
WORKED BASED PROJECT
The Pines – Reflective Journal



About Artisan Flooring ltd:
We are a 15-year-old independent and private company that fundamentally provides the service of installing floor finish coverings. Our clients consist of main building contractors who can be undertaking refurbishments of hospitals for example or new builds such as my current project, which is the new development of 26 units a variety of houses and apartments.
This makes us a sub-contractor to these main contractors however, we do occasionally carry out our services to the main client directly from time to time.
The service we provide and that I’ve been providing as part of my project to develop my career progress starts from receiving a tender from the client. We read through what is being asked for and base a price to cover the request. If the tender is accepted, we liaise with our client to work out start dates and progress programmes. Then we send our operatives to carry out the works of installing the floor coverings while managing material orders coming to the warehouse and going to site, the operatives and any issues that may occur on sight. This all done professionally so we can finish with a high-quality service and product provided. 

Artisan’s Health and Safety management:
Artisan Flooring being a medium sized company has a number of implications regarding health and safety to account for. The company has to ensure employees are safe and well equipped with the correct PPE to ensure their safety while carrying out work. The operatives all take time throughout the year to attend toolbox talks, asbestos awareness courses and various other events to help their safety and wellbeing in work. 
All jobs we take on have a risk assessment and method statement completed and sent to the client before we start work. This is to show what tasks are the dangerous ones and how we are introducing measures to keep everyone safe, I help with this by completing these documents and sending them to our clients.
An example of this is while cutting materials to lay our operatives use a straight edge to allow for a straight accurate cut, the operatives once used a metal straight edge which in past cases has causes their knife to slip and slide off and offers no resistance in slowing the blade down, sometimes leading to operatives injuring themselves. Since this was found to be an issues the company has since banned these and implemented thicker plastic ones which are harder to slide off but if so the blade cuts into the plastic creating more resistance and providing operatives more time to react which is why we have provided these to our employees on this project.

Who’s involved in the project within the company?
Management is primarily involved with the project from tender stage to completion. This is the department I work in as a trainee contracts manager. There is a tender stage department who have software called a ‘callidus package’ which calculate the amount of material needed to complete the job allowing us to price accurately and accounts for everything. 
One of the most important sectors are the labourers which carry out the service required, these are the employees who I will be working alongside guiding on what tasks are needed to be completed next for the project. 
Company software and plant used for project:
As mentioned the callidus software is the main software used for projects like this to calculate material nett amounts and gross amounts to complete the job. There is also Sage which the accounting department will use to log and invoice each valuation as the job goes on.
Various plant is used from day to day jobs however this project will utilise basic plant and equipment such as Stanley knives for cutting material up to install, a cord drill with a whisk attachment to mix latex smoothing compound up to apply to the sub-floor. 

Materials and processes within the project:
There is a large amount of materials used with in projects such as this, for this current one I’m involved in materials being used consist of sub-floor preparation such as latex, adhesive and possibly damp proof membranes if the concrete sub-floor we lay on is too damp for apply latex otherwise it will crack and fail. 
Floor coverings being used are a type of cushion floor which is a 4m wide sheet and a wood effect safety vinyl which is used in the bathrooms due to them being a wet room. These materials will be laid down on top of our latex with the recommended manufacturers adhesive of choice. 
Once this is done effectively our main service is provided unless any snags occur In which we will have to go back and rectify any issues.

Company’s marketing:
Our company markets to the commercial sector of the building industry mainly as these provide us the main amount of our work. Once housing sites are finished like this project communication with the tenants can develop due to good quality of services provided leading to repeat business sometimes. Due to us targeting the commercial sector mainly we don’t attend or put on events however there has been occasions where there will be a flooring trade show which supplier will provide us materials to use and try out and review for them on how good the quality is.

Time carrying out project:
I’ll be working on this project amongst other tasks and projects I carry out during work on Monday to Friday. Approximately 3 hours a day could be dedicated to this project with sorting materials out and helping the operatives with what rooms are being laid and to sort out any issues that occur while communicating with site managers. 
This benefits me by progressing me towards my career goal of becoming a full-time contract manager and achieving a better understanding how jobs run and work through the various stages. I look forward to seeing how it develops and what a learn to improve my future management skills. 


