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[bookmark: _Toc75304835]Introduction 
Project management is a discipline in a workplace that is followed in order to generate the most output and efficiency from a project (Murphy, 2007). It can be defined as the discipline where the project manager applies specific processes, principles, and techniques to plan, execute, and manage a certain project and achieve project aims and objectives. Overall, project management covers the planning, initiation, implementation, monitoring, and closing of a project (Murphy, 2007). 
In this report, I will act as a project manager and will be discussing the use of project management tools and techniques in conducting a project. The report will critically analyse different project management tools covered in the module to plan & implement a project, describe the organisation of the work, show how communication is done with the stakeholders, and risks are assessed. There will also be reflection section that will describe my experience as a project manager and include recommendations. The project is about creating marketing material for skills for workplace program. The marketing materials of the project will be promoted in our society and local community so that we can improve our employer’s brand. We also want to recruit four people for our next September intake. 
[bookmark: _Toc75304836]Critical Assessment of Project Management Tools and Techniques 
[bookmark: _Toc75304837]SMART Goal Setting
We have set SMART goals and objectives for the project. SMART is an acronym standing for Specific, Measurable, Achievable, Realistic, and Time (MacLeod, 2012). The SMART goals for the project are as follows: 
Specific
Our project’s aims and objectives are specific. It is to develop online sessions for the our employees to improve their skills in the workplace. The session will allow the employees to improve their skills workplace productivity. We also aim to develop marketing materials about our project that will promoted throughout social media such as Facebook and LinkedIn. The goal of marketing efforts is to increase our employer brands and attract the best minds for applying to work in our organisation. We will be recruiting four employees in our organisation in the next intake and we want these marketing materials to help generate more engagement with the potentials applicants. 
Measurable: 
The success of our project can be measured from the feedbacks from the participants. Having positive outcome from the respondents and improving their learning curve about workplace skills are the key performance indicators for our project. The success of the project can also be measured through their performance after the sessions. 
Achievable: 
Our project is achievable as we have all the necessary resources we need for the project. Through online video platform such as Zoom or Google Meet, it is possible to include all the employees altogether in one session. It will also be favourable for the facilitators as well who will be conducting the sessions representing our company. 
Realistic: 
The benchmark set for the project is realistic and achievable through proper planning and implementation. Similar types of projects have already been conducted by our organisation and many other. Most of the companies and business organisations are now focusing on improving the skills for their employees through online sessions during the pandemic. 
Time Bound: 
The duration for the project is 8 weeks or two months. The initiation and planning for the project will start from the first week of July. The other execution strategies will be conducted within two weeks of the project where our session on skills for workplace will be conducted. In the month of August, our social media team will promote the marketing materials of the skills for workplace training session and promote in two social media platform: Facebook, and LinkedIn. The last week of August will be spent on recruiting the four employees as planned. 
[bookmark: _Toc75304838]Project Planning and Implementation Tools
[bookmark: _Toc75304839]Project Life Cycle 
A project goes through different stages and areas from start to finish. A project life cycle refers to all the sequences and phases a project goes through from initiation to closure. It is an important management tool for a project manager as it sets a basic framework for managing the project. There are four steps to a project life cycle (Bennett, 2007). For simplicity, the project life cycle can be divided into three areas: Plan, Do, and Review. However, most project managers use a PLC with five steps or elements (Bennett, 2007). 
[image: Demystifying the 5 Phases of Project Management | Smartsheet]
During the project, I will be using this version of the project life cycle. The five stages of our project are as followed: 
Initiation/ Conception Phase: 
This project deals with the question ‘What are we going to do?’. The initiation phase gives us an idea on our activities and steps during the project (Bennett, 2007). In this project, we will be creating marketing materials for a program called Skills for Workplace. It is important for our employees to possess certain skills and qualifications for ensuring that they are able to maintain their productivity in the workplace. Our aim is to develop a session where the employees can be trained about different soft and technical skills that improve their workplace efficiency. 
Planning Phase: 
The planning phase is one of the most important phases where all the actions for the project are planned. To make the project a successful one, it is essential for teams to be allocated with certain tasks and activities (Bennett, 2007). As the goal is to develop marketing materials, a team will be allocated with the task to develop the materials with visuals and designs. After developing the materials, the main task will be to spread it to the local communities. Attending employees will be contacted via email. Also, social media platforms such as Facebook and LinkedIn will be used to communicate with the local audience. The goal of using social media is to promote our employer brand as an organisation. The sessions will be held online. There will be three more teams besides the design team: facilitator team will be developed who will be in charge on conducting and managing the sessions, a social media team who will post the materials online and spread awareness about the program, and a PR team that will communicate with interested persons online. 
Execution Phase: 
The execution phase is where all the planning comes to fruition (Bennett, 2007). As the project manager, my goal is to ensure that all the activities of the project are going according to plan. Also, it is also my responsibility to solve any sort of issues during the project, keep constant communication with everyone, and ensure benchmarks are met properly. The key focus on the execution stage is to maintain status, track the performances, KPIs, quality of the project, and forecasts (Bennett, 2007). The marketing materials developed during the project will be used in promoting our organisation in the next September intake. When the potential candidates will see that they can get training and be benefitted from joining our organisation, they will be more interested in applying for the job. 
Performance or Control: 
This phase of the project management comes during the execution stage (Bennett, 2007). The main task belongs to the project manager to control the performance of the project. As a project manager, I have to make sure that every stage of the project is meeting its KPIs and quality of benchmark. Every project comes with some difficulties and barriers. It is important to take necessary decisions to eradicate these difficulties so that the project runs smoothly. I have to showcase my leadership roles and responsibilities and help the teams to overcome their barriers in the operations.  
Closure of the Project: 
Our project will end when all the steps are done. The final task of the project lies in recruiting 4 new applicants in the interview and assessment process. After achieving all the aims and objectives of the projects, the project will come to a closure. After the closure, we will evaluate the performances of the project. 
[bookmark: _Toc75304840]Organisation of Work with Tools and Techniques 
[bookmark: _Toc75304841]QUAD Chart 
A Quad chart is a powerful project management tool that summarizes a whole project within four steps (Frost, 2012). It is a one page summary of the whole project used for both visual and descriptive projects. The quad chart includes four elements: project scoping, stakeholder analysis, desired outcome of the project, and success indicators (Frost, 2012). The desired outcomes are the critical success factors and the success indicators refer to the additional success factors (Frost, 2012). 
	Title: Creating Marketing Materials for Skills for Workplace Program 

