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[bookmark: _Toc36557562]Introduction
Project planners have a huge responsibility in accomplishing a given task. To begin with, they would ensure that the project is necessary so that they can identify what is required. They would also look into specifications, resources, time and budget. If it is applicable, the project planners will gather their thoughts and convert this into a plan. Once the plan is agreed on by all stakeholders, it is then that the plan can commence. A project is not a simple task, where it requires a couple of hours or just a day, a project is a series of tasks, combined to achieve a full result (Harned, 2020). This is also known as PRINCE2. A project has specific steps to take, which would have to be carried out to fulfil all requirements. This report will look at ways on how a project can be planned and implemented, and the tools and techniques that may be beneficial in a project.






1. [bookmark: _Toc36557563]The Organisation the Project Is Being Developed For
Vintners Antique is a family business who are seeking to develop a warehouse into a shop. To do this they need the help of project planners as they do not have much knowledge on transformation. The Vintners are a mixed team of family and friends. Some of them already have experience in working and running a business. Others have more knowledge on finding suitable products. Having a steering group in a project would allow members to see that the project is applicable, and it is running as planned. The main responsibilities of a steering group would be to manage, plan, secure and observe the plan for review, according to HSE (2017). The steering group is made up of project sponsor, finance director, specialist and user.  Denis Vintner will take responsibility as the project sponsor and ensure that the project is being delivered with the agreed requirements. Doreen will be in control of the finance as she has the experience of running a business so she will have more knowledge on how to deal with financial factors. Suha Madani is a design specialist so she will communicate with clients to ensure the best designs are being used.
2. [bookmark: _Toc36557564]Risks Associated with The Project 
Plans should run smoothly, without affecting the company reputation or creating unnecessary pollution. It should not affect the community. Noise and air pollution are already affecting the world so this should be reduced. Also, litter pollution can be a major problem. When removing rubbish, the company should hire skips or rubbish removal Van’s to minimize litter and obstruction. The company must consider the people and the environment.
The plan should allow time and costs for improvements as there could be potential damages. When fitting in office storage and partitions, an accident could occur in which more time and money would need to be invested. A mistake is preventable, but an accident is not. A mistake could be leaving wired unattended across the room or having wet floors without warning signs. These are mistakes but if someone was to trip over the wire or slip on wet floor causing severe back pain, that is called an accident. In case this happened, a person would need time off. All possible risks should be assessed and prevented. 
Project plans can sometimes have effect on personal life. It is important to allow time for personal dilemmas and that may arise for example if someone had to go to hospital for surgery for a knee operation and required two weeks off. Finally, it is important to consider whether the correct actions are being taken for the risks involved. Will they increase or decrease the problems? Plans can collapse. It is important to understand that many factors can impact the project, not just internal reasons. For example, the weather too can play a part. If there are severe weather warnings for heavy rain or snow, this could stop people from coming to work. If stocks are short, suppliers may not be able to provide enough for the Vintners.
3. [bookmark: _Toc36557565]Tools and Techniques for Project Management 
Iron triangle consists of time, cost and scope. This would determine the quality. The more time someone has within a project, the easier and more efficient the job will be. The less time they have, the harder the task becomes, and it is rushed. This could cause further problems. In teems of cost, when a project stays within budget, everyone can enjoy the benefits of the end result. If people go over budget, this would cause strain on the stakeholders and possibly the project. Not giving it enough funding in the first place could achieve a less desirable outcome. Furthermore, the scope of the project is also important. The bigger the project is, the bigger the problems may arise Viswanathan (2018).
Everyone will need to work co-operatively to complete the tasks within the time frame given. If time, cost and scope are all maintained, then quality can be seen in the project. Scope can determine the time and cost, however in some situations the time and cost can determine the scope. The more time and money require in the project, the bigger the project may be.
Delphi method is technique used to calculate the costs. It is where everyone in the team would guess a price of a product and then that would be added up and divided by the number of people guessing, and that would give the final answer. Even if it is a guess, it can come close to the real answer. The more people that guesses, and the more times this is practised, the closer they will get to finding the real answer. However, the problem with this Delphi method is that it can take up a lot of time. If the project has a short period of time it must be completed by, people don’t want to spend too much time guessing. It is easier to call up companies or search on google for a quote. Also, the Delphi method may bot always work. If there is only 3 people in the group, they could be very far away from the real price. 
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Fig. 1 (Source: Howard, 2018).
Microsoft planner is an online tool to store information. Team members and stakeholders can use this to add information such as their requirements and desires. They can also add dates when they want the tasks to start and when they want them to finish. Microsoft planner is also great for writing who will complete the tasks and all members of them team can have access to this. They also can add their own information. Other members will get notified once a new information has been logged. The information on Microsoft planner can be transferred onto a Gantt chart which is on Microsoft excel.

