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[bookmark: _Toc80905914]Executive summary

The goal of this report is to critically examine aspects of project management for the purpose of recruiting four possible applicants for the skills for the workplace course. There are 4 phases of project lifie cycle.  During each phase, the project will be divided into phases, and the project manager will use tools and techniques to review and evaluate the project. These tools and techniques will include the life cycle, quad chart, stakeholder analysis, work breakdown structure (WBS), Gantt chart, network diagram, risk analysis (including iron triangle), and project evaluation.
[bookmark: _Toc80905915]1.0 Introduction 
[bookmark: _Toc80905916]1.1Definition of project and project management Background of the project Tools and Techniques 
Project management is a discipline that involves the planning and execution of projects in a structured manner. Project management is concerned with achieving established objectives through the use of plans, schedules, and resources to carry out project operations within a specified timeframe.                                                                                                                       The goals and objectives of a project are set by the client or stakeholders, and a project manager uses project management approaches to develop a plan that establishes the resources, tasks, milestones, and deliverables necessary to meet the needs of all stakeholders. It is also necessary to take into consideration the triple constraint, which refers to the restrictions in terms of time, cost, and scope that are inherent in any project.(project manager) 
The project was design to create marketing material and recruit 4 people to start Skills of work Place course. To deliver this project Team had to fallow stick structure using specific tools and technic to deliver this project. Firstly, the team had to establish who is best for which task. To do so Belbin test was the man indicator to split the tasks according to personality type. To complete task we use tools 
· Project life cycle Initiation,  Monika 
· Quad Chart, Mihail 
· Stakeholders analyses, Vladimir
·  WBS, Gants, Network Diagram, Carley
·  Monitoring & Evaluation Natalia


[bookmark: _Toc80905917]2.0 Findings 
[bookmark: _Toc80905918]Initiation Phase
[bookmark: _Toc80905919]2.1 Project life cycle definition and Initiation phase breakdown
The project lifecycle requires a consistent method to project delivery. This provides individuals involved in the project to assess and detect how the project is developing, as well as whether there are any issues with project outcomes. It also precisely defines the actions and outcomes for each phase, as well as the duties allocated. This gives a standardised route plan for teams to follow. (P Naybour)
This part of the project allowed the team to start to plan how they want to execute this project to achieve the goal. Starting with Belbin test task was allocated. The team scheduled  weekly meetings after lecture where thy meet Project Coordinator Shehla. Team discussed the progress base on every week’s task.
Advantages 
· Setting up plan
· Weekly meetings
· Clear view of what needs to be done
· Belbin test checking if the team has the capacity to finish the project
Limitations
· Time management 
·  Team not always available in the same time due to persona circumstances 
· Covid pandemic and only online meetings 


[bookmark: _Toc80905920]2.2Quad chart definition
Quad Chart
A four-page chart is a visual and descriptive overview of a project. It is a tool which is very basic, yet highly effective, and is used for a variety of planning and communication reasons. It helps to organise an idea or concepts in handy parts to describe what you are doing before beginning. Generally, it is used to present a new project or to solve an issue. It helps to simplify ideas or suggestions. It is commonly used in project management. The quad chart provides a quick picture of a research over four quadrants. It covers Project Scoping, Stakeholders and Stakeholder Analysis, Expected Outcomes (Critical Success Factors), and Success Measures (Secondary Benefits).(cheeg.com)

Aim: 
· to promote and recruit potential candidates for Skills Program
 Objectives:
· Creating recruitment plan to attract more people to apply for Silks of work place Level 4 course.. 
· recruiting 4 people to program 
Stakeholders
· Us as project plan managers
· Graduated Students
· Potential students/local community/ people who trying to get better job perspectives.
· Skills of workplace coordinator/University 
Desired 
· Create a Good marketing plan by doing research with previous or current students on the program. To begin we had to create questionnaires to gather information from last year graduate Gather information from the feedback help us to provide accurate information to potential candidates. We asked last year graduate if they benefit from the course in the work place and if the course was satisfied for them and if thy will recommend it.  
· Produce Advertising materials and use it on social media based on the knowledge we garner, we put together flayer which we the send it out, we put impact in our advertising to attract working parents and people in the age 25+ who might think is to let to educate. 
· Recruit 4 people on to program selection process, 
Checking the language skills to make sure they can handle it, making sure that this course is the one to help them in the future.