	Purpose (Aims and Objectives of the Project)
1. Arrange training sessions about skills required for workplace. 
2. Create marketing materials including banners, posters, and social media contents for promoting in social media pages including Facebook and LinkedIn. 
3. Get facilitator team to run the session smoothly. 
4. Ensure the attendance of at least 50 employees in the session.  
	Stakeholder Analysis (Customers)

1. There are two main stakeholders for the project: First, employees for whom the program is being arranged for. Second stakeholder is our project team. We aim to hire 4 candidates for our workplace in the September intake. The employees are the main stakeholder who will be benefitted from the program. 

	Desired Results (Critical Success Factors)
1. Our desired result is first, prepare interactive and engaging marketing materials. We will prepare banners, posters, and social media contents for ease of communication with the employees and promote our workplace brand in some of the widely used social media pages.  
2. We want to engage at least 50 employees in our program and spread a wide awareness in the local community about our efforts for talent development.  
	Measures of Success (Benchmark/ Standard)
1. We will take feedbacks from our employee stakeholders. Positive feedback will imply that we have been able to conclude a successful project. It will refer that the project has been able to create awareness among the employees about the skills required for workplace and improve their workplace productivity overall. 
2. The feedbacks will also provide details and insights that will help us to arrange next sessions and programs for the employees so that they can turn into a better human asset for our organisation.  



[bookmark: _Toc75304842]Gantt Chart 
	Skills for Workplace 

	PROJECT NAME

	Task
ID
	Task Name
	Duration
	July 1st Week 
	July 2nd Week 
	July 3rd Week 
	July 4th Week 
	August 1st Week 
	August 2d Week 
	August 3rd Week
	August 4th Week 

	T01
	Project Initiation 
	1
	
	
	
	
	
	
	
	

	T02
	Project Planning 
	3
	
	
	
	
	
	
	
	

	T03
	Team Allocation 
	3
	
	
	
	
	
	
	
	

	T04
	Preparation for the Session 
	10
	
	
	
	
	
	
	
	

	T05
	Session by the Facilitators 
	4
	
	
	
	
	
	
	
	

	T06
	Creating Marketing Materials 
	3
	
	
	
	
	
	
	
	

	T07
	Approval 
	1
	
	
	
	
	
	
	
	

	T08
	Marketing Activities 
	21
	
	
	
	
	
	
	
	

	T09
	Recruitment 
	7
	
	
	
	
	
	
	
	



[bookmark: _Toc75304843]Communication of the Project Plan
[bookmark: _Toc75304844]Stakeholder Analysis 
Stakeholder analysis is an important tool to ensure the success of a project. As the project manager, I have to ensure that all the concerns of the project’s stakeholders are being fulfilled. Stakeholders refers to the people, groups, and parties who share an interest with the outcome of the project (Elias, 2002). Shareholders generally get benefitted from the successful outcome of a project. There are two types of stakeholders in our project: Primary Stakeholders, and Secondary Stakeholders (Elias, 2002). 
Primary stakeholders refer to the people who are ultimately affected in either positive and negative way. In our project, our existing employees are the primary stakeholder (Elias, 2002). They will engage in a session conducted by our facilitators on skills for workplace. 
Out project consists of many secondary stakeholders who have interest in successful outcome of the project but are not directly benefitted. The project team is a secondary stakeholder as we want to use this program as our marketing tools to enhance our employer brand. The local community and the audience who will be engaging with the marketing materials are our secondary stakeholders as well. 
	Priority 
	Stakeholder 
	Perspective of the Stakeholders 
	Action 

	H
	Employees 
	The employees want to develop their skills as it one of their needs as par Maslow’s Hierarchy of Needs so that they can perform better in their workplace. 
	The managerial team has decided to arrange a session on skills for workplace which primarily targets out employees. The session will be conducted by some of the industry experts. 

