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[bookmark: _Toc207571932]Introduction 
This assignment explores the project management process used to organise a school fete for Trinity St. David Primary School on the last day of the summer term. The project was guided by three recognised management models: Waterfall (Royce, 1970), Iterative (Shewhart, 1930), and the V-Model (Boehm, 1979). The Waterfall model was the main approach because its step-by-step structure suited a project with fixed deadlines and clear outcomes. The Iterative model works in cycles, allowing repeated feedback and improvements, which makes it flexible but less predictable. The V-Model builds on Waterfall by linking each development phase with a corresponding testing phase, ensuring quality and compliance. Using the Waterfall approach, the fete was managed through stages such as gathering requirements, planning resources and budget, implementing logistics, checking safety and compliance, delivering the event and reviewing outcomes. Although slightly less flexible than the other models, Waterfall provided a simple and logical framework that ensured the fete was organised efficiently and successfully.
[bookmark: _Toc207571933]Initiate 
[bookmark: _Toc207571934]Business Case and Objectives
The school fete project is required to raise funds for school resources and activities such as equipment for the art department, sports teams and after school activities. While also strengthening community spirit through an enjoyable family event. The project will take approximately three months to plan and deliver, ending on the fete day itself. Key deliverables include securing the venue which will be the in the school hall and outdoor across the school grounds, arranging stalls and entertainment where the opportunity to support small and local business will be incorporated, ensuring health and safety compliance, and promoting the event itself. The anticipated cost is £2,000 to be offset by fundraising income. The fete aims to provide an enjoyable and well-organised event that meets both financial and community engagement goals all whilst adhering to school policies, safeguarding, and health and safety standards.
Objectives:
· Deliver a well-organised fete by the last day of summer term July 24th 2024
· Raise at least £5,000 in net profit.
· Achieve a minimum attendance of 500 people.
· Ensure 100% compliance with health and safety regulations.
· Gain positive feedback from at least 80% of attendees.
· Support small and local businesses where possible.
Quality Standards: Safe, inclusive, accessible, and compliant with school and local authority guidelines.
Performance Criteria: Timely completion of planning tasks, effective communication, and smooth event execution.
KPIs: Fundraising target met, attendance numbers, volunteer participation rates, stakeholder satisfaction.
Risks: Poor weather, lack of volunteers, budget overruns, safety incidents.
Success Criteria: Event delivered on time and within budget, fundraising target achieved, no major incidents, high community satisfaction.
Main Stakeholders: Headteacher, school governors, PTA, staff, pupils, parents, local community, suppliers, and volunteers.
[bookmark: _Toc207571935]Risk
Risk management is a crucial part of planning the school fete. Risks can be identified through both a SWOT analysis (Peterdy, 2025) and a PESTLE analysis (Pereira, 2022) as external threats identified in SWOT often overlap with PESTLE factors.
[bookmark: _Toc207571936]SWOT Analysis
Strengths: Previous experience with small-scale school events (e.g. face painting, Christmas fair), strong community support and motivated PTA volunteers.
Weaknesses: Limited budget, lack of catering experience and dependence on volunteers who may withdraw.
Opportunities: Community networking, sponsorship from local businesses, increased school visibility and the possibility of recurring annual fete.
Threats: Poor weather, health and safety breaches, low turnout due to competing events and supplier cancellations.
From these, risks such as bad weather, volunteer shortages or compliance failures become clear and must be planned for.
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Risks are evaluated based on likelihood (low, medium, high) and severity (impact on project if risk occurs). A Risk Analysis Matrix (Lanjewar, 2022) helps prioritise actions. For example, familiar risks such as volunteer shortages may be medium severity but manageable, while unfamiliar risks such as food safety compliance could be high severity and require stronger controls.
[bookmark: _Toc207571938]Monitoring and Responsibility
The Project Manager will maintain a Risk Log (Hodgson, 2019) and keep it updated throughout planning. The PTA Chair will review risks fortnightly. Specific risks (e.g. catering compliance, safeguarding and finance) will be assigned to responsible individuals for monitoring.
[bookmark: _Toc207571939]Risk Analysis Matrix
	Risk
	Likelihood
	Severity
	Risk Score
	Control/Influence
	Mitigating Action
	Owner