First skills learned in the initial period
Since the project I’ve been involved in started up to this first instalment of my reflection, I have developed a couple skills. I have improved mainly my technical understanding of the sub-flooring preparation stage of my industry and improved my communication skills.
This was done by going to various site meetings and discussing with the site manager and my college about sub-floor preparation to shower rooms in houses. Originally the showers were to have a level access shower tray which the sub-floor was to be raised too and match. This creates a gap between the screed and tray which can causes our latex to fail once laid, if this occurs it will be visible and unacceptable. 
My college Mark and I made the site manager aware of this issue and after a few days on another site visit the site manager informed me they had managed to change the specification to removing these trays and instead having the sub floor slope down into a corner which will allow the water to run away smoothly without creating issues for our lataxing.
How have you used the new skills learnt in the workplace?
These skills have giving me the ability to be more confidence in my understanding of the process of floor coverings being laid. This has aided me in feeling more confidante in also communicating with others in this, site managers being one but also quantity surveyors who we are tendering for. I have found myself more willing to talk to them in asking questions about a tender we are carrying out and in building a business relation than I did before. 
What was the highlight?
The highlight for me was the talks I was involved in with the site manager as I enjoyed diving into this new role I’m embarking and gaining experience. I found myself willing to organise what needed to be carried out next and discussing this and arranging labour to arrive on upcoming days to carry out works, fundamentally enjoyed the of managing starting to develop. 
What parts of the tasks were most and least challenging?
Most challenging was initially getting into the rhythm of speaking confidently in the first few site meetings however once I felt more familiar I started to overcome this quickly. 
The least challenging was organising work for the operatives to do as I have helped out in the past with the contracts managers by writing up CRs and handing them to the fitters along with the needed materials so they can carry out their work for the day. 
How are you progressing according to your objectives?
I am current impression is I am heading in the direction I had foreseen myself wanting to go towards. This is mainly because I have had a number of site visits already now and one being on my own, while doing so my communication skills with the site manager keeps getting stronger and It has giving me the confidence boost I’ve been wanting. So much so it has made me take my CSCS test for managers and professionals which I have passed. 
At this projection I am currently pleased with my progress in my objectives and look forward to seeing how it develops in the upcoming weeks.

New skills learned or improved in the second interim period
In the last fortnight I have felt my organisation within running the project ‘The Pines’ has improved which has helped me with two points, one being my confidence and that leading to me having better dialog with the site managers there. This has come from Artisan Flooring’s monthly valuation period which is the process of reviewing what work has been carried out by the company and under my management of this project.
I called the flooring operative carrying out the flooring installations on site to have a quick progress meeting on the work been carried out since the last valuation. As shown in Appendix 1 is a drawing printed out of plot 1 + 2 of The Pines. The fitter and I looked at all plots from 1 to 26 in the same process of going through marking off what work has been completed and what is outstanding with any possible reason with why work is left outstanding. 
This helped me get prepared and compose myself to be more organised and confident for the site meeting for the valuation review. The reason this is vital is for the reason (Designingbuildings.co.uk, 2020) mentions of that site meetings are important parts of successful management which leads to successful projects, also failures are frequently produced from improper management and poor communication.
How have you used the new skills learnt in the workplace?
These skills have provided me with the confidence to walk onto site knowing what should have been completed and what to expect with in the plots. Upon arrival I got the site manager to have a walk around with me to review the houses as a double check so that we can both be reassured everything is in order in regarding what I have listed as completed which was the case. I had already typed up what we had done on the valuation forms provided to us by Morganstone which helped the process speed as the site manager and I sat down and review these documents and ticked them off and signed to show completion which lets Artisan Flooring get paid for these work. 
What was the highlight?
The highlight for this period was the sheer confidence I felt I gained when walking on site with my paperwork all sorted out ready helping me feel prepared for anything to be hurled at me. It made me feel like being organised is clearly beneficial in this industry with how hectic projects can go that this new organisation confidence would help ease that manic atmosphere within the industry. 
A close second was liaising with the Callidus operator within Artisan Flooring who printed out the drawings I needed to mark up as that was a key element of helping my organisation being developed. 
What parts of the tasks were most and least challenging?
Most challenging was initially getting the whole paper work together while juggling other tasks for other contracts managers who need my assistance as it was best part of half a day liaising with the Callidus operator to get the drawing I needed exactly marked up and printed then working out with the flooring operative what areas had been done marking them off and working out how much the areas came to prepare a valuation to be submitted. The least challenging was the process of going on site to discuss the areas which have been completed as the confidence boost from the preparation and the last visit aided me massively in this.
How are you progressing according to your objectives?
I fell that this is the biggest step I have taken towards achieving my goals as the day I held my site meeting the confidence I acquired was tremendous, however I don’t want that to go over my head as I still need more time to slowly build it all up so it is a constant trait within my personality which will follow me throughout my career. 




























