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[bookmark: _Toc170204793]Executive Summary
This executive brief explains the important features of project management inside an organisation, emphasising best practices, tools, techniques, and strategies to ensure efficiency and effectiveness.  This review critically examines project management tools and practices, identifying strengths and problems and making recommendations for improvement.
This plan also explains the processes required to organise and conduct a fundraising event within the Welsh Air Ambulance, with the goal of increasing participation and donations.  In order to accomplish societal outcomes, project management is all about acting and bringing about innovative transformations. This report will examine how the Skills Matrix assisted in assigning each member's duty for the project and how the Belbin Team roles assisted in determining each member's role participation.
This assignment will also critically examine how the project plans for the Welsh Air Ambulance charity event were communicated to the right stakeholders, with a focus on techniques, effectiveness, problems, and opportunities for improvement.  After engaging in a critical discussion of the aforementioned subjects, we will focus on enhancing these elements in order to achieve future success.
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1.0 [bookmark: _Toc169863481][bookmark: _Toc170204794]Introduction
This report was required by Trinity Saint David University of Wales in April 2024 for a group presentation and assignment.  This study was put together by Chrysanthos Bikos, a Trinity Saint David University of Wales student.  Models, theories, and references will all be used in a critical analysis of the data in this report. The data used for this task will come from books, websites, and publications. To put up a charitable event, we have also communicated with the chief executive of the Welsh Air Ambulance on this assignment and group project.  
Project management is an essential ability in a wide number of fields. However, most people, regardless of their educational level, have never been trained in project planning, management, or execution (Wells and Kloppenborg, 2019).  The success of a project can be greatly increased by having the appropriate tools and resources, which can also improve efficiency and teamwork. 
Charity events are complex initiatives with various parties, different roles, and the need for precise organisation and communication. Through this example, we will look at the tools and strategies used in project management, the significance of team roles as identified by the Belbin Questionnaire, the value of a skills matrix, and the usual obstacles encountered in group projects and team meetings.

Furthermore, we will look at practical aspects of stakeholder communication, with a focus on engaging and informing contributors, volunteers, sponsors, participants, beneficiaries, the media, and the general public.  The discussion will highlight how effective project management can facilitate the seamless execution of a charity event, from initial planning to post-event evaluation.



[bookmark: _Toc170204795]Task 1 - A critical assessment of project management tools and techniques
Project Life Cycle
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There are many various kinds of initiatives, as stated by Bridges (2023), yet surprisingly, they all share one characteristic. The cycle that they all go through is called the project life cycle, or project management life cycle.

Initiation Phase - Determine who is interested in the project, what their expectations are, and how they might affect it. The drawback of this is that hasty decisions and early enthusiasm could cause overcommitment to improbable deadlines or goals without careful consideration.
Planning Phase - A charity event, like a walk to support the Welsh Air Ambulance, needs careful planning to be successful. Provide a detailed schedule of all the tasks, activities, and deadlines needed to accomplish the project's goals. However, the planning stage necessitates extensive and meticulous planning, which can take time. 
Execution Phase - Follow the project plan in terms of task and activity execution, effective resource management and allocation for seamless operation.  It can be challenging to maintain excellent communication across all team members and stakeholders, which could result in mistakes and misunderstandings.
Monitoring & Controlling - Monitor the project's performance and advancement to make sure it stays on budget and on schedule. Sometimes it takes a while to recognise and handle problems or deviations, which affects project timeframes and causes replies to be delayed.
Closure - Write a final report outlining the event's results, including participant comments, financial results, and goal achievement.  The disadvantage of the closing phase is that if it is rushed or not adequately done, it can result in unsolved issues, inadequate documentation, and a lack of appropriate evaluation.







Iron Triangle
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Three essential components are involved: scope, time, and cost. The following are benefits and drawbacks of project management with the Iron Triangle:

Scope: Project managers and teams can more effectively comprehend and communicate the main constraints of a project by using the Iron Triangle. But it ignores other crucial elements like stakeholder satisfaction, risk, quality, and team dynamics.
Time:  As long as expectations and contractual requirements are met, meeting deadlines for project delivery can result in increased client satisfaction and stronger relationships. However, if work is pushed to match the timetable, stressing deadlines can result in rushed work, affecting the quality of outputs.
Cost:  Setting costs in order of importance helps guarantee that the project stays within the allotted budget and avoids overspending. Tight financial restrictions, however, can restrict the project's scope and prohibit the addition of worthwhile additions or improvements.
The issue with this traditional interpretation of the "iron triangle" or "triple constraint" is that it leaves out any discussion of quality. It is evident that there is a trade-off between quality and the other aspects, though (Wiegers, 2024).