	Poor weather (rain)
	High
	High
	9/10
	Low
	Book indoor hall as backup
	PM

	Catering compliance
	Medium
	High
	8/10
	Medium
	Require food hygiene certs, inspections
	Catering Lead

	Volunteer shortage
	High
	Medium
	7/10
	Medium
	Recruit extras early, rota management
	Volunteer Co-ordinator

	Low attendance
	Medium
	High
	8/10
	Medium
	Advertise widely, use social media, posters
	PTA Comms Lead

	Supplier cancellation
	Low
	High
	6/10
	Low
	Identify backup suppliers
	PM

	Safety incident
	Low
	High
	7/10
	High
	Full risk assessments, first aid cover
	H&S Officer


[bookmark: _Toc207571940]Scope
The project will cover the full organisation and delivery of the school fete, including venue preparation, catering (e.g. food trucks, cakes and dietary requirements catered too), stalls (e.g. raffle, face painting, arts & crafts), entertainment (e.g. music and games), decorations (e.g. balloons and banners), health and safety measures, and provision of a qualified first aider. The scope also includes marketing and promotion of the event to ensure strong attendance and this will be done via online platforms, posters in local areas and letters distributed to the pupils. The project will not include the provision of alcohol, transport to and from the venue, or high-risk activities such as contact sports or activities requiring specialist insurance. These exclusions ensure the event remains safe, inclusive, and suitable for a family audience.
[bookmark: _Toc207571941]Stakeholders and Communications Plan
A successful school fete relies on strong engagement with all stakeholders. Stakeholders include anyone who has an interest in or influence over the project. For this event, stakeholders range from decision-makers such as the headteacher or governors, to operational participants such as teachers, parents, catering providers, first aiders and volunteers. There are also beneficiaries like the pupils and the wider community. Effective communication ensures that expectations are clear, risks are managed and everyone remains engaged throughout the planning and delivery process.
The responsibilities will fall as follows; 
Headteacher & School Governors - Approve the fete, ensure alignment with school policies, oversee safeguarding and compliance.
Project Manager - Responsible for overall delivery, planning, and risk management.
PTA (Parents & Teachers Association) - Support planning, fundraising, and volunteer coordination.
Teachers & Staff - Help with stalls, activities, supervision, and ensuring safeguarding.
Parents & Volunteers - Assist in running stalls, set-up/clean-up, and general support.
Children (pupils) - Active participants and beneficiaries, also support by contributing ideas (e.g. games and raffle prizes).
Catering Providers - Deliver safe compliant food and drink options.
First Aid Team - Provide qualified medical cover on the day.
Local Community & Sponsors - Attend, promote and support the event financially or through donations.

Communications Plan
	Stakeholder Group
	Communication Method
	Frequency
	Responsibility

	Headteacher & Governors
	Formal updates/report
	Monthly
	PM

	PTA
	Planning meetings, emails, WhatsApp
	Fortnightly
	PM/PTA Chair

	Teachers & Staff
	Briefings via staff meetings/emails
	Monthly, plus pre-event
	PM/Headteacher

	Parents & Volunteers
	Email updates, posters, social media
	Monthly, weekly near event
	PTA Comms Lead

	Pupils
	Assemblies, class announcements
	Fortnightly
	Teachers

	Catering Providers
	Direct contact, written agreements
	At booking, follow-up pre-event
	PM

	First Aid Providers
	Formal booking and confirmation call
	At booking, confirm week before
	PM

	Community & Sponsors
	Social media, local press, letters
	Monthly, plus final push
	PTA Comms Lead


