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Introduction
This report will be critically assessing the different types of tools and techniques used to accomplish the aim of the project. The report will also outline the importance of these tools and techniques and how they were implemented in this project to monitor the progress and keep track of any risks that were involved. 
A project is a sequence of activities that must be finished to achieve a particular result. It can also be described as the inputs and outputs necessary to accomplish a specific objective. According to Paul Roberts (2011) a successful project is a temporary leadership environment developed to generate a specific deliverable that results in advantages that outweigh the investment taken in its growth and operation when used. The project characteristics are what defines the project. According to Paul a project:
· Yields results
· It has a specified date of completion
· It has a set budget
· A wide range of resources are used 
· The project life cycle where the beginning middle and end is clearly defined
(Roberts, 2011. P: 5-12).


















Main Body

Project Title – BME Skills Project

The project team have been allocated the responsibility of completing the project by working through SCVS with their partner organisation BME Skills Project. Swansea Council Voluntary Services (SCVS) are an umbrella organisation who volunteer in activities offering assistance, maintenance, growth and representation of voluntary organisations. (Swansea CVS, 2019).

The BME Skills Project helps ethnic Black Minority groups and organisations to advance and develop their understanding, improve their skills and knowledge, and reflect, learn and develop with the assistance of skilled volunteers. (Swansea CVS, 2019).

Project management is a procedure which comprises of abilities, knowledge and comprehension to achieve a project's goals within agreed parameters. The time and budget are constrained and limited. (Carstens, et al. 2013).
It is a discipline that assists to plan, organise and control individual’s money and time in order to complete the project effectively. The procedure starts before any resources are engaged and must proceed until the job is complete. (Lock, 2013. P: 1).
Project Life Cycle 
[image: ]According to Westland (2006) the Project Life Cycle is a framework for managing a project. It  consists of four phases. These phases characterize the route from start to finish and is then described as the life cycle of the project. It can be described and altered according to organisational requirements and aspects. The four phases are:
· Initiation phase
· Planning phase
· Execution Phase
· Closure (Monitoring and Evaluation) Phase

(Westland, 2006. P:2-4).






Project Life Cycle: Initiation Phase (Figure 1)
The initiation phase of the project life cycle consists of the start of the project. The project team had undertaken the Belbin’s Nine Team Role Test. Dr. Meredith Belbin in 1981 formed the nine team roles which is now thought to be the most accessible tool used to assist in building a team. (Belbin Associates, 2019). 
The project team undertook the test where compatibility was tested to identify the strengths and weaknesses within the team which helped to combine team roles as different team members had distinct strengths within them.
At this stage the Project Manager was appointed within the team, the structure of the project was discussed. The Project Scope was discussed and identified and the constraints were acknowledged. (Westland, 2006).

Project Scope
A project scope is the method which is a part of planning a project. It involves creating a list of the project aims and objectives that should be achieved to successfully deliver the project. It includes being able to identify the aim, objectives, resources, time and budget available.  (Milosevic, & Martinelli, 2016. p-111).

The project scope for the BME Skills Project are:

Aim: 
· [image: ]To help develop and enhance the knowledge and understanding of participants by delivering a three-hour workshop which will assist in demystifying a business and strategic plan. 

Objectives: 
· Engage participants in activities that will assist them to comprehend the idea of a business plan and what is involved in creating one. 
· Deliver as much information as possible with extra resources to be taken away for future reference






The Constraint Triangle
The iron constraint triangle is used to analyse the hazards engaged in the project and its implementation. There are three primary limitations affecting a project which are:
· Time
· Cost 
· Product
According to Dobson (2004) the iron constraint triangle is also known as the project management triangle. Dobson believes that the triple constraint problems is a core part of the project’s important decisions. Unless they are understood, exploited and interpreted properly and efficiently, the project could fail even if everything else is achieved at a high level of excellence. (Dobson, 2004).

[image: ]The two most important constraint for the BME Skills Project were Time and Product as there were no Cost involved for the project team while facilitating and delivering the workshop. 
Time: The project had to be completed within five weeks from the Initiation Phase to the Execution Phase of the Project Life Cycle. 
Product: The product was the delivery of the workshop which had to be put together with a lot of information that can help the participants understand how to demystify a business plan. The resources used had to be well researched, defined and accurate.

Core Competencies of the Project
The core competencies of the project were:
· Outlining the project, its importance and the purpose
· Specifying the quality of deliverables 
· Assessing the resources and time required 
· Delegating tasks 
· Continuous communication via WhatsApp and email 
· Project Manager monitoring the team and the tasks
· Managing risks and thinking of possible solutions to mitigate any changes. 
· Compiling all the work together and getting approval from the Project Lead
· Execution and delivery of the workshop
· Evaluation of the whole project.
(Lewis, 2002).


