2

University of Wales Trinity Saint David 
(UWTSD)

Managing Project in the Organisation 
(BMSW5104_CARD)



			Project Planning and Management Skills for workplace Program






Sarwat Zareen Asfi
1905650


[bookmark: _Toc75467275]Executive Summary
This report is based on the Skills for Workplace Project requested by University of South Wales Trinity St Davids (UWTSD) to demonstrate critical thinking and knowledge related to project management and hiring student for Skills for Workplace Program. This report presents the specific knowledge and management for Project Life Cycle (PLC) stages to achieve the project objectives and goals within the time frame set by the team. 
The report starts with introduction of the project and follow through the main finding which is structured around  phases of project life cycle (initiation phase, planning phase, execution phase and monitoring and evaluation phase.
To determine project management was conducted by highlighting specific tools and techniques, examining a variety of elements including a stakeholder’s analysis, project life cycle, Work Breakdown structure (WBS), Gantt Chart, Network Diagram, Risk Analysis, Monitoring and Evaluating the project and recruiting new applicants for Skills for the Workplace Program at University of Wales Trinity Saint Davies (UWTSD). 
The Initiating phase for the Skills for Workplace program is vital for the process. The team was forms by using Belbin Team role, aims and objectives was identified, deliverable tools and technique, schedules, procedures, and resources were established for successful end result. 
[bookmark: _Hlk75346015]In planning phase for this project, the team created the plan to outline the strategies for assigning the task to the team members according to their skills and knowledge. Quad Chart and Stakeholder Analysis was conducted at this stage for developing the understanding and build up strategies. 
[bookmark: _Hlk75348480]The execution phase of Skills for Workplace project the team collaborate and review the budget, timeline, quality of work, and communication with stakeholders. The Work Breakdown Structure (WBS), Gantt Chart and Network diagram was applied.
In the monitoring and evaluation phase risk analysis was conducted and aided by PESTLE analysis, SWOT analysis and Iron Triangle to evaluate the project objectives, tools and techniques, and the activities of the project. Self-reflection was also conducted in this phase using Gibb’s Reflective model for future projects in workplace.
The recommendation and conclusion and references were added at the end of the report.
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[bookmark: _Toc75467276]Introduction
Project management is the application of procedures, techniques, Skills, knowledge, and understanding of achieving project goal according to the project recognition standards (AMP, 2017). 
Skills for workplace program in leadership and management is for those students who would like to progress towards graduation from the university. This program will help them to achieve Higher Education Certification that can be benefited for future jobs and existing workplace. 
Skills for Workplace Program encompasses learning based on work and experiences which can be limited in the breadth of time and resources. The growth of distance learning due to COVID-19 has given the project to go online with minimum resources and recruit prospective candidates for the certification (UWTSD, 2021). Distance learning also gives the tendency to the project to induce such candidates who are currently doing full-time jobs or have to stay home and isolate. The career stage of the participants in the project will give them confidence in the job market and improve their effectiveness and credibility in working environment (Schneider and Council, 2021).
[bookmark: _Toc75467277]Main Findings
Skills for Workplace Program can be start of a career towards graduation or post-graduation. An amalgamation of a certificate and degree can give the student a competitive edge at the time of application for employment (Brooks, Greer and Morris,  2018). Programs of certification are typically particularised in certain Skills and field or area of industry and are inclined to be concentrated on competencies of technology instead of coursework of academia. For instance, where there has been efforts and chances to participate in plan what goes in the degree and linked certificates by those having two qualifications. 
Organisations and student’s manifest satisfaction’s high level with the knowledge which is complementary presented Skills and understanding. The delivery’s option of certificates is not prohibited only to the undergraduate level (Gauthier, 2020). Students at the Master level and especially students from abroad, advantage of Skills for professional development, professional modules which give chances to familiarise themselves with regulatory and standard requirements specific to a country, processes of work and practice codes of the industry which apply to various occupations.
The issue that arose initially associates with the nomenclature the Skills employability, personal Skills, generic Skills and the terms core Skills are most of the time interchangeably utilised, along with tendencies and abilities. Although the Skills and employability are most of the time associated, they are not identical necessarily (Maxwell and Gallagher, 2020). The agenda of Skills may be perceived as the employability agenda's portion; nevertheless, it may additionally be perceived in the widening access' agenda to education at a higher level in assisting students to develop the Skills required to thrive in their courses (Holzer, 2015). 
According to Gauthier (2020), “in the British context, in particular, there has been a focus on the development of generic Skills for graduates. This has been prompted in part by calls from employers, who look to higher education as a major provider of highly able and Skilled people and who say that higher education needs to become more relevant to business needs. 