According to Athuralyia(2022) communication plan like these ensure stakeholders are kept engaged at the right level, through suitable channels, without overloading them with information.
[bookmark: _Toc207571942]Project Organisation 
The school fete project will be organised with the Project Manager taking overall responsibility for planning, coordination, and delivery. The PM is supported by the PTA and teaching staff, with specialist roles assigned to ensure compliance and smooth execution. A RACI framework (Alam, 2022) is used to clarify responsibilities:
Responsible (R): Who carries out the task.
Accountable (A): Who is ultimately answerable for the task’s success.
Consulted (C): Who provides input and advice.
Informed (I): Who must be kept updated.
[bookmark: _Toc207571943]RACI Matrix – School Fête
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[bookmark: _Toc207571945]Work/Product Breakdown Structure (WBS)
A Work Breakdown Structure (WBS) for the school summer fete allows us to divide the entire project into smaller more manageable components. Using Adrianna Girdler’s approach (Girdler, 2020), the fete can be organised into key deliverables such as venue preparation, entertainment, catering, fundraising activities, communications, and logistics. Each of these deliverables is then broken down further into specific tasks, for example, under entertainment we include booking performers, arranging equipment, and scheduling time slots. By structuring the fete in this way, the team can clearly see what needs to be done, assign responsibilities, monitor progress and ensure that nothing is overlooked. The WBS also provides a visual framework that links directly to the schedule and budget, making it easier to control the project. Below is how the planning for the school fete will be broken down and simplified. 
1. Planning
 1.1 Define objectives & budget
 1.2 Form project team
 1.3 Select date and venue
 1.4 Identify risks & permissions
2. Marketing & Promotion
 2.1 Design posters/flyers
 2.2 Social media promotion
 2.3 Send invitations to local community
 2.4 Arrange media coverage
3. Logistics
 3.1 Arrange stalls & layout
 3.2 Book equipment (tables, chairs, tents)
 3.3 Arrange sound system & electricity
 3.4 Organise parking & traffic control
4. Activities & Entertainment
 4.1 Plan games & competitions
 4.2 Book performers (music, dance, etc.)
 4.3 Schedule events for the day
 4.4 Prepare prizes & giveaways
5. Food & Beverages
 5.1 Decide on food stalls
 5.2 Arrange suppliers/vendors
 5.3 Ensure hygiene & safety
 5.4 Set pricing & portion planning
6. Volunteers & Staff
 6.1 Recruit volunteers
 6.2 Assign roles/responsibilities
 6.3 Conduct training/orientation
 6.4 Prepare contingency plans
7. Execution (Event Day)
 7.1 Set up stalls & equipment
 7.2 Manage crowd & activities
 7.3 Handle issues/emergencies
 7.4 Clean up after event
8. Post-Event
 8.1 Collect feedback
 8.2 Count funds & settle payments
 8.3 Review project performance
 8.4 Document lessons learned

[bookmark: _Toc207571946]Duration
	Task
	Start Date
	End Date
	Duration
	Notes

	1. Form planning committee
	24-Apr-2025
	30-Apr-2025
	1 week
	Assign roles (finance, logistics, publicity, volunteers)

	2. Decide fete theme & activities
	1-May-2025
	7-May-2025
	1 week
	Games, food stalls, performances

	3. Book venue & permits
	1-May-2025
	14-May-2025
	2 weeks
	Confirm location, get permissions

	4. Budget planning & fundraising
	8-May-2025
	21-May-2025
	2 weeks
	Sponsorships, donations, ticket prices

	5. Vendor & supplier coordination
	15-May-2025
	30-Jun-2025
	6 weeks
	Food stalls, equipment, rentals

	6. Marketing & publicity
	1-Jun-2025
	20-Jul-2025
	7 weeks
	Posters, social media, newsletters

	7. Volunteer recruitment & training
	1-Jun-2025
	15-Jul-2025
	6 weeks
	Assign duties, safety training

	8. Logistics & setup plan
	15-Jul-2025
	22-Jul-2025
	1 week
	Layout, signage, equipment setup

	9. Final preparations & rehearsal
	22-Jul-2025
	23-Jul-2025
	2 days
	Run-through, last-minute checks

	10. Fete Day
	24-Jul-2025
	24-Jul-2025
	1 day
	Event execution

	11. Post-event wrap-up
	25-Jul-2025
	31-Jul-2025
	1 week
	Feedback, accounting, thank-you notes

	
	