[image: Free Excel Gantt Chart Template]
Fig 1. (Source: Wittwer, 2019).
It is another online tool to record information. With this chart people can create bar charts to show how many jobs are in the project, who will undertake them and when they start and finish. The great thing about a Gantt chart is that that too can be shared.  Even engineers can log their information such as how much of the job is complete. That is if they are given access to this. 

4. [bookmark: _Toc36557566]How Plans Will be Communicated
A stakeholder is someone that has interest in the business, either having a direct effect on the business or having effect from the business (B2B International, 2020). Stakeholders have a right to be involved in the planning process as they all have to jointly accomplish the project. They should be kept informed through communication. There are various ways of communicating with each other. This can include emails, letter, online meeting, report, presentation, Facebook, Twitter, LinkedIn, reviews, comments, face to face, Microsoft planner and Skype. The image below shows a number of things that can be done using Skype for Business.
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Fig. 2 (Source: Novosco, 2018).
When people are given access to Microsoft planner, they can add information too and others will get notified of this. Skype for business is also great for communication. It enables distant contact with stakeholders for example if the project manager is away, they can contact the project sponsor, supplier and user through video calling. The project manager can add as many people as they want, even upload documents through screen sharing. According to Postolache (2017), knowledge sharing is important for business growth and stimulating innovation. Screen sharing allows everyone to view important documents such as the Gantt chart whilst the video is still on their screen. This is a good method for communication because it does not require travel or paperwork. This can also save time and that time can be used to implement the plans. The video call can also be recorded.
5. [bookmark: _Toc36557567]Personal Reflection and Recommendation 
It was not easy working with other people. The main problem was understanding. Other team members were not willing to listen or share ideas so that put me in an awkward position. I would tell them my ideas, only to realise I was talking to myself. The members of the team were not clear on certain aspects of the project for example what a steering group is and who to allocate where in that steering group. They also did not know that they had to involve the Vintners. The group thought they all had to create a business of their own with only their members. As I was trying to tell them we must include the Vintners they pretended not to hear but when I consulted staff members, they listened well. They were not too happy with the confirmation as that made them feel they lacked knowledge. They said not to ask too many questions. I was pushed out of the group but that could be due to my poor attendance.  To develop myself I will have to ensure this does not repeat again and I will ensure to speak clearer in future until I am heard. When I suggested to do the Gantt chart the rest of the team agreed however they ignored this and later presented one themselves. 
I suggested plumbing engineering would take a couple of weeks and we should expect to pay a large amount, but again the team had their own ideas. Working in the plumbing industry myself, I am confident in the length of time and cost it would require but the group showed no confident in me and just disregarded my opinions. According to Cobb (2012, p. 162), different stakeholders must negotiate their interests to arrive at a specific set of concrete project outcomes. It is better for team members to confront the difficult choices early in the project rather than later.
All members of the team should share responsibility and should seek to cooperate with each other as this is very important for a successful project. There was a leader in the group but he did not show strong leadership skills. I have experience in leadership so in future I could be a role model and take that responsibility.  Also, I will in future give different tasks to different members of the team and regularly contact them to ensure they are on board as some vital information could be missed out. According to Miller (2017, p. 553), our ongoing challenge is to integrate responsibilities to people.
As I was not prepared properly, my performance during the Skype call was not very professional. I could have explained my self better and given more eye contact with the other stakeholders. As a result of my poor performance, I have not helped the team sell the plan. The Vintners were not confident that we could pull this off. In future, I would take more responsibility and make sure to be heard. I would also improve my attendance and communication skills and show more understanding so others could gain confidence in me. 
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