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[bookmark: _gjdgxs]Define a complex problem in the workplace, including its scope and impact
During this assignment I will be identifying my problem that I have in my current workplace.
I currently run a letting and property management business and I have been receiving a few complaints that a member of my staff is falling behind and not completing tasks on time.This is a big problem for me as  if the landlords  are not happy they could take their business elsewhere as they are not getting the correct service that they pay for  and also by them falling behind other staff members will be doing more than they should be and then feeling the strain.
problem:  staff member falling behind on tasks
scope:      Me, landlords,tenants,colleagues,media team,friends
impact:    reputation of the company,loss of trust from landlords,loss in trust with tenants,team not being a team,friends and family will notice lack of time, bills not being paid,referencing agency will not have paperwork,media team wont have been contacted,maintenance team won't be booked for jobs.
As you can see by just identifying this one problem  and looking at the scope and impact numerous people will be affected.










[bookmark: _30j0zll]Analyse information on the identified problem, to help inform the decision making process
who: who is experiencing the problems?
landlords are not getting the service  they pay for
what: what are the impacts and symptoms?
landlords and tenants annoyed
when:when is this problem occurring?
weekly 
where: where is this occurring?
during  contact with clients 
why? Why does this problem happen?
she's not completing tasks given on time
In order to try and find a solution to the problem I must first set my mind map for possible reasons 
 
    
A mind map is writing down a main problem and thinking of new and related ideas which expand out from the centre. By focusing on key ideas written down in your own words and looking for connections between them, you can map knowledge in a way that will help you to better understand and retain information.
By doing a mind map I should be able to find a few possible solutions and then I will brainstorm this to give more ideas  and a better picture on possible causes.
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[bookmark: _1fob9te]Propose a range of alternative solutions to the problem
After looking at my mind map and my  brainstorming it has made it clearer on what the main cause could be and also how it should be best fixed.This solution needs to be what's best for the company,what's best for all team members and what will financially benefit the company.



Looking at my brainstorming and mind map I now have a few solutions to my problem i am below  going 
· send the member of staff home maybe she/ he needs some time off
· ask if they are in financial difficulties and see how it could be affecting their work.
· simple fire them without asking reasons
· see if they are having family problems could it be a relationship breakdown?
· Do they simply not enjoy their job?
· Do they need financial incentives to keep them motivated?
·  Are they just needing some up to date staff training? Do they feel under trained?
Taking all this into account I have now shortlisted a few options that I believe could be the best solutions.


sending them home would simply make me short staffed and i would then have to pay an agency to get a supply admin

speaking to them regarding financial difficulties won't help them overcome those issues and could prove to be worse for them.

firing them would be not good at all as i would then have to replace them and then train them up.

offering them financial  incentives could work but would cost me more money in the long run and also all staff members would have to be offered this scheme.
retraining them so far could seem to be the best opinion as it would be easier, it would not necessarily be the cheapest option but the most effective for everyone.
My aim after completing all of these was to get a solution that may not be the cheapest but the best for both my company, the team and the individual member of staff. It needs to be easy to carry out, not too time consuming and also financially beneficial as there is more than one person in the team so being a team member down will have an impact on everybody in the team that's

[bookmark: _3znysh7]Using a decision making technique, evaluate a range of solutions to identify the most appropriate option
Grid analysis not only takes into consideration multiple factors, it also takes into account how much you value those factors, making it a very useful tool for decision making. For example, if box 1 was the winner Even though they ranked poorly in two of the fields, they scored high where it mattered most.


Below I have made a grid analysis in order to shortlist what the best solution options would be and to see what the best permanent solution would be and then  show a plan on how  I'm going to put this in place.

	Factors:
	cost
	How quickly
	Benefit 
	   totals
	

	Weights:
	5         
	4
	5
	
	

	training
	2         10
	5           20
	5         25
	55
	

	Time off
	0          5
	2            8
	0           5
	18
	

	support
	3         15
	2            8
	3         15
	38
	

	workload
	5          25
	3          12
	3        15
	47
	




Key : 0-5
0 being lowest
5 being highest







After looking the results in the grid analysis it has shown me that:
·  Giving the staff member time off would be the least effective option.
· giving them some support could help in some way but not as much as others
· sharing out some of their workload would help especially financially but help the other team members.
· Starting a staff training program would be the best and most efficient way to get this problem solved.