[bookmark: _Toc75467278]Project Life Cycle
The project management life cycle is a series of phases that imply the progression of a project (Aston, 2021). The key skill of a project manager is to obtain a detailed sense of project managing stages. Understanding and organising for the five phase will help organising the Project so that it goes off without any delays (Brown, 2019). Successful completion of “Skills for the workplace program" requires a sequence of tasks to conform to stakeholder’s requirements (Nguyen,  Anh and Linh, 2020). It keeps the project more viable and organised to execute from starting to completion. The main competency of the project manager is to get a complete comprehension of stages of project management. Planning and management for the five steps to manage the “Skills for workplace program” project will assist the team to organise and plan projects; thus, it completes successfully without any hindrances. It is not complex for the manager of the project to regulate all the current details of the project at the time the breakdown of the project in different phases (Nguyen,  Anh and Linh, 2020). Each  phase is oriented towards a goal having its own characteristics set and has deliverables of the product that are swotted in the final steps of the project.
[bookmark: _Toc75467279]Phase 1
[bookmark: _Toc75467280]Initiation Phase
The Initiating phase is crucial for the project management process. The enrollment project is an understanding of the tasks and objectives is met through a project brief that outlines the objective and requirements of the project (Morton, 2017). In this phase of the team was created, during the brainstorming process the objective was recognized, and the goals were set to determine the opportunities, deliverable tools and technique, plans, procedures, and resources. 
Dr. Meredith Belbin’s investigation indicated that team worker tend to have different ‘’team roles’’. Belbin categorized a team role as a ‘’tendency to work, contribute and connect with others in a certain way’’ (Fisher et al., 1998). Based on Belbin team role theory for Skills for Workplace Project the team was constructed according to their skills and knowledge (Belbin, 2004).
[bookmark: _Toc75467281]Project briefing with a facilitator
Providing an efficient and effective briefing has happened to be a fundamental Skills for those in the position of leadership. One prime to deliver a lucrative briefing is to realise the essence of the project and comprehend the objective for conduction of the briefing. An outline which is organised well for some supporting information and strategic notes, for instance, some do not complex nevertheless highly pertinent audience or slice handouts were the tools we need at the podium.
[bookmark: _Toc75467282]Group formation
The formation of a group method that objects to give a successful experience of teamwork is proposed. Learners were inquired questions from a questionnaire to analyse their profiles of teamwork and are allocated to groups through an aiming algorithm to obtain full diversity in groups and harmony within groups (Trinidad Raz and Magsalin, 2021). The complementarity profile in a group is an essential aspect to the motive commitment of members and coordination to obtain the goals which are proposed. The method which is proposed is contrasted to a method of standard selection for three graduate programs in various years of academia.
Quad Chart:
Quad chart gives clear view of Skills for Workplace Program. It will provide transparency on the project significance, used for planning and communication objective, shaping the proposal into controllable pieces. The tool is divided in four sections in regards with Skill for Workplace Program.
· Purpose: Promote knowledge and awareness to improve skills for employment. 
· Stakeholder: Students, Team, university, local community, program coordinator 
· Desired result: Boost job market, improve necessary skills for employment 
· Measure of success: new students enrolled in the program, obtaining Higher Education Certificate, constructive feedback from graduates (Subiyakto et al., 2016).
Furthermore, two more sections were included in the chart.
1. Motivation: this programme can bring knowledge that can develop an improve student employability skills (UWTSD, 2021).
2. Secondary Benefit: enhance communication achievement and improve self-esteem to fulfil workplace challenges (Baldwin et al., 2011)
Limitations of Quad chart:  Quad chart can be extensive  processes, if good teamwork is not in place, it is hard to achieve the goals and objectives. 
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[bookmark: _Toc75467284]Planning Phase
The planning of the project management is a time when leadership builds the roadmap of the project encompassing the plan, scope, schedule, constraints of the project, risk analysis and work breakdown structure. 
Skills for workplace program, the team was form and tasks were specified according to their skills and knowledge. All individuals were accountable to the specific task: producing and distributing flyers, getting feedback, organising marketing campaign and promote on social media. 
Furthermore, the team meets and outlines the details of the project from start to end. Generating a plan that leads the team through the execution, performance, and closing phases of the project management process (Aston, 2021).
Students who are graduated recently will be motivated to register with the project and become skillful individuals (Remenick and Bergman 2020). 
In the planning phase for Skills for Workplace Program the interested candidate will be informed the registration process, student finance, the UWTSD social media platform and website which enable them to access for variety of information related to the university (Alhawsawi, 2020). At the end of the project, the information of the students will be given to the program coordinator for assessments and hiring process.

