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Abstract 
Project Management System will take care of the time and speculation which will include amid the improvement of new projects and progressing projects. It searches for different stages which are included under whole advancement work, for example, examination, framework configuration, coding, testing and upkeep work (Scribd, 2018). 
The tools and techniques are main starters to begin the project which will help to proceed further. My target was giving my best effort to complete the project on time and guiding my team in right way to reach the target.
We have talked also about the project scope which is giving the purpose about the project with difference stages. The risk management was one of the key parts of the project, and to identify the risk and constraints effecting the project. 
The major part of this project management was the implement of the project plan where we talked about the process framework of PRINCE2 and contents of project initiation of document – PRINCE2 which we have talked about the various stages of PID side. 
This project is one of my major work which I have developed my skills and to understand working with team. 
 



INTRODUCTION
Managing a project is connected to different assignments in our lives and works. It gives abilities and information that are utilized to guide and deal with the initiation of new activities or changes. 
Always keeping in mind that the end goal to make business progress, associations need to play out various exercises. These exercises could either be organisation tasks or extends or a blend of both sides. This is not workable for associations to accomplish long haul feasible business accomplishment without legitimate measures to successfully deal with its assignments and tasks. 
Projects are resolved as far as the time, scope, obtainment, quality and cost. It involves various movements that must be finish in the predetermined time, under a settled spending plan with the given assets (Ukessays, 2015 and Roberts, 2011). The major problem for any associations facing is their ability to strike an adjust in keeping up current business activities referred to as the same old thing, and furthermore to keep up the rate of business change required to survive and contend in future. In this setting of any business change, projects management assume a basic part as they are required to present the progressions needed. Managing project is slowly turning into a vital teach in the part of business accomplishment as projects regularly give the base to economic improvement execution. The projections are that the gained project management must be taken care of with suitable tools and techniques so as to accomplish the undertaking objectives (Heagney, 2012 and Ukessays, 2015). 
There are vital parts of the project which help to achieve the objectives; the most important part is the role of project manager. The project manager is entrusted with the duty of ensuring that the standards, instruments and procedures are connected successfully to ensure that the undertaking project succeeds. In this case, as an undergraduate student completing an assignment, I am the project manager for my task. My duty is to ensure that the following project standards are seen in the exploration proposition and the ultimate report. This project is going to take for approximately one month of this present term. This time will be utilized to compose the analytical proposition, collecting data and information, compose reports, analyse and make the important redresses as recommended by my chiefs. The project will include any assets as far as time and fund as it is accessible to me. The project will include a few people who will likewise the specialist, fellow classmates who will be counselled, and the faculty staff will give a specialist feedback. This is all about the organisation’s colleague handbook project management to my current employment (Ukessays, 2015).

Project Management Tools & Techniques
A task is characterized as an arranged endeavour of related exercises to achieve a target that has a start and an end. All activities take care of some kind of issue; however, projects may likewise be built up essentially to decide and characterize possible elective answers for issues. There are few characteristics of a project include:
1. Target;
2. Time;
3. Size and Natural of Task;
4. Assets;
5. Organisational structure.
Project management includes understanding a wide assortment of themes—from individuals administration to technique. All these dissimilar parts of a business accompany their own particular tools and techniques (Umsl.edu, 2002 and Chandana, 2018).
Tools
Project Management is a testing assignment with numerous unpredictable duties. There are numerous apparatuses accessible to help with achieving the assignments and executing the responsibilities. Gantt Charts and Program Evaluation Review Technique (PERT) are two of the most generally utilized as project management tools. 
Gantt Charts are utilized to demonstrate assignments in days, weeks or months. The apparatus utilizes realistic portrayals to present begin, slipped by, and fulfilment times of each assignment inside a plan undertaking. It is perfect for following advancement. The quantity of days really required to finish an assignment that achieves a turning point can be contrasted with the arranged or evaluated number. The genuine workdays, from real begin to real accomplishment, are plotted beneath the planned days. This data helps target potential course of events deadline or failure point. 
PERT is a control and planning tool utilized for characterizing and controlling the undertakings important to finish the ongoing project. These charts are frequently utilized reciprocally; the main contrast is in which way errand times are registered. It shows the aggregate project plan with every single booked assignment appeared in arrangement (Umsl.edu, 2002 and Haughey, 2018).



Techniques
On the other hand, the project management techniques procedure are six key stages: beginning up the project, coordinating the project, starting the project, organising stage limits, controlling the project stage and closing the project (Umsl.edu , 2002). 