Measures of success 
· Recruited 4 people, who will get on to the course. With the material and Knowledge abot the experience form last year we have successfully recruited 4 candidates to join the course.
· Gain feedback from students that can be used to create promotional material, The feedback we received had crucial impact on the way how we promoted the course 
· Gain feedback from potential students about the process and information provided. The feed back from the candidate we have received suggests that this is the course which they looking for.


The triangle in the middle present the motive why we choose this project form like this case the going though pandemic crisis with such high employment lost, course like that offers new perspective to get job or promotion. This part had big impact on team enjoyment in project as know that the work will provide better opportunities to community was highly motivated. 
Using this tool in this project our team was able to have clear view on what we are doing, how we need to start and what will be indicating that we have achieve the success
[image: ]
Advantages of the tool
· Visual picture of the task 
· Highlighted main points of the project
· Established the path of how to start the project what task needs to be done and how to measure the success if the project is completed
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[bookmark: _Toc80905922]3.1 Stakeholders analysis
Stakeholders by Winch are all people involve in the project they can be divided to 2 groups primary stakeholders and internal. Primary stakeholders those have the power of making decisions and coordinating the project. The other group does not make decision, of this project they important but cant coordinate.
According to Riahi all people who have interest in the project or are affected are the stakeholders. Is important to identify stakeholders and analysed their involvement in project. This procedure entails identifying the individuals, groups, or organisations who may have an impact on a decision, or who may be impacted by a project activity or its conclusion. It also examines and records information on stakeholder interests, participation, interdependencies, influence, and potential impact on the project's success. Stakeholders are identified using information from the project charter, procurement documents, business environment considerations, and organisational assets. Is very important to analyse all stakeholders involve. The stakeholder analysis gathers and summarises information on all of the individuals, groups of individuals, organisations, and institutions who are engaged in the upcoming project in some manner.

Natalia, Mihail, Vladimir Carley, and Monika are the project managers. This group of people is extremely essential to the project since they will determine how it will be carried out. Their primary responsibility is to:
- Create a project plan/schedule.
- Distribute the individual responsibilities.
- Producing promotional materials
- Hold weekly team meetings to discuss project progress and organise them. 

Skills Coordinator at UWTSD Primery stakeholder, wiii be assessing if or not the project was finished correctly.
- Arrange weekly team or individual meetings to discuss project progress and attend them.
- Developing a project plan
- Complete weekly assignments
Potential students, the local community, and individuals looking for a better career. Those individuals are critical to the project's success, as the primary goal is to develop an appealing marketing campaign to lure them to university. The project cannot be finished without them.

- Assisting with marketing materials
- Use social media to promote your business.
- In-person and online meetings
- Present the findings of the survey and explain the advantages.

Graduated students - This group of stakeholders will give critical information on the course and how it went in general. They get knowledge on how to enhance recruiting by using questionaries generated by project managers, and they help applicants with any questions they have.
- Creating a survey/questionnaire to fill out
- Collect comments from former pupils

The advantage of this Tool, analysing stakeholders gave better picture to the team of primary and secondary people involved. And also waw better view to how address tasks. 
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[bookmark: _Toc80905924]4.1WBS
According to Brett Harned work breakdown structure (WBS) divides a project into a hierarchy of deliverables and tasks. It's a disciplined manner of breaking down the project scope into manageable parts. Using a work breakdown structure allows  to look at the project from the top down and break it down into tasks and subtasks. It defines a detailed cost or time estimate and guides schedule development and control.
This tool has been very important to the project splitting the big task to smaller parts allowed the team to have clearer picture on the hole project. Splitting down the tasks of the recruiting project gave the team hierarchy of what task  need to be done first. 
Task: marketing strategy and develop and recruit for skills for workplace
The first breakdown allowed to see 2 aspects which needs to be done 
· Create marketing plan
· Creating advertising material
· Posters and uploading to social media 
· Research from current/ ex students
· Use the findings to inform new potential students highlighting benefits of course

· Recruiting potential students 
· Identify interested candidates
· Inform them benefits of the course 
· Inform them and prepare them for interview and recruitment process

· Inform Skills coordinator
· Arrange interviews and selection date

[image: ]
(created by team)