Quad Chart
[image: A green and white background with white letters

Description automatically generated]
A quad chart is a type of technical documentation that uses text, images, and/or illustrations to provide a concise description of an invention or other discovery. Because these papers are organised into four quadrants and presented from a landscape viewpoint, they are referred to as "quad" charts (Keenan, 2020). However, the condensed style could cause complicated subjects to be oversimplified, thus leaving out subtleties and vital facts that are essential for a thorough comprehension.




Risk Analysis Grid
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A technique for identifying, assessing, and prioritising risks according to their impact and likelihood is a risk analysis grid, sometimes referred to as a risk matrix or risk assessment matrix.  It offers a visual, written record of hazards, which is helpful for project audits and reviews.  But as Eby (2022) points out, more complicated procedures can always lead to more potential failure sites. There's a possibility that when you apply risk management techniques, those techniques themselves could bring about new dangers that need to be controlled as well.
WBS (Work Breakdown Structure)
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A strong tool for project management, a work breakdown structure offers a precise and comprehensive framework for organising, carrying out, and overseeing projects. However the fundamental rigidity of a work breakdown structure is one of its biggest drawbacks. The WBS, which is intended to offer a thorough and in-depth project plan, frequently forces teams to follow a predetermined course (Raymond, 2023).  Balancing its use with flexibility and frequent upgrades ensures that it stays a successful tool throughout the project's existence.








Gantt Chart
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According to Shweta and Bottorff (2024), a Gantt chart is a tool for project management that facilitates the planning, scheduling, and observation of projects. You may enhance your planning and scheduling, task delegation, resource allocation, and remote work collaboration by using a Gantt chart.  But maintaining a Gantt chart for a big project may be difficult and time-consuming; it takes a lot of work to keep it current and correct.  Gantt charts generally display the schedule and timetable, but they frequently lack precise information on job dependencies, resource allocation, and potential dangers.

Stakeholders Analysis

[image: Stakeholder Analysis - GoLeanSixSigma.com (GLSS)]

Stakeholder analysis is a critical step in project management and strategic planning. It entails identifying and evaluating the influence and interest of individuals, groups, or organisations with a stake in the project's success. The most serious issue we observe with most businesses is that they simply do not use the stakeholder analysis findings. They lack a strategy or mechanism for utilising the data in their engagement programmes or reporting (Hendricks, 2022).
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Given the intense competition, elevated risks, and unpredictability that characterise the current stage of economic development, it is essential for businesses to use cutting-edge building technologies and employ successful corporate and project management strategies ((Urazova and Kotelnikov, 2020, p. 1).

The Belbin Questionnaire—also called the Belbin Team Roles Inventory—is a diagnostic instrument designed to evaluate each member of a team and determine their behaviour within a team environment. Please see below the Belbin method-identified team duties for each member:
Chris – Team worker and Co-ordinator
Allison – Implementor and Complete Finisher
Marta – Complete Finisher
Marcin – Specialist and Implementor

Following the identification of each team member's job, we created a skills matrix to ascertain each person's specific project-related tasks.  For this charitable event and teams to map out the abilities and competences of their members, a skills matrix is a crucial tool (see Appendices 1.1).
Crump (2023) claims that while there are many tools available to assist in skill mapping in this manner, the simplicity of the skills matrix is what makes it so attractive. It's accessible, simple to modify to meet your team, and perpetually free to use once you have the template.

Developing a Risk Analysis Grid for the Welsh Air Ambulance entails identifying potential risks, categorising them based on their likelihood and impact, and recommending mitigation measures. The analysis can be divided into various steps (see Appendices 1.0).  According to Rotich (2022), risk analysis entails assessing the qualitative and quantitative effects of hazards that have been identified; which approach you take will depend on the requirements of the project.

Never underestimate the value of time management. Rampton (2022) asserts that time management is quite powerful. Without it, you'll fail to accomplish a work-life balance, miss deadlines, produce mediocre work, acquire a negative reputation, and experience higher levels of stress. However, isn't effective time management a personal obligation?

One of the main challenges in coordinating with members throughout the development of the Welsh Air Ambulance charity event was time management.  Implement time tracking tools or timesheets to track actual time spent on tasks and compare it to anticipated estimations.  Also, promote a healthy work-life balance among team members to prevent burnout and improve productivity.
Also, due to work and family obligations, holding team meetings for our charity event with Welsh Air Ambulance was difficult. However, having a What's Up group greatly aided in communication among members to accomplish goals and duties.

