from the beginning. It also made it easier for me, as the Project Coordinator, to monitor progress and check that all important tasks were completed before the event. However, the WBS did not show deadlines or the order of activities. For this reason, it was more effective when it was used together with the Gantt Chart. Overall, I think the WBS was useful because it helped the team stay organised and complete the work more efficiently.
[bookmark: _Toc233829337]3.2 Gantt Chart
A Gantt Chart helps project teams organise tasks and keep track of deadlines (Miller, 2026). For our project, I prepared a four-week Gantt Chart which included planning, university approval, risk assessment, ordering the cakes, distributing flyers and preparing for the charity event.
The Gantt Chart helped the team stay on schedule because everyone knew when their tasks needed to be completed. As the Project Coordinator, I could also identify any delays and follow up with team members when necessary. However, I noticed that the schedule needed to be updated when one team member replied late to project messages. This showed that a Gantt Chart is useful for planning, but it depends on good communication and regular updates. I think it was one of the most useful tools because it helped us finish the project on time.
[bookmark: _Toc233829338]3.3 Communication Plan
Good communication helps project teams work together and keep everyone informed (Tampio, Haapasalo and Ali, 2022).
During our project, we used different communication methods depending on the stakeholder. Formal emails were used to communicate with the University and EYST Swansea, while the project team mainly used a WhatsApp group and face-to-face meetings. This worked well because formal communication was suitable for external stakeholders, while WhatsApp allowed the team to share updates quickly.
Although our communication was effective most of the time, there were a few challenges. One team member sometimes responded late, which slowed down a small part of the planning process. I solved this by contacting the team member directly and reminding everyone about deadlines. I realised that good communication only works if everyone responds on time and shares information with the rest of the team.

[bookmark: _Toc233829339]4. Critical Discussion of How the Tools Were Used in the Project
[bookmark: _Toc233829340]4.1 Work Breakdown Structure (WBS)
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Figure 2: WBS
Source: (Self-Created)

As the Project Coordinator, I created the WBS to divide the project into smaller tasks and share the work between the five members of the team. Each team member had their own responsibilities, such as getting approval from the University, ordering the Romanian desserts, preparing the decorations and promoting the event.
The WBS helped us stay organised because everyone knew what they had to do from the beginning. I found it easier to check our progress and make sure all the important tasks were completed before the event. One problem was that a few tasks changed during the planning stage, so I had to update the WBS. This showed me that a WBS is useful, but it should be reviewed during the project instead of only being created at the beginning.
I think the WBS helped the team work more efficiently and made the planning stage much easier.
[bookmark: _Toc233829341]4.2 Gantt Chart

	  Activities
	     W1
	    W2
	      W3
	      W4

	Planning of project
	      
	
	
	

	Getting approval from University
	      
	
	
	

	Assessment of risks
	
	     
	
	

	Ordering of cakes and aprons
	
	
	       
	

	Designing banners and flyers
	
	
	       
	

	Distribution of flyers
	
	
	       
	

	Preparation of event 
	
	
	
	        

	Event of Charity
	
	
	
	        


Table 1: Gantt Chart
(Source: Self-Created)

The Gantt Chart included all the main activities, from planning the event to preparing for the charity day. It helped the team understand when each task needed to be completed and kept everyone focused on the project timetable.
During the project, I checked the Gantt Chart regularly to make sure we were following the plan. Most tasks were completed on time, but there were a few small delays because one team member did not always reply quickly. I had to remind the team about deadlines and make a few changes to the schedule. Although this was only a small problem, it showed me that a Gantt Chart only works well if the team keeps it up to date.
If I managed another project, I would review the schedule with the team every week instead of only when changes happened.
[bookmark: _Toc233829342]4.3 Communication Plan
Communication was very important throughout the project because we needed to work together and keep everyone updated. Our main communication method was a WhatsApp group where we shared information, asked questions and reminded each other about deadlines. We also had face-to-face meetings before the event to discuss ideas and solve any problems. For the University and EYST Swansea, we used formal emails because this was more suitable for external stakeholders.
I think this worked well because everyone could communicate quickly and ask for help if needed. Most of the time, the team responded quickly and tasks were completed without any major problems. However, there were a few occasions when replies were delayed, which slowed down some of the planning. This reminded me that good communication is important in every project and that everyone needs to take responsibility for keeping the team informed.
If I worked on another project, I would make sure that everyone agreed on response times before the project started.

[bookmark: _Toc233829343]5. Communication and Stakeholder Analysis
Before we started the project, we identified the main stakeholders because each of them had a different role in making the charity event successful. We used Mendelow's Matrix to help us decide which stakeholders needed the most attention and how we should communicate with them.

Mendelow’s Power-Interest Matrix
	Stakeholder 
	Power
	Interest
	Communication Strategy

	University
	High Power
	High Interest
	Formal Emails

	Eyst Swansea charity
	High Power
	High Interest
	Official Updates

	Customers
	Low Power
	High Interest
	Posters and flyers

	Team Members
	Moderate Power
	High Interest
	WhatsApp and Meetings


[bookmark: _Toc232718401]Table 2: Mendelow’s Power-Interest Matrix
(Source: Self-Created)

University was one of the most important stakeholders because we needed permission before organising the event on campus. We contacted the University by email and provided the information they requested before receiving approval. I think this worked well because we received clear guidance and were able to continue planning the event.
EYST Swansea was another key stakeholder because they were the charity we chose to support. We kept in touch with them by email before the event and shared the final amount raised after the fundraiser. Keeping them informed helped build a good relationship and made sure they knew how the project was progressing.
Our team members were also important stakeholders because we were responsible for planning and running the whole event. We also bought the Romanian desserts and some of the materials using our own money before the event, so it was important that everything was organised carefully. We mainly used a WhatsApp group to communicate because it was quick and easy to use. We also met face to face before the event to make sure everyone knew what they needed to do.
The students and staff who visited our stall were also important because their donations made it possible to raise money for EYST Swansea. We promoted the event using posters and flyers around the University and spoke to visitors during the event to explain why we were raising money.
I think carrying out a stakeholder analysis at the beginning helped us plan the project more effectively. We knew who needed regular updates and who only needed important information. One thing I would do differently next time is agree clear response times with the team before the project starts. I think this would help avoid some of the small delays we experienced during the planning stage.

 
[bookmark: _Toc233829344]6. Conclusion 
This project helped me understand how project management tools can be used in a real project. The WBS, Gantt Chart and communication plan helped the team organise the work and complete the charity event successfully. I also learned that good communication with the team and stakeholders is important because it helps prevent small problems during the project.
The event achieved its main aim of raising money for EYST Swansea while promoting Romanian culture at Swansea University. Working on this project also helped me develop my coordination, communication and teamwork skills.

[bookmark: _Toc233829345]7. Future Improvements
Although the project was successful, there are a few things I would do differently next time. One problem was that some replies in our WhatsApp group took longer than expected, which sometimes slowed down the planning. Regular team meetings could also help everyone stay up to date with their tasks.
Another improvement would be to check the WBS and Gantt Chart more often during the project. We updated them when changes happened but reviewing them every week would make it easier to keep the project on track. These are small changes, but I think they would make managing a similar project easier in the future.
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