	
	
	


[bookmark: _Toc207571947]Execute
To ensure smooth planning and execution of the school fete on 24th July 2024, specific roles and responsibilities have been allocated to team members. This clear division of duties will help maintain accountability, streamline communication, and ensure all tasks are completed on schedule.
1. Project Manager (PM)
Oversees the entire fete project timeline and deliverables.
Facilitates team meetings and progress reviews.
Ensures risks are identified early and mitigated.
Acts as the main point of contact between school leadership, parents and external vendors.
2. Logistics Coordinator
Responsible for organising the venue, equipment and stall arrangements.
Liaises with vendors for food, decorations and facilities.
Coordinates set-up and clean-up activities.
3. Finance & Budget Lead
Develops and monitors the fete budget.
Approves and records all expenses.
Ensures compliance with school financial policies.
4. Marketing & Communications Lead
Designs posters, flyers and digital promotional material.
Manages social media campaign and community outreach.
Provides event updates to parents and the local community.
5. Volunteer Coordinator
Recruits and organises parent/student volunteers.
Assigns roles and shift schedules for event day.
Provides training/briefing sessions for volunteers.
6. Health & Safety Officer
Ensures risk assessments are completed for all activities.
Coordinates first aid provisions and safety checks.
Oversees compliance with child safety and school regulations.
7. Event Day Operations Team
Manages stalls, games, and entertainment on the day.
Supports logistics setup and teardown.
Ensures smooth running of activities and addresses issues as they arise.
[bookmark: _Toc207571948]Control
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Having established a clear plan for the school fete using structured methodologies such as the work breakdown structure, the next crucial phase of the project is Monitoring. This involves tracking progress across multiple dimensions meaning, time, budget, quality and scope to ensure the project stays on course. To support this, I will use a RACI matrix to clarify roles and responsibilities, ensuring everyone knows who Responsible, Accountable, Consulted, and Informed is. Measuring the deliverables involves assessing whether each stage of the project has been completed on time, within budget and to the expected quality standards, including reviewing the money spent and the overall results. Regular project progress meetings provide opportunities to update plans, address issues and make informed decisions about adjustments to scope, timescale or costs. Tools such as the Iron Triangle model will help evaluate the balance between time, cost and quality, ensuring the final event meets the objectives set out in the planning phase.

[bookmark: _Toc207571950]Change Management Process
1. Monitoring
To ensure the school fete project stays on track, we will continuously monitor the following areas:
Progress - Are we meeting the planned timelines for each stage?
Time - Are tasks being completed on schedule?
Budget - Are we spending within the allocated budget?
Quality - Are the deliverables meeting the expected standards?
Scope - Are all planned activities and tasks being carried out without unnecessary additions?
We will also hold project progress meetings to review the status, provide updates on the plans and identify if any adjustments are needed.
2. RACI Chart
As above the RACI model is used to define responsibilities for every task in detail. Here is a simplified chart.
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3. Measuring Deliverables
To evaluate the success of the school summer fete, the deliverables were reviewed against the agreed objectives:
Have the stages of the project been completed properly?
Yes. All stages including planning, approvals, booking suppliers, and preparing contingency arrangements were completed properly. Even when minor issues arose, such as the cancellation of the balloon artist or the risk of poor weather, solutions were found quickly and implemented effectively.
Were tasks completed on time and within budget?
The majority of tasks were completed on time with suppliers confirmed and logistics in place before the event. A small budget issue occurred when catering costs increased but this was resolved by reallocating funds from the decorations budget. As a result, the project remained within the overall financial limit.
What is the quality of the deliverables?
The quality of deliverables was high. The entertainment schedule ran smoothly despite the last-minute change, catering provided a good variety of refreshments and stalls were set up safely and efficiently. Feedback from parents, staff and pupils was positive showing that expectations were met.
How much money has been spent so far?
Most of the allocated budget was spent with minor adjustments to ensure balance. For example, while catering slightly overspent, this was offset by savings in decorations. No additional funding was required and the fete was delivered within it’s agreed budget.
Using The Iron Triangle (Zheng, 2025) will help assess if the project remains balanced and if any adjustments are needed. Here is a diagram of the Iron Triangle used to help during the process. It shows how Time, Cost and Scope are co-dependent with Quality sitting at the centre, meaning if one side changes (e.g. more time, less budget, reduced scope), it directly impacts the others and the overall quality of the project.
[image: A diagram of a project management