Project Life Cycle: Planning Phase (Figure 2)
Once the project scope has been defined and the constraints have been acknowledged the project then entered into the planning phase of the project life cycle. (Westland, 2006). During the planning phase the project team:
· Created an agenda for the delivery of the workshop with approval from the project lead 
· Delegated tasks to each team member 
· An invitation was crafted to send out to the participants 
· Quad Chart produced
· Stakeholders analysed and identified
· Communication plan outlining the data necessary to educate stakeholders
· Created an acceptance plan listing the requirements to be met to obtain customer recognition
· Risk plan created to analyse the potential risks and actions to be taken to mitigate those risks
· Leaflets and poster designed
· Business Plan Presentation created and prepared

Quad Chart 
A quad chart is a tool that mainly assists in a project's overall knowledge, dividing the problem into four components aimed at promoting evaluation and comprehension of leadership. It helps to structure a notion or idea into handy parts so that it can identify what needs to be done before the project starts. (Paladino, 2010).

The Quad Chart that was created by the project team states the scope of the project, the stakeholders, desired results and the measures of success. It is used to explain precisely what the project is about. 
The Quad Chart below outlines the results that the project team hope to achieve through the delivery of the workshop. The main point in that section was to be able to deliver a workshop which will help the participants to enhance their knowledge and understanding and the way it would be done was by engaging them in activities, interacting throughout the session, sharing ideas. The feedbacks and response received from the participants would measure the success of the project as well as their engagement and showing keen interest in the deliverables. 





[image: ]
[image: ]	Updated Quad Chart



The Quad Chart above was then updated towards the end of the project to identify the secondary benefits, critical success factors, motivation and to see if the measures are qualitative and quantitative. 
The motivation of the project was to be able to deliver a workshop which would benefit other people as well as enhance their knowledge and understanding regarding a business plan. 
The secondary benefits of the project were to gain confidence, experience, new skills, new ways of thinking and gain feedback to make improvements for the future.

Stakeholder Analysis
Stakeholder analysis helps create a strategic perspective and a particular approach towards the identified stakeholders. According to Freeman et.al (2010) the assessment not only looks at the project's inner setting, but also helps to better comprehend the entities that extend into the project's external setting. (Freeman, et al. 2010).

To understand the project, the project team have developed a stakeholder analysis that will help to gather and analyse data to determine whose interest should be taken into account when designing a strategy or delivering a project. It looks at inner as well as the external elements.
[image: ]




Risk Analysis
Risk analysis is a process used by project managers to identify problems and to minimise any upcoming issues that may have an adverse effect on the schedule of a project. It could occur unexpectedly and could influence the procedures, technology, resources and individual engagement in the project. (Woods, 2011).

The project team has identified the risks below, the impact and the likelihood of it happening. By identifying the risks, it helped to enhance the value of judgement assessing the internal and external environment. 
There are four steps to risk management according to Woods (2011) which are:
· Identifying the risk
· Analysing the risk
· Evaluating the risk 
· Ways to mitigate the risk (Woods, 2011).
[image: ]One of the main risks for the project as shown below was the workshop was aimed at Black Minority Ethnic Groups due to which it was limited. The room which the team have been given for the delivery of the workshop was of a fixed size and due to fire safety only 16 people were allowed in the room at one time which also limited the number of people who can be invited. However, to mitigate the risks the break out room has been used which was open to participants during the workshop and was used by all for activities.
 
The project team has designed posters and leaflets to present on the day of the workshop. The posters have been designed keeping in mind the customers and their requirements and to make it eye catching for the participants on the day. (Figure 3). The leaflets have been designed where all the information about a business plan is summarised and is clear to understand. (Figure 4).
A business plan presentation (Figure 5&6) was prepared to showcase on the day of the workshop. Each team member undertook each section and have researched on that. Whilst the project manager then compiled all the slides to prepare a presentation with the approval from the project lead.  

The Project Life Cycle: Execution Phase (Figure 7)
This stage of the project life cycle includes the implementation of the plans established during the planning process. A sequence of leadership procedures was conducted to monitor and regulate the output of the project. This involved recognising changes, hazards and problems, evaluating deliverable performance and evaluating deliverable generated against approval requirements. (Westland, 2006).
During this phase the following were completed by the project team.
· Trial Run prior to the delivery of the workshop
· PESTLE analysis conducted
· Work Break down Structure created 
· Gannt Chart produced 
· Delivery of the workshop 
· Resource packs prepared and given

Trial Run
The Execution Phase of the project life cycle started off with a trial run which was conducted one week prior to the workshop by the project team. The trial was conducted to analyse any risks in terms of technology or the site. This trial helped the team to run through all the essentials and have a breakdown of what activities will be included on the day of the workshop.  