Stakeholder Analysis
Stakeholder in this project characteristically signifies people who have invested in the project and the student's success and welfare, encompassing “managers, educators, staff members, students, parents, families, community members, local business leaders, and elected officials such as school board members, city councilors, and state representatives” (Alhawsawi, 2020). Precisely, stakeholders are the people who have any involvement in the project, which stands for that they have a financial, civic, professional or personal concern with the project (Dede, 2020). 
Also, a stakeholder may play a role in the learning-based community that signifies the connection between the universities and the local community, that encompass history heritages and literature, and top experts in the locality natural environments and institutions (Nguyen,  Anh and Linh, 2020). 
Skills for Workplace Program stakeholder analysis have different influences on the project:
Student, Applicants: Highly influential candidates as they are going to bring recognition of the program and sharing knowledge and experience throughout their time in university and afterwards.
Team members: Highly important individuals as they manage the project by advertising, communicating and hiring the new students.
University (UWTSD): University is a highly influential educational organisation that delivers the programme for the students and further assistance on the program, academic data, student finance loans and grants. 
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The execution phase based on team’s collaboration, reviews the budget, timeline, resources, quality, communication with stakeholders are done for the success of the project (Watt, 2014).
In the Skills for Workplace Project, the execution phase was based on WBS (Work Breakdown Structure), Gantt Chart, and Network diagram.
For the better understanding and knowledge of the team members execution phase cab be highlighted through three essential tools WBS, Gantt Chart and Network diagram. 
WBS (Work Breakdown Structure)
Haugan, et. al (2001), described WBS restart either as an informal list of activities or in a very structured way, depending on the project and concentrations, and it can end weather the planner wants to it. The goal is to have a useful framework to help define an organise the work and then to get started doing it. It is a process of specifying the project objectives and focusing on product, service, or result to be provided to the customer.
Identify special specifically the product, services, or result as a deliverable or end item to be provided to the customer.
The project’s objective is to promote an understanding of a curriculum and to recruit students for this programme for future job prospectus and  employment achievement (UWTSD, 2021b).
To establish understanding of the programme, the team organise a marketing campaign, design flyers and post it to social media, community centres, high schools, local supermarkets and YMCA hub. The team will investigate the feedback from the graduates and analyse the result to promote the skills for workplace program.
The detail of any interested individual will be forwarded to the skill coordinator.
WBS Benefit and Limitation:
WBS benefit include the objective and productivity, identification of risk and analysing how to prevent it.
WBS limitation include no description of time limit of any task, doesn’t show the resources of the task, doesn’t have a pattern how and when to carry out the tasks.  (Akkartal, 2021).
Work Breakout Structure (WBS)
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Gantt Chart 
Gantt chart is one of the project management tools which improve the time management and planning of the project (APM, 2021).
Advantages of Gantt chart:  The project can be managed in a reasonable time frame. 
Disadvantage of Gantt chart: Needs renewing all the time to know the update of the progress which take time.

Gantt Chart for Skill for Workplace Program
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Network Diagram
Network diagram tool is a presentation of a project work base.  The project progress flows from start to finish and it can be assessed that which activity took longer during project life cycle (ProjectManager.com, 2020).
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[bookmark: _Toc75467288]Monitoring and Evaluation 
In Skills for Workplace Program, the monitoring and evaluation risk analysis was executed and facilitated by PESTLE, SWOT analysis and Iron Triangle to evaluate the aims and objective of this project and reviewed to ensure the project runs effectively and according to the time frame (Lim, 2021).
Risk Analysis
Risk Analysis identify as a reviewing factor in the project which can affect the success of project negatively and indicate the project management team and the organisation the fallbacks and determine the decision making process (Kaplan and Garrick, 1981). 
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Swot Analysis
	Strength
The strength of the project is that it has a real scope in the market as more and more students are looking for certifications to polish their Skills in order to perform at the workplaces. So, this project will need very little investment on the market to reach the prospective candidates.
	Weaknesses
The weakness of the project is that currently, the project lacks the individuals in the higher positions in the big organisations who can regularly come and mentor the students about their organisation demand from the candidates in order to recruit them.

	Opportunity
The growth of distance learning due to COVID-19 has given the project to go online with minimum resources and recruit prospective candidates for the certification. Distance learning also gives the tendency to the project to induce such candidates who are currently doing full-time jobs.
	Treats
The threat to the project is also the pandemic which can hinder its proliferation. Only the online presence of the project is not enough; it is the need of the hour that the project has a proper location with modern classes. 