Now that I have completed all of the above and I have inserted my mind map and brainstorming idea into a grid analysis I have got the final  possible solutions. I am now able to do my cost benefit analysis to work out what really will be the best solution  for my company based on financial figures.
[image: ]
In the table above I have worked out how it will cost me to retrain my staff each year, how much discount I would get from a government training grant and how much a refresher online session would  be several months later.
Table one is the figures for year one  showing that the training program  would initially cost me £1000. I would get a grant for training from  the government  which would be £250, the forum online training would be an extra £100 giving me a total cost of £850 including my discount.
table two is the second year where the cost  of training would be £500 i would not receive a grant for this year so this year it would cost me £500
table 3 is the third year were the cost of training is £500 the government grand  for the final year would be £250, the online final forum would cost £100 giving me a total cost of £350

[bookmark: _2et92p0]Develop a detailed plan for implementing the solution

So after I have done my cost benefit analysis and mind maps and brainstorming  I have come to my final solution.
i can see that  what i thought could of been the solution would not of financially benefited my company and that i was better of doing something different, i can now see that my best option is to retrain my staff member this is because it will mean she would not need a lot of  time off, she would not need extra support, and the workload would remain the same.
by retraining it would get them up to date, help them understand better and make a better working environment.
Below I will show a gantt chart and explain who will be doing what  when they will be doing it and why they will be doing it.
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In the gantt chart above you can see that I have made a plan that over a 4 week period I will be planning on arranging the course, arranging the funding, arranging cover and doing the actual course. 
on week 1 i shall be contacting the training program 
In week 2 I will be arranging the payments and organising funding and also booking the course.
In week 3 I will be arranging a cover for my staff member.
In week 4  the staff member would  attend the course.

,







[bookmark: _tyjcwt]Communicate the plan to relevant stakeholders

So who will be most affected?

	mortgage
bank
clients
	me 
family
friends

	hairdressers
previous company
	utilities


so i need to ensure that i keep my stakeholders informed of any developments that they need to know.
Most importantly I would   need to make sure that my clients knew what was going on and that we  had identified a problem and that we had highlighted the issues and we had  come up with a plan that we believe is bst used to fix the problem.
I would only need to inform my banks and utilities  as and when  there was a problem with my financial status.
I would probably have already informed my friends and family of the issues as they would have noticed  I was spending more time at work and less time socialising.
High interest stakeholders mean I need to be managing them closely. I need to make sure that I fully engage with them and make sure that they are satisfied.
high power means that i have to keep them satisfied but not enough that they need to be involved with any of the situation.
low power means that i just need to keep them informed
Low power means less interest if I can just monitor them.
this is why we have made the relevant plans and tables as this makes sure that the right person gets the right message at the right time.





[bookmark: _3dy6vkm]Assess appropriate monitoring and review techniques to ensure successful implementation of solution 


son here i will show you my communication plan this is what i will be using to help make sure i am correctly monitoring the progress.it will show: 
· who i will be informing
· when i will be informing them
· why i will be iforming them
· and how i will be infroming them.


	whataa?
	when?
	how?
	who?
	receives?



	chamge of practice
	as and when 
	in person
	me
	employees

	staff training
	as and when 
	in person
	me 
	company

	staff training new 
	as and when
	email
	staff
	tenants 

	staff training
	as and when
	email
	staff
	landlords





this chartis how i wil be monitoring he progress and and how i will make sure that who ever needs to be informe is informed and who ever nneds to  be doing this is doing so and correctly and on time.
by doing all of the above and also looking back onto gannt chrt etc i can conifdnetly see thst this soloution will be the possible one for my business and that it will most cerailty fic the problem.
below is the copy of my gannt chart i made earlier so  that you can see  how and why im communicating.
[image: ]
[bookmark: _1t3h5sf]References



























[bookmark: _4d34og8]Appendix 1
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YEAR )TOTAL
1 2 3
Cost of training 1000 500 500 2000
Government training grant 250 250 500
Net cost of purchase 750
Forum training 100 100
Total costs 850 500 350
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