PESTLE Analysis

PESTLE assists in looking at the broader environment and its challenges as well as anticipating risks and taking action before any major problems arise. 
PESTLE stands for:
· Political
· Economical
· Social
· Technological
· Legal
· Environmental
(Marmol, 2015) & (Aguilar, 1967). 
By analysing the project using PESTLE the most important factors for the project were Social: Workshop will consist of people from different backgrounds due to which their opinions might vary. Time of the workshop should be regarded as the participants involved are working and would not be able to attend if it is not convenient.
Technological: Power point will be used to showcase the presentation as well as USB, Projector and Laptop. To mitigate the risks of digital copies hard copy backups will be available if needed.  
Legal: As there are participants from different organisations the information they share might be sensitive as well as the information given to them under the GDPR Law which is a legislation that updates and unifies data privacy laws across EU. (GOV.UK, 2018).
Work Break Down Structure
A Work Breakdown Structure is described as the task decomposition that is broken down into subtasks. The framework allowed the project team to have a top-down glance at the project and split all the activities into subtasks. The tool helped to comprehend the scope of the project which is broken down into manageable parts. (Gregory, 2008).
There were five main activities from which there were subtasks to be completed as shown below. As activity number 3 states Business Plan to achieve a successful delivery of the workshop a presentation had to be showcased with information and data. This activity was then divided into little subtasks which helped the project team to stay focused and distribute the work equally amongst the team as stated in 3.2. At the end when each team member had completed their work it was all compiled together into a presentation which summarised everything what was important and need to be covered and outlined the key facts as stated in 3.3 and 3.4.  



[image: ]
Gannt Chart
[image: ]A Gantt Chart is a versatile tool that is displayed in a graph structure. It is used to track projects from the beginning to the end. The chart shows the activities performed against the time and helps to track progress. (The University of Adelaide, 2018).


The project team initially had one Gantt Chart which lists all the tasks and the start and end date however towards the end of the project prior to the workshop all the tasks were completed in time and the Gantt Chart has been updated by the project manager to track progress of the activities undertaken as shown above. 

Day of the Workshop
On the day of the workshop there was a presentation showcased which was in several parts and each team member had the opportunity to demonstrate their knowledge and understanding to the participants. Part of the business plan workshop was to help the participants conduct a SWOT analysis. 
The project team has put together resource packs where all the information that has been gathered have been given out to the participants for future reference for themselves which includes an action plan template, business plan template, the presentation hard copy that has been showcased on the day as well as a pen. 

Project Life Cycle: Closure phase (Figure 8)
The closure phase of the project is where the project has been executed and a post implementation evaluation should be done to calculate the level of project success. It consists of looking at the positive side of the project as well as the negative side in terms of identifying lessons learnt for any future project. (Westland, 2006).
Graham Gibbs in 1988 developed a reflective cycle which is used to give a framework for learning from experiences analysing what went well and what experience can be taken away to improve for the future. (Gibbs, 2001).
Below is an evaluation of the whole project using the Gibbs Reflective cycle. 








What Went Well
· [image: ]the project team have worked well together. 
· Teamwork was effective throughout the five weeks of the project.
· Knowledge and skills of the team members were enhanced 
· The project was a success with a very good outcome. 
· Positive feedback from the participants.
Recommendation for future projects
· However, for future events more activities would be planned where everyone can get involved.
· Use less business terminology as the participants had a difficult time understanding some of the terms for which a glossary was provided. 
· Focusing more on the financial aspect of a business plan.
 (Thomas, 2015)
Reflection
Reflecting back on the project the feedback and the response were positive however there were fewer interactive activities involved. While planning the project the project team should have focused more on arranging interactive sessions. 
Observing the WBS above on section 1.3 within the WBS table there should have been a subtask which stated the activities planned like the SWOT session that was performed by all. For future projects this would be considered as people learn best when there are more interactive activities involved. 
During the closure phase of the project life cycle the Quad Chart and the Gannt Chart was revised to ensure that the project has met the aim and objectives and also to ensure if the tasks were completed against the set deadline. 
The Quad Chart was CRAP (Correct, Relevant, Accurate, Precise) and the measures were qualitative as the outcome of the project is what the desired result was. Critically analysing the Quad Chart, the outcome of the project was successful with positive feedback and response from everyone. The project scope has been met with all the tasks completed.
The Gannt chart had been revised and all the activities were completed within the timeframe set by the project manager. Having a Gannt Chart helped to keep track of all the activities and whether or not they were being completed within the deadline.
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(Figure 1)
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(Figure 2)
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(Figure 4)
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(Figure 6)
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The Quad Chart
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. Stakeholder Analysis (continued)

Stakeholder

Stakeholder Perspective
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Project Team
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Getting an insight into working together as
a team to achieve the same goal.
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Engaging and interacting with
other participants during the
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Having a resource pack to
takeaway to refer back to.

Wider
Business
Community

Help business convince banks and
investors for funding and support.
Assist in understanding the main priorities.

Word of mouth from the
participants attending the
workshop.
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. Monitoring and evaluation: Gibbs Reflective Cycle
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. Project life cycle: Initiation phase
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