AI-generated content may be incorrect.]
Time - Reschedule due to weather contingency.
Cost - Catering overspend managed by reallocation.
Scope - Replacing the balloon artist after cancellation.
Quality - The overall success and smooth running of the fete.
Overall, the Iron Triangle was balanced effectively. Although small changes were necessary, they were managed through proper authorisation and communication. This ensured that the event was delivered on time, within budget and to a high standard meeting the project’s objectives.
4. Change Management Process
During the planning and delivery of the school summer fete, several changes and issues arose which required careful management. The Project Manager followed a structured process to ensure that all changes were logged, authorised and communicated effectively, while also assessing the risks involved.
The process was as follows:
1. Log Request
Whenever an issue or change occurred, it was first logged by the Project Manager so that it could be formally recognised and not overlooked. For example, when the balloon artist cancelled a week before the fete, this was recorded as a supplier change. Similarly, catering costs that began to rise above budget were logged as a financial adjustment request. Logging these changes provided a clear record of what needed to be addressed and allowed the team to prioritise responses.
2. Authorisation
After being logged, each request was passed on to the relevant authority for approval. For entertainment changes, the PTA Chair was consulted and authorised the replacement entertainer. Budget adjustments were reviewed with the Head Teacher and School Board, who approved reallocating funds from the decorations budget to cover the additional catering costs. This ensured decisions were made transparently and at the correct level of responsibility.
3. Change to Plan
Once authorised, the Project Manager updated the event plan to reflect the changes. The new entertainer was added to the entertainment schedule and staff were informed so there was no disruption on the day. For the catering budget issue, financial records were updated and communicated to the PTA so everyone was aware of the reallocation of funds. When bad weather was forecast, a contingency plan was added to the schedule, moving stalls indoors if necessary. Communicating these changes to staff, parents and vendors helped maintain confidence and avoided last-minute confusion.
4. Risk Management
Each change was assessed for it’s potential risks before being finalised. Replacing the balloon artist carried the risk that the new performer might not be as engaging but the team mitigated this by choosing an entertainer with good reviews. Overspending on catering risked reducing funds for other areas but by moving money from decorations, the impact was balanced and the quality of food provision maintained. The risk of poor weather could have reduced attendance if stalls were not prepared in time, so the contingency plan ensured the fete could continue indoors without disruption.
5. By following this structured change management process, the fete team was able to adapt to unexpected challenges quickly and effectively. This ensured the event stayed within scope, remained on budget and met the high-quality standards expected by the school and it’s community.
[bookmark: _Toc207571951]Close
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The overall responsibility for signing off and successfully delivering the summer school fete rests with the Project Manager. Throughout the three-month planning process, the Project Manager would have overseen the development of detailed plans and proposals, ensuring they were reviewed and approved by key stakeholders such as the Head Teacher and the Chair of the PTA. This approval process provides both oversight and reassurance that the event is being managed in an organised manner, to meet the school’s expectations and community standards. By carefully coordinating tasks, monitoring progress and ensuring that all activities were completed to a high standard, the Project Manager can confidently confirm that the fete has been delivered to the best of everyone’s ability. This not only demonstrates effective leadership and teamwork but also ensures that the event is both enjoyable for attendees and reflective of the school’s commitment to quality and organisation. In terms of the RACI model, the Project Manager is both Responsible for ensuring tasks are completed and Accountable for the overall success of the event, while the Head Teacher and PTA serve in a Consulted or Informed capacity, ensuring that decision-making and communication remain clear and transparent throughout the project lifecycle.
[bookmark: _Toc207571953]Changes and issues agreed
During the planning of the summer school fete, several minor issues arose which required discussion and agreement with key stakeholders such as the Head Teacher, the School Board and the PTA. Each issue was logged by the Project Manager, considered for it’s impact on the overall event and resolved through collaboration and clear communication.
1. Supplier Cancellation (Balloon Artist)
One week before the fete, the contracted balloon artist cancelled due to unforeseen circumstances. The Project Manager quickly sourced an alternative entertainer and presented the options to the PTA Chair for approval. The replacement was confirmed within two days, ensuring the children’s entertainment schedule remained unaffected resulting in a smoothly run fete.
2. Budget Overspend (Catering)
Catering costs began to exceed the initial budget after additional refreshments were requested. This was raised in a planning meeting with the Head Teacher and the School Board. The solution agreed was to reallocate funds from the decoration budget, which had a small remainder left. This ensured catering needs were met without increasing overall costs.