	H 
	Marketing Team 
	The marketing team has the aim to develop the branding of the company through marketing efforts. Skills for Workplace program can generate useful contents and materials for promoting the organisation to the local community. Besides creating a good employer brand value to the local community, the HR team will also be benefitted by attracting the best minds for the organisation. 
	As the project manager, I developed a separate marketing team for the project. The marketing team will prepare marketing materials on Skills for Workplace program and share the contents on social media platforms. Facebook and LinkedIn will be primarily used for our project. 

	L 
	Local community/ Audience 
	The people want businesses to fulfil their social responsibility and contribute in developing a skilled workforce for the society. 
	The program specifically focuses on enriching the employees with necessary skills. Gaining these skills will enhance their capabilities and turn them into better human assets. 

	M
	Potential Candidates 
	The candidates want to work for the companies who focuses on their employee’s development. 
	By arranging the program and conducting the marketing activities, we can increase our employer brand value and target the potential candidates in applying for our next September intake. 



[bookmark: _Toc75304845]Findings of the Project 
[bookmark: _Toc75304846]Iron Triangle 
The iron triangle, also known as project management triangle, refers to the three constraints in a project. The quality of a certain project depends how well these constraints are overcome (Pollack, 2018). The successful out come of a project is constrained by the budget, deadline (time), and scope (features) of the project. In order to achieve a successful outcome, a project manager can trade between the constraints. Each constraint is connected to the other two. Any changes in one of the factors have an impact over the other ones (Pollack, 2018). There needs to be a balance among the three constraints. 
[image: ]
Figure 1 Illustration of Iron Triangle
In our project, the funds are short. To balance the three factors, we have extended the timeline for the project from two weeks to four weeks. To finish the project within 2 weeks, we need to increase our personnel and team members. It will increase our costs overall. As our funds are short, we are expanding our timeline for the project so that we don’t need to increase our project team. 
However, we are looking for additional budget for our project. As we are developing marketing materials for our project, we are able to promote our workplace brand to the local community. If we are able to get additional budget for our project, we can increase the scope for the project. Right now, we are aiming to arrange session for 50 of our employees. With additional budget, we can increase the number of employees registering for the sessions. We can also add more activities in our training sessions to make the program an interactive one. 
[bookmark: _Toc75304847]Risk Assessment 
	Impact 
	Likelihood 
	Risk 
	Mitigating Action

	H
	L
	Not finding facilitators on the due time. 
	The PR team will keep constant communication with the facilitators prior to the event to note any sudden changes. 

	H
	M
	Low engagement of employees 
	The PR team of the project will keep a close communication with the employees who are interested to join the session. 

	H
	M
	Failure marketing efforts 
	The marketing team needs to design meaningful, precise designs for marketing materials. The materials should communication our brand as an employer. Facebook and LinkedIn will be primary choices of marketing medium. 



[bookmark: _Toc75304848]Reflection 
[bookmark: _Toc75304849]Reflection of Project Management 
It has been my first experience as a project manager. I have tried to utilise most of the project management tools and techniques covered during our module. I started the project with SMART goal setting tool to make our aims and objectives for the project specific. For planning and implementation phases, I have used the Project Life Cycle tool that describes five key phases of our project successfully. I was also successful in describing our project with relevant tools and communicate with the stakeholders. Furthermore, I have used models such as Iron Triangle and Risk Analysis for monitoring and evaluating the performances using the project. I think that every manager needs to focus on learning and implement these tools as it drives efficiency in a project. Overall, managing the project has improved my learning curve and helped me to understand how to use such project management tools. 
[bookmark: _Toc75304850]Recommendations 
There are certain areas through which I can improve my project management capabilities. The recommendations are as follows: 
1. Before setting the goals for project, I should consider all the needs, and requirements of the stakeholders. It will improve the in-depth analysis of our SMART goals and objectives as well. 
2. A separate team can be created who will be responding to quick changes and risks. 
3. As the project manager, I should also improve my leadership skills. I can improve my empathy, people skills, and other relevant soft skills for the project. 
4. Monitoring and tracking the progress regularly is crucial for our project to succeed. 
[bookmark: _Toc75304851]Conclusion 
In this report, we have demonstrated the use of project management tools and techniques in developing a project plan. We have different types of project management tools and critically analysed them. We have used PLC (Project Life Cycle) where we have discussed about different stages of our project. There are five stages in our project in order to make the program a successful one. We have used SMART model to define the validity of our project goals and objectives. Iron Triangle has been used to study the constraints of our project. Furthermore, we have used a QUAD chart to summarize our project that is followed by a stakeholder and risk assessment analysis. Finally, we have used the Gantt Chart to mark the timeline for our project. 
[bookmark: _Toc75304852]
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