Personal Report
the roles and works in the weeks
Each week, each of the team members was assigned one of four roles within the team meetings: project manager, meeting chairperson, peer review coordinator or document integrator.
· [bookmark: OLE_LINK4]Week 1: We had a meeting at our home on the 10th of November from 13:00 to 16:00, and my role in this week was Peer Review Coordinator. I decided the specific plan of peer review. In details, my works in this week were as following:  Install MS Project, prepare questionnaire, find and edit the Purpose in the project. In addition, I done the work of peer review to the Cerys’ work.
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2] Week 2: We had a meeting in the library on the 15th of November from 11:00 to 13:00, and my role in this week was document integrator.  The main work in this week was the preparation of questionnaire and the secondary task was revise what we have created from the previous week. Besides, I reviewed the work of Jenny. In addition, because my role was document integrator, so I integrated the documents produced by my teammates. 
· [bookmark: OLE_LINK3]Week 3: We had a meeting in the library on the 22th of November from 11:00 to 12:00, and my role in this week was meeting chairperson. The main work in this week was the Schedule Interview Kim and the secondary was to prepare the document regarding to the Project Benefits. Besides, I reviewed the work of Cerys. In addition, duo to the my role is chairperson, so I set the agenda for the next meeting and took the minutes of meeting.
· Week 4: We had a meeting in the library on the 29th of November from 11:00 to 13:00, and my role in this week was project manager.  The main work in this week was to prepare the document about Human Issues in Project Management. Besides, I reviewed Jenny’s work – well done. In addition, because my role was the project manager, so I updated the Gantt Chart.
· Week 5: We had a meeting in the library on the 6th of December from 10:45 to 13:00, and my role in this week was Peer Review Coordinator. I set the specific plan of peer review. The main work in this week was to prepare the document about Project Control in Project Management. Besides, I reviewed Yan Zhang’s work – well done. 
· Week 6: We had a meeting on the internet on the 13th of December from 20:00 to 20:30.  The main work in this week was to prepare the document for the final Draft. 
summary
[bookmark: _GoBack]In the process of this assignment, I deeply understand the process of the project management, which is very useful to my future career. Besides, in this task, we have managed meeting each week and reasonable set the task and the deadline of very sprint. Through this assignment, I experienced real development process of a project, which is very meaningful. In detail, I met many difficulties. For example, at the beginning, I misunderstand the aim of this assignment. Fortunately, Jenny and Cerys spent much time to help me, So I found the correct way. In addition, Jenny and Cerys was the actually good leader to guide me, to introduce good method and plans. Finally, many thanks to my team members and teacher, I got much knowledge of the project management and most meaningful the operation methods in the project. For example, setting the task and the deadline each week, peer review and the roles - project manager, meeting chairperson, peer review coordinator or document integrator during the work.         
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