[bookmark: _Toc80905925]4.2 Gantt Chart
A Gantt Chart is a strong and widely used visual reporting tool. It is also a project management tool for communicating a project's timetable. Gantt Charts are simple to understand and easy to build, making them one of the most popular tools among project managers for all but the most complex projects. A work breakdown structure (WBS) is a hierarchical decomposition or breakdown of a project or main activity into consecutive levels, but a Gantt chart graphically depicts the work breakdown, total time required to complete the tasks, resources assigned, and project completion.(p. Kumar,2005)
As mention above this tool allocates WBS in time line which was very important to the project as putting finish date on each task helps with monitoring the progress of the project and motivated the team to work harder if they was falling behind the schedule. Like for example when collecting on time results from the survey to create suitable marketing plan, to attract potential recruits.
 [image: ]
(created by team)



[bookmark: _Toc80905926]4.3Network Diagram
A project network is a graph that depicts the tasks' actions, durations, and interdependencies inside the  project. In a project environment, a project network diagram chart illustrates the sequential and logical link between tasks. The accurate expression of the chronology of tasks and actions is essential for this visualisation.                                                                        
  A project network diagram is most commonly shown as a chart with a series of boxes and arrows. This network diagram tool is used to lay out the project's timetable and work sequence, as well as track its progress through each stage  from start to finish. A network diagram is effective in displaying the breadth of the project since it incorporates the big tasks that must occur throughout the course of the project's length.(Wrike)
This tool again helps the project team to illustrate the way how the project should come together. Gave the guidance form beginning to end how they should fallow the tasks to produce best marketing materials to recruit new student.
 [image: ]
(created by team)
1 day - applying the Belbin’s test to the team members to allocate the tasks based on their strong sides. Planning phase
2 days Creating questionnaires and sending them out 
3 days - creating marketing materials such as posters, leaflets, and flyers
4 days - Make research and gather information about the programme.
4 day – uploading the marketing materials into the social media and advertise.
5 days – identifying and communicating with potential applicants.
6 days – briefings with skills coordinator.
6 days – preparing the potential applicants for the interview stage and recruitment process


[bookmark: _Toc80905927]5.0Closure phase: Monitoring and evaluation
[bookmark: _Toc80905928]Monitoring
Strength 
 • The Belbin test assists in allocating the right personnel to the correct tasks. 
• Using tools such as a Gantt chart to stay on track with the time 
• Using techniques learned at university in real-world situations
• Free advertising is available through social media.
Weaknesses

• Communication issues resulting from the usage of technology
• Pandemic-related inability to meet in the same room
• A lack of financial resources to market the course more effectively.
Opportunities
• Ability of learning
• Provided workers with the opportunity to get better jobs, particularly in areas where there is a high rate of redundancy owing to covid

Threats
· A timeline
· Pandemic Covid
· shortage of applicants, many are unwilling to go back to school
· Issues with the internet during online meetings
· Inadequate marketing programme to attract four applicants
· The cost of education
[bookmark: _Toc80905929]Iron Triangles 
[image: Project Management Triangle: A Triple Constraints Overview | UK]
Using Iron triangle to analyse the risk of the project “Creating marketing materials to promote and recruit 4 people to Skills of work place course”. 
The crucial part will be the time and scope, the tool help the team to see that I if they not finishing on time advertising materials. They need to collect knowledge from questionnaires sanded on the beginning of the course. If not, they will not be able to send them out on time. Consequence of this will delay the recruitment process, and they may not be able to get on time with all registration process to star the courses in September.
[bookmark: _Toc80905930]Evaluation
Hard Outcomes
· Recruiting 4 people for skills of work place course
Soft outcomes
· Positive feedback from the recruits
· Feedback form graduated students
· Giving opportunity to local community 
· Impact on behaviour of Project managers, working together brought integrity positive impact on learning during this pandemic times.
In my personal perspective of evaluating my task, I must say that as Plant the perfect task was for me quad chart as planting my ideas was the first stem to overview the project in graphic format. And doing so help the team to see the big picture of the project. Strict timeline motivated to finish everything without letting my team down. 


[bookmark: _Toc80905931]6.0Conclusion
To conclude this project of Creating Marketing material for Skills for Workplace program, promote it in local community and recruit 4 new applicants to the interview and assessment process for September intake we can say was achieved successfully. The project managers use various tools end technique provided by the module, they spilite the job task according to their strength which was itself a strength of the project. Working as a team had positive impact on all the members, as everyone was supportive and motivated.

[bookmark: _Toc80905932]7.0Recommendation
· The project could be deliver more effectively and faster if all members were respecting the time table, 
· Team work is more effective when the team can meet in person to work on task, unfortunately it was not possible
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