New skills learned or improved in the third interim period
I have recently had a progress meeting on site on the 5th March. In this meeting which is the first progress meeting I’ve attended I started out anxious due to me not wanting to relay any incorrect information, however I did make sure I had all paperwork reflecting what works Artisan Flooring has carried out. This helped me feel more secure about what I needed to say and when asked if certain areas had been completed and myself providing the answers each time, I felt more confident and I believe this is aiding me in presenting whether it be small loads of information or a full presentation done by myself. This is why I agreed to go along to each progress meeting that Morganstone are holding, firstly to help them and Artisan communicate with each other helping the job run smoothly and secondly to increase my presenting performance.
How have you used the new skills learnt in the workplace?
I have still yet to really use the skill of presenting properly since the meeting, I do feel an urge of enthusiasm towards the next progress meeting that will be conducted. The better this skill is improved the better I will be able to conduct myself in a professional manner without sounding like I’m in a panic state, which in this industry is needed as the more professional people are normally results in a smoother experience.
“RICS professionals demonstrate their commitment to ethical behaviour by adhering to five global professional and ethical standards” (RICS, 2020), the standards are showing below:
· Act with integrity
· Always provide a high standard of service 
· Act in a way that promotes trust in the profession
· Treat others with respect
· Take responsibility

I believe that this skill will help we work towards achieving these standards which will show a great level of professionalism within myself. This is down to presenting at progress meetings more often I can take responsibility for what Artisan has done tor not through me leading the project for soft floor finishes. This will in return aid the service I provide to be of a higher standard which has a knock-on effect for good.
What was the highlight?
The highlight of this progress meeting was seeing how organisation can really make a huge difference within the industry. By sitting down with other sub-contractors you can all liease with one another to discuss deadlines for achieving items being done such as Artisan finishing the vinyl to shower rooms in certain plots, which helps the cladding sub-contractors have an idea when they are liking to go in after Artisan to do their work cladding the walls to the coved skirted vinyl floor.
What parts of the tasks were most and least challenging?               
Most challenging was the initial sit down in the meeting for the first time with all the sub-contractor manager, it was the reason for my small level on anxiousness which made me nervous. Once in a more comfortable state it was easy to relay the information of which plots we had laid and what is currently outstanding.

How are you progressing according to your objectives?
I feel I still am progress towards my objectives of being a more confident site manager role within Artisan Flooring, which I hope maintains alongside the near ending of this project.

























New skills learned or improved in the fourth interim period
Due to the recent outbreak of Covid-19 in the UK and across the world, businesses have been affected. Artisan Flooring has been one of these companies that have been affected due to sites closing down which has decreased the work activity in the company as people are following the governments guidelines. 
Despite all this occurring Artisan Flooring is still finding a way to operate as much as possible by working from home. This has helped me improve my IT skills by being involved in a number of video conference calls with other contract managers in the company to discuss how current jobs are going and what is happening with the companies labour. This was the first time I have been involved with a video conference call.
Further to this I’ve been carrying out valuations for ‘The Pines’ job which is the invoice for all the works we have done fundamentally. At this point all flats and houses are complete with only the communal areas to the flats needed to be done which will need to be organised in the future. This is because Morganstone have closed the site down until further notice.
How have you used the new skills learnt in the workplace?
These skills have been used in order to communicate to other managers to discuss activities within the company despite the house isolation going on for all. I also have used these skills to take time to talk with Mark Stevens my senior at work to learn how valuations are done to be able to carry my own one out for the project I am running. The valuation I done to learn this process along with Mark can be seen in Appendix A, this valuation was done for the contractor Speller Metcalfe, the job being a wester power distribution building in Llansamlet. This is another job I have been now running since March 16th. 
What was the highlight?
The highlight of these whole procedures and events is that I have managed to drive my skills further forward aiding me in being able to take on further jobs making me currently in charge of a total of three projects, this being from the skills I have learnt which I feel excited about because it is striving me closer towards the independent contract role I am after.
What parts of the tasks were most and least challenging?
Most challenging the tasks carried out during this crisis of Covid-19 is the delays it has caused. This is regarding sites closing down and the major delay is trying to get in touch with people as I am unable to leave the house to go to site to see jobs as it isn’t essential, I am relying on our fitters to relay information back to me which means I’m waiting on calls in between them fitting material. This hasn’t caused a huge impact but more of an inconvenience. 
I’m feeling during this time there really hasn’t been a least challenging task or moment due to everyone being hands on with calls, quotes, valuations for work it has been hectic and with the fact of not being able to leave has added to the difficulty.
How are you progressing according to your objectives?
My main objective of gaining skills of practical knowledge and communication skills has come on a long way which has immeasurably supported me in being able to manage more jobs, while still managing the original project. This gives me great confidence in my capabilities in achieving my objectives.
Reflection Phase 

What has been learnt from this project and journal?
Personally, I feel far more confident about myself in any given situation as I know feel as feel I need to be listened too just as much as anybody else is. This has also helped me professionally as it helps me interact with others more easily as I’m less passive in trying to discuss my point or given out jobs for labours to carry out. 
I completely feel more knowledgeable in the whole process of running a project from start to finish which includes the tendering process with pricing and assessing the job, to winning the works and organising a programme to stick too and provide each phase to the labourers to carry out, then carrying out valuations for the company to get payment to the final stages of completion including any snagging required. From this I have gained a greater understanding on what to expect in the future.
Going forward from this I’m going to be putting myself in to these situations a lot more frequently in order to excel these skills and my role within the company. 

