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Project planning and management in workplace

Introduction 
This report is about the vitneer family that run an antique shop and are planning on relocate to sparkhill, they own a warehouse in spark hill which is very minimalistic and is currently used for storage which means that there is no internet, no electric, no gas etc. the vitneers enjoy the tv show the ‘salvage hunters’ and would like their own business to be similar to the salvage hunter’s business. This report will describe the tactic that is being done to develop the project of the vitneers family antique shop. In this report there will be a description of the vitneer family who this project is being done for, including who they are and what role they play in the organisation. Following on from this there will be a detailed explanation of the risks that are involved with the project, in addition to this a description of the tools and techniques that are being used for the vitneer family. Also, there will be a section showing how the vitneer family project will be communicated to the stakeholders, lastly, a personal reflection on my own ability of managing the project with future recommendation and self-development plan to improve own performance. 
The organisation that the project is being developed for is vitneers antique and it is a family business run by a family called the vitneers. One of the problems right away that could be a risk is the fact that they are family and they are probably more likely to argue over certain issues so that needs to be kept in mind. The vitneer family are a third generation family who are running the antique shop and recently they have had a buyer for their antique shop and so are planning on moving to sparkhill where they have a warehouse and currently at the moment it is just a plain warehouse and is being used for storage which means that there is no internet, no electric, no gas etc. on the vitneers antique shop team we first have Doreen who is the accountant for the antique shop, we then have Denis who drives the van for the antique shop and in addition to this he goes around the country looking for antiques. Suha is an employee who has worked for the antique shop for three years so has quite a lot of knowledge about the store and what they do and is very good with customers, Omar is the worker at the warehouse and is excellent at restoring any of the broken items that Denis finds while going around the country to find antiques to sell, and lastly we have Ernest who knows everything about the business and can be very useful for any questions that we have and need to know. 

As with any project there will definitely be risks, for the vitneer family project the risks are as follows, the main risk that needs to be considered for this project is the fact that this is a family run project with siblings being the people who are in charge, one of the main things that happens with this type of business is that there will may be some arguing and bickering as to who is in charge and what everyone is supposed to do so that definitely needs to be kept in mind. A solution to this would be to make sure that everyone knows what they are doing a suggestion would be to create a steering group, this will be beneficial as to finding out as to who is in charge of making all of the decisions and what everyone else’s role would be. In addition to this the steering group is 100% done by the vitneer family however, an exception would be made if the people that they had allocated were not really doing their job and not being able to listen then we would suggest our version suggesting maybe they should consider another option for example: 

[image: ]in this hierarchy diagram there is a clear outline as to who would do what at the top, first we have us we are the ‘boss’ also known as the project manager we will be making sure that all tasks are being done and deadlines are met. We then have the project sponsor, the project sponsor is really the boss and in charge of everyone and everything they get all of the final decisions as to what goes on during this project and we have chosen Dennis for this the reason we have chosen Dennis is because he knows the business really well, he has been working for the business for quite some time and knows what the business is looming for so would be very ideal for the role of a project sponsor. Next, we have the user, in our opinion this would be suha the reason for this is that she is great with customers and is seen as a friendly face. Following on form this we have Omar who is placed with the development and design because he has been working in the antique shop since he was little and knows where everything goes this makes him the best option for when it comes to the development and design for the project. Lastly, we have Doreen, Doreen is the accountant and has been for the last 10 years this allows her to be great to deal with the business and finance part of the business. An important thing to remember is that whatever the vitneer family decide they need to come to a decision together so they are able to all have a say however, the project manager would have the final say because they are the boss.
We then have the risk of what the vitneer family want, it is very important as the project manager you have to make sure that there is a clear understanding that the vitneer family must state the problems that they want fixing and not the solutions in order to fix the problem. an example of this is that, the vitneer family are moving from their current store in Shirley to a new store in sparkhill and have a building that needs to be ready to use, they would just state that as a problem and they require it to be fixed they would not start suggesting a solution such as what type of material should be used for the roof or the type of electric etc. that would be left to the project manager which is us to decide the specifics on such things. A way we could avoid such things happening is a tool called user stories, user stories are a way of describing the problem not the solution. When it comes to solving the stories that we describe we then plan to employ people who are more knowledgeable than we are on the topic therefore allowing us to make the best decisions and have the best outcomes. User stories are relatively simple to complete and are usually described in a simple sentence that can easily fits on a post-it note. The layout of the user story would be something along the lines of as a X I want an X because of X. following on from this once we have clearly identified the problems and which problems are actually problems and not solutions, we would then prioritise these problems into groups. A technique we would use for this prioritisation would be a technique called chevron, chevron asks everyone to split the stories into must Have, want to have, and nice to have. By sorting the problems into this technique, we have clearly identified the tasks that are more important and must be done in order for the other tasks to take place. In addition to this it is very important for the project manager to manage the must, wants and needs of the project in order to get the project complete to the best of its ability. However, doing this the post it note way may not be the best idea if we cannot have all of the team together an example of this would be the current situation with the coronavirus pandemic which has meant that we will have to work at home so a great way to still do the user stories and the chevron technique is by doing it online with the help of a tool called trello. 
[image: ]







     
Trello is simply another form of user stories but online, with trello it is all the same concept just as the user stories and the waterfall technique the only difference, is that it is online and by doing this it is a lot more neater and simpler and numerous amounts of people can join so you can have all the important people to make the decisions and the process of deciding what is actually a problem and how to prioritise certain problems all in one place. As you can see from the image above the way we have listed it as in one column we have the problems defined and in the other three columns we have the must haves, want to have and the nice to have and we have sorted out the problems into these three categories allowing us to see clearly as to what problems are more important than other problems. In addition to this, there is a comment button which allows the stakeholders to make any points that they want under the problems that are identified allowing great communication with stakeholders. 
[image: What is Iron Triangle of Projects?]Another risk that could be considered is if once the project is been taken place and someone decides to leave or take ill, that could affect the project plan and when this happens it affects the time and scope it’s the simple law of nature. A theory that should be in mind is the iron triangle this theory simply states that if either the scope, resources or schedule changes then the remaining two will have to as well and it will all have an impact and affect the work and project completion.
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The way in which we will be communicating with our stakeholders is with a Gantt chart, the Gantt chart allows us to plan everything out in a way in which it is easy for everyone to understand and keep the project manager informed of everyone’s progress and where they are, the Gantt will be created in excel which is a tool which allows you to create such a plan, detailed enough and allows you to edit throughout the whole of the project. As you can see there is first there is an estimation as to when the plan will be starting and the duration and then there is the actual start of the project and duration, this allows you to see how far behind or ahead you are. This would be another way in which we would communicate with the stakeholders we would have daily meetings to see the progress and even when there is no meeting upon request if any of the stakeholders ask for update on the project, we can just simply show them this Gantt chart and they are able to identify what tasks need to be completed and which tasks are already completed. In addition to this you can see that some tasks are dependent on others such as the electric and roof and on the other hand you have task that are independent such as business cards.
 Paul Roberts product project technique (estimation)
According to the book effective project management by Paul Roberts estimation is done at different points of the projects life cycle, a top down estimate looks at the whole project and gives an overview of the time and cost of the project, it is done at the beginning of the project and breaks the cost and time of the project as you go through each stage of the project. He also talks about the product project technique which helps him and his clients he says that it is a rate card, and that the numbers have been ‘refined over a period during which many similar pieces of work have been repeatedly carried out’ (Roberts, pg. 119). This product project technique simplifies the project down to the point where all you have to do is read the numbers of the chart in order to understand it.
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