There must be a drawback to every advantage. Potential problems and non-negotiable elements will provide challenges for even the best virtual conference platform (Virtual Office, 2024). Finding a time and day when everyone could meet to talk about the project was one of our challenges when it came to teams meetings.  Additionally, there were some difficult technical issues, such some members having bad internet connections.
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A charity event's ability to effectively communicate with its stakeholders is essential to its success. Donors, volunteers, sponsors, participants, beneficiaries, members of the media, and members of the public are examples of stakeholders.  According to Short (2021), the primary purpose of all nonprofits is to raise funding to promote their goals. Working with stakeholders and developing meaningful relationships makes this much easier. 

Initially, we contacted Welsh Air Ambulance to ask for guidance and recommendations on how to work with them to plan a charitable event. They responded quickly and provided us with information about the guidelines for organising a fundraising event. These guidelines differ based on the kind of event you are organising; for instance, if you are planning an event that the general public is expected to attend, you might need to obtain permission from the local council and obtain public liability insurance.

Furthermore, communicating with one of our sponsors, Picton Sports, has been difficult in terms of determining acceptable pricing within our budget and delivering the T-Shirts on time for the charity event. We finally got there in both cases after multiple emails, and we were really pleased with the results.  Finally, communication among project participants was difficult due to the need to contact stakeholders and sponsors on a regular basis in order to obtain the necessary information and accomplish the task at hand.

Reaching your ultimate goals or benchmarks is a wonderful feeling, but it doesn't imply your effort is done. Even after you've raised a glass to your accomplishment, there are a few more crucial things to finish before the job is formally concluded (MacNeil, 2024).  Understand the needs and expectations of each stakeholder, as well as how the project will affect them. Regularly solicit input and listen to stakeholder concerns and suggestions.
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In summary, even if organisations now use successful project management techniques, there is always room for improvement. A post-project meeting is an excellent approach to learn from a project's accomplishments and failures so that you can apply those lessons to future initiatives. A flexible project management style can help deal with unexpected changes as they arise (Brigden, 2023).
Effective project management not only ensures project success, but also improves team collaboration, stakeholder satisfaction, and organisational growth. Ending a charity event with stakeholders and sponsors include expressing thanks, summarising the event's results, sharing critical insights, and considering future cooperation. 
Organising a charity event for the Welsh Air Ambulance has been a fantastic experience since we've learned to interact as a team while attempting to find out information. However, there were obstacles, particularly in terms of time management with group members and maintaining patience when dealing with stakeholders and sponsors.
When preparing a charity event, we might all benefit from creating a complete timeline with defined milestones and deadlines to keep the planning process on track.  As a group, we could better seek feedback from stakeholders and sponsors to better understand their perspectives and plan future partnerships.
When completing a charity event, group members must reach an agreement by summarising the results, appreciating contributions, identifying lessons learned, and planning for the future.  Working as a group to organise a charity event for the Welsh Air Ambulance has been both exciting and challenging, but our ultimate goal is to make it a success in order to raise charity awareness for this important cause and SAVE LIVES!
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1.0 Risk Analysis Grid – Welsh Air Ambulance

In order to create a risk analysis grid for the Welsh Air Ambulance charity event, potential risks must be identified, their likelihood and impact must be rated, and mitigation methods must be developed. Please find the risk analysis grid below:

	Risk Description

	Likelihood (L/M/H)

	Impact (L/M/H)

	Mitigating Action


	1. Weather Conditions
	High
	High
	Monitor weather forecasts, have contingency plans, provide appropriate gear for participants.

	2. Medical Emergencies
	Medium
	High
	Ensure first aid kits are available, have trained medical personnel on-site, coordinate with Welsh Air Ambulance for rapid response.

	3. Regulatory Compliance
	Low
	High
	Ensure all permits and permissions are obtained, comply with local regulations, coordinate with authorities.

	Communication Breakdown
	Low
	High
	Use reliable communication tools, establish clear communication protocols, provide communication devices to key personnel.








1.1 Skills Matrix

	Skills
	Chris
	Allison
	Marta
	Marcin

	Leadership qualities
	x
	
	
	x

	Communication
Skills - Oral
	x
	x
	x
	x

	Communication skills - Written
	
	x
	x
	x

	Teambuilding
	x
	x
	x
	x

	Time Management
	x
	x
	x
	

	Organisational Skills
	x
	x
	x
	x

	Administration skills
	x
	x
	x
	x

	Problem-solving
	x
	x
	
	x

	Decision making
	x
	
	
	x

	Resource Allocation
	x
	
	
	x

	Negotiating Skills
	x
	
	
	x

	Fair and Respect
	x
	x
	x
	x

	Adaptable and Flexible
	x
	
	x
	x
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