Journey towards your goals
Since the start of this project I had a couple of goals I wanted to achieve which were to all aid me with becoming a contracts manager in the future, which I am now transiting over to from an assistant. One of these goals were improving my communication skills as an individual to help with dialog towards clients, site managers and Artisan Flooring’s own staff or labourers, this I feel I have improved the most and I have completely secured as I now have no problem in the recent encounters I have been in unlike I used to before this was done. For example Morganstone talked to as at one point during the job about issuing a NCR (None-conforming Report) about us being behind schedule and not having the labour available however, as I and my college Mark felt this was unreasonable due to us having other works on and Morganstone weren’t always given us areas on time we had a meeting to discuss our issues. Once our side was listened to, they then agreed they were being harsh as they couldn’t expect us to constantly keep labourers free of work until Morganstone was ready, as in the pre-let I told them that at least a week’s notice is required for us to book in work. This issue was then resolved, and more organised arrangements of work was carried out going on through this form of communication
Another was to learn more about the practical side of floor installation. I have learnt a lot in the field which I am pleased with however, not as much as I’d like and there is still way more to learn which wouldn’t have occurred in this specific project as each job is different. This goal hasn’t been completely achieved and fundamentally takes years of learning, consulting labourers and conducting site visits. I do believe I made good progress within this duration, I learnt the processes of sub-floor preparation cleaning, latexing for level and smoothness, followed by adhesive dependant of the flooring different types of adhesive is required, then laying the flooring, in this jobs case was 2mm thick vinyl. It is worth noting I learnt that sheet vinyl is meant to be stored in the room of laying at a suitable temperature to clematises which enables the sheet easily laid otherwise its stiff and curls up from the adhesive.

Changes in future reflection journals
I have considered this reflective process from start to finish to have gone successful, due to this I wouldn’t change anything if I were to do this again in the sense of the procedure of tasks. I would change the goals for the reasons I have tackled them all rather well in my opinion. I’d consider changing the goals to be more relevant towards the role of a contracts manager, so I’s say targets like securing more tenders or at least quoting for more tenders to increase productivity for the company in the assumption the more tender is done the better chance of bringing in projects. 
The reason for this is because I really want to drive myself to the top position I could possibly go in this company of Artisan Flooring and one day achieve a higher role than contracts manager which is director. This is years of work tough and will not be easy however with constant work and self-reflections to see how I can. Improve I’m confident this is possible.

Has the project changed your ambition or strengthened it?
This project of self-development and reflection has absolutely strengthened my ambition for a managerial role within Artisan Flooring which is practically occurring now during this project. I have enjoyed the progress I have made and how I have done it and I wouldn’t change the experience I have learned from this as its irreplaceable. The amount learnt from the experience has completely sold me the role of contracts manager and how much I want to improve it and become a more senior role of contracts manager, that brings the increased responsibility, control, managing and organising of work which is what I enjoy most about my career.  
This has most certainly excelled my progression as the process of reflecting myself at interim phases has helped me evaluate myself and able improve my activity and myself individually better and quicker than if I were to carry out work and not review myself. 
I am certain this will stick with me and I aim to improve myself further to strengthen myself to become a valuable asset for the company Artisan Flooring and I hope that I’ll become a big part of the company.
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The Garage

Ground Floor

1st coat of latex smoothing compound 50 |m2| @ | 5.25 262.50
1 coat of DPM 50 |m2| @ | 6.50 325.00
2nd coat of latex smoothing compound 50 |m2| @ | 5.25 262.50
Altro Stronghold 3mm 46 |m2| @ |31.95 1,469.70
Altro Stronghold 100mm high coved skirting 52 |m| @ | 995 517.40
Eirst Floor

1 coat of DPM 58 |m2| @ | 6.50 377.00
1 coat of latex smoothing compound 58 |m2| @ | 5.25 304.50
Altro Stronghold 3mm 58 |m2| @ |31.95 1,853.10
Altro Stronghold 100mm high coved skirting 43 |m| @ | 995 427.85
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