PESTEL Analysis
Political- Due to Brexit, many potential applicants from other countries may miss out on the opportunity to apply due to the limited time allotted for the project and the fact that they will not be prepared with all of the essential documentation to study in the UK.
Economical- Lack of information regarding the finance can affect recruitment. Lots of grants and financial help make available for the students.
Social- weak marketing promotion of the program in local communities.
Technological- Covid 19 pandemic has cause a hurdle for those who does not have digital understanding.
As registration and assessment of new applicants been done digitally a lack of digital skills can affect the hiring of new applicants.
Environmental- the project does not come with any environmental risks. 
Legal- International student can be affected due to their residency issues or visa process  (Bush, 2019).

[bookmark: _Toc75467289]Evaluation
[bookmark: _Toc75467290]Soft Outcome
In Skills for Workplace Program the project team managed to complete all the tasks assigned to them, in the process they have gain personal attributes, Skills, and crucial knowledge, experience and understanding of the project and the work environment. Although the team communicated efficiently however, one team member stands down during the process and rest of the team collaborated to finish the task. Support and encouragement were the key part of this project, and the team built a very good professional relationship between them. Overall, the project findings encompass the good performance of teams and project manager.
[bookmark: _Toc75467291]Hard Outcome 
The project manager and team conducted the survey and feedback form to identify the progress of the projects and conclude if the project is achieving what it was envisioned. 
[image: ]The feedback from establishes the results as follow: 
· 100% would recommend the course.
· 80% students were happy with teaching method.
· 60% student’s expectation were met. 
· 70% would recommend to study in UWTSD.

Skills for workplace course will concentrate on developing Skills of the students in their academics, personal skills as well as professional skills.  Application for a job that can manifest that they establish such Skills will have a real benefit (Holzer, 2015). To obtain these workplace Skills, students will require to plan their work over a year to provide them sufficient time to improve and practice their Skills to obtain feedback and to evaluate and monitor their performance. 
[bookmark: _Toc75467292]Self-Reflection On Project Management Skills 
Self-reflection was conducted by using Gibbs’ Reflective model (MindTools Team, 2019).
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Being a Coordinator and team worker, I have used my methodical approach, and ensure everything is going according to plan (Belbin, 2021b). I have demonstrated good management and organisational skill during the project to achieve a common goal with other team members. However, this project made me aware of my capabilities and where I need to improve for future projects. 
[bookmark: _Toc75467293]Conclusion and Recommendations
The main finding of this report determine the  effective outcome for the Skills for the Workplace Program for UWTSD. The project life cycle supported the project framework by using the tools and technique that give the team better understanding of the project’s aims and objectives. Implementation of these tools gave the better view of the starting and ending of the project. The focus was maintained at the start and during the project for achieving the goals. Project management values and procedures provided advantages when used strategically during the project life cycle. 
Skills for Workplace program encompasses learning based for future job prospective, more research is required to expand and utilise the project team cognitive readiness to all future projects. The Skill for Workplace program should expand on international level, especially students from abroad, who can take advantage of Skills for professional, personal development, and giving them chances to familiarising themselves with regulatory and standard requirements for specific job roles, processes of work and practice which apply to various occupations. The strength of the project is that it has a real scope in the market as more and more students are looking for certifications to enhance their Skills in order to perform at the workplaces. 
[bookmark: _Toc75467294]
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Risk Analysis for Skills for Workplace Program
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Quad Chart UWTSD Skills for the Workplace Program

Purpose (Aims and Objectives)

o To recruit the individual for Cert HE Skills for
workplace program.

o Deliver diversity by discovering and promoting
talented individual
o Helping community and encour:
recognition.

ging self-

Desired Outcomes
(Critical Success Factors)

e The desired outcome of the project is to enhance
the job market.

® Provide the students with the necessary Skills
which are required to get employment.

Secondary Benefit:
Develop communication and achievement at workplace

Improved Self-esteem, enthusiasm and job fulfillment in
workplace.
Build Up confidence and strength (HeppSY, 2019).

This Program bring knowledge that can develop and
improve student’s employability skills (UWTSD, 2021).

Stakeholders (Customer)

* Students

* Team

*  University

o Local Community.

Measure of Success
(Standards and Criteria)

e Student enrolled in the program

e Attaining the Certification

® Positive feedback from the graduates.

o Promoting the demand of this program
by demonstrating the positive feedback
from the organisations.