3. Weather Concerns (Outdoor Activities)
A poor weather forecast the week before the fete raised concerns about holding certain outdoor activities such as the penalty shoot-out and games. After consultation with the Head Teacher, it was agreed that a contingency plan would be implemented moving some stalls and games into the school hall if required. This plan was communicated early to staff and volunteers, so they were prepared.
By addressing these issues promptly and involving the appropriate decision-makers, the project team ensured that disruptions were minimised and the event continued smoothly. This demonstrates the value of a clear change and issue management process, as well as the importance of stakeholder involvement in keeping the fete on track.
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One of the most valuable lessons learnt from the school summer fete was the importance of accurate bookkeeping and clear financial tracking. While the event was delivered within budget overall, some minor overspending in catering highlighted the need for closer monitoring of accounts throughout the planning stages. By keeping more detailed financial records and updating them regularly, the team would be able to identify potential overspends earlier and respond quicker. This experience reinforced how vital strong financial control is to project success.
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Reflecting on the summer fete provides insight into what went well, what could have been improved and what should be done differently in the future.
The Good:
The event was delivered on time, within the agreed overall budget and to a high quality, despite some challenges.
Contingency planning proved effective, particularly with the option to move stalls indoors in case of bad weather.
Teamwork and communication between the Project Manager, Head Teacher, School Board and PTA were strong, ensuring decisions were made quickly and effectively.
Stakeholder engagement was positive, with parents, staff and pupils all providing good feedback on the success of the day.
The Bad:
Catering costs were underestimated, leading to a budget adjustment. This showed the need for more detailed planning and supplier cost checks in the early stages.
Some tasks, such as securing entertainment, were vulnerable to last-minute changes, creating pressure on the planning team.
Communication of minor changes could have been quicker, as some staff and volunteers felt slightly delayed in receiving updates.
What can be improved:
The cancellation of the balloon artist highlighted the risk of over-reliance on single suppliers. Although the situation was resolved, it caused unnecessary stress and additional workload for the team close to the event date and so in future a shortlist of last minute suppliers can be drafted in case of this type of emergency.
Weather concerns created uncertainty and required significant extra planning, which could have been reduced with a stronger risk assessment earlier in the process.
If we did it again:
Introduce a more detailed financial tracking system, with weekly budget reviews to avoid overspending.
Secure backup suppliers in advance for entertainment, catering or equipment to reduce the impact of cancellations.
Improve communication channels with staff and volunteers, such as using a shared online group or messaging system to provide faster updates.
Conduct risk assessments earlier and build contingency plans into the schedule from the start, rather than reacting closer to the event.
Overall, the fete was a success and delivered a positive experience for the school community. However, the lessons learnt from bookkeeping, supplier management, and risk planning will be invaluable in making future events even smoother and more resilient.
[bookmark: _Toc207571956]Skills of a Project Manager
Being a Project Manager requires a combination of technical, organisational and interpersonal skills. Key skills include:
Planning and Organisation: Creating schedules, timelines and coordinating resources.
Leadership: Guiding and motivating a team effectively.
Communication: Clearly conveying instructions and updates to all stakeholders.
Problem-Solving: Addressing unexpected issues quickly and efficiently.
Budget Management: Tracking expenses and ensuring projects stay within financial limits.
Delegation: Assigning tasks appropriately based on team members’ strengths.
Negotiation: Coordinating with vendors, suppliers or sponsors.
Time Management: Ensuring tasks are completed according to the project schedule.
[bookmark: _Toc207571957]My Skills as a Project Manager
During the planning and execution of the school fete, I was able to demonstrate several of these skills:
Planning & Organisation: I successfully created a detailed schedule for all fete activities, including stalls, entertainment and volunteer shifts.
Communication: I held regular team meetings and updates, ensuring everyone knew their responsibilities.
Problem-Solving: When a vendor cancelled at the last minute, I quickly reallocated resources to avoid disruption.
Leadership: I motivated volunteers and assigned tasks based on their strengths, helping the event run smoothly.
However, there were areas where I could improve:
Delegation: I sometimes took on tasks myself rather than fully trusting my team.
Budget Management: While I tracked most expenses, I felt less confident in negotiating costs and optimising the budget.
[bookmark: _Toc207571958]Self-Evaluation Against PM Skills
	PM Skill
	My Level (1–5)
	Evidence / Example
	Improvement Needed

	Planning & Organisation
	5
	Developed detailed schedules for all fete activities
	Maintain consistency in future events

	Leadership
	4
	Guided volunteers and assigned tasks
	Improve techniques for motivating larger teams

	Communication
	4
	Regular team meetings and updates
	Work on concise reporting for stakeholders

	Budget Management
	3
	Tracked expenses - unsure about negotiations
	Learn budgeting tools and strategies

	Delegation
	3
	Delegated some tasks
	Practice trusting team members more



[bookmark: _Toc207571959]Personal Development Plan (PDP)
To enhance my effectiveness as a PM, I have set the following development goals:

Improve delegation Skills
Action: Assign 80% of tasks to team members in the next school event using a task chart.
Timeline: By the start of the next event planning cycle.

Enhance budget management knowledge
Action: Attend an online budgeting workshop or use budgeting software to better track and optimise expenses.
Timeline: Within the next 3 months.

Strengthen Problem-Solving under pressure
Action: Role-play potential event issues with peers and create contingency plans.
Timeline: Before the next event.

Serving as PM for the school fete allowed me to apply essential project management skills and identify areas for improvement. By actively working on delegation, budget management and problem-solving, I aim to become a more confident and effective Project Manager in future projects.
[bookmark: _Toc207571960]Conclusion
In conclusion, serving as the Project Manager for the school fete was a highly valuable learning experience that highlighted the importance of effective planning and organisation in successful project management. From the start I applied structured project management principles, including the Waterfall methodology to ensure that each phase of the project from initial concept and resource allocation to execution and evaluation, was completed in a logical and sequential order. Tools such as Gantt charts were instrumental in visualising timelines, tracking tasks and coordinating the responsibilities of volunteers and team members. By breaking the project into clearly defined stages, I was able to monitor progress, anticipate potential obstacles and ensure that the event ran smoothly on the day.
Beyond planning, I developed key skills in communication, leadership and problem-solving, which allowed me to guide the team effectively and respond to unexpected challenges, such as last-minute vendor cancellations. At the same time, the experience revealed areas for improvement, particularly in delegation and budget management, which I have incorporated into my Personal Development Plan. Overall, this assignment has reinforced the critical role of careful planning, structured methodologies, and reflective practice in project management, while providing a strong foundation for continued personal and professional growth in future projects.
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