What are my project goals, objectives and critical success factors?
My main project is to introduce a colleague handbook which is very important to know about the company’s values, vision and mission when the employees joining the business and how they contribute to the success of the business, as well as share the organisation’s commitment to achieving the goals.
The significance of a colleague handbook 
Making an organization worker handbook can appear an overwhelming errand, yet having one brings numerous advantages. It sets up how an organization conforms to business enactment, the benchmarks it anticipates from administration and representatives inside the association, and how dissensions from the worker or association will be tended to (Employment Law In Action Ltd, 2018).
Objectives of the project
The colleague handbook is one of the vital instructions manual which help each employee to understand their rights, business policy and the vital parts of the business.
The question is, why the association ought to have a colleague handbook;
1. Acquaints representatives with spirits and qualities 
one of the most essential parts of handbook is to plainly impart to new workers what organization objectives and qualities are. 
• How did the organization arrive? 
• What are the organisations’ energetic about? 
• What does the organisation do that separates them? 
It is imperative to the achievement of the business that new representatives ‘purchase in’ to the organization targets (Employment Law In Action Ltd, 2018 and Mathis, 2018).
2. Imparts to workers what is anticipated from them 
An elegantly composed handbook delivers representatives with an unmistakable comprehension of the working connection and underscores the association's desires. It educates representatives about: 
• The strategies for asking for time off or a vacation.


• Time way from work (sickness), whom the person to communicate and what the planning ought to be. 
• The key individuals in the association to swing to on the off chance that they have any concerns or inquiries.
• Assumptions with respect to representative conduct. 
• Colleague clothing regulation such as uniform.
The handbook likewise fills in as an augmentation of the association's strategies and methods. By giving clear, available data, handbooks guarantee that everybody knows precisely what's expected of them and enables bosses to introduce their desires in an intelligible and reliable way (Employment Law In Action Ltd, 2018 and Mathis, 2018).
3. Guarantee key organization arrangements are plainly and reliably conveyed 
It ought to precisely impart the association's approaches in regards to business, direct and conduct, remuneration and different arrangements and techniques organisation take after. The colleague handbook will incorporate the accompanying: 
• Whistleblowing Policy;
• Data Protection Policy; 
• Staff Sickness and Absence Policy; 
• Redundancy Procedure; 
• Maternity, Paternity, Adoption and Parental Leave; 
• Drug and Alcohol Policy;
• Health and Safety Policy; 
• Grievance Procedure; 
• Flexible Working Procedure; 
• Equal Opportunities Policy; 
• Staff Telephone, Email and Internet Policy; 
• Dismissal and Disciplinary Procedure. 
In particular, I need to be sure that all chiefs can allude to the handbook while noting inquiries or settling on choices and guarantee their answers and activities are reliable with the company’s arrangements and best exercises (Employment Law In Action Ltd, 2018 and Mathis, 2018). 




4. what company offers to the employee
Does the association offer paid meal breaks, medical coverage, any paid or unpaid parental leave or some other advantages to representatives? Guarantee workers know about these advantages and the qualification necessities by archiving them in the handbook. 
5. Direction for bosses
This handbook will help to the bosses which can utilize as a method for giving directors/administrators with direction on key administration approaches, for example, staff execution and restorative activity and meeting and employing rules. All administrators can utilize these rules to guarantee they manage things reliably. 
6. Shields against worker claims 
A standout amongst the most valuable archives can give to guard against a legitimate claim will be a duplicate of colleague handbook. A far reaching and consistent representative handbook will exhibit that the organization worked out sensible care towards its representatives and confirm that organization arrangements and methodology were set up at the season of the claim. 
In the last, it is vital to stay up with the latest, and we would prescribe assessing it once a year to consider changes in the law (Employment Law In Action Ltd, 2018). 
Project Management Critical Success Factors 
Success Factors are parts of the project management that must be set up to guarantee the resolution of the task. They make an empowering situation for the undertaking to exist in any case. For this situation, I am taking a look at the measurements for estimating the achievement of the task toward the finish of its lifecycle.
I have few important critical success factors in this project:
· As a project manager, I should have to believing myself to achieve my goals and to obtain promise from the top management, project team members and all stakeholders. 
· Obviously, need to be ensure that my objectives and the things are SMART as like specific, measurable, attainable, relevant and time. 
· Trying my best to be concerned at each period of the project.
· Good management ought to be built up.
· Providing appropriate risk management strategies should be built up from the beginning of the task.
· Communication with the team members.
· Project planning (Boyer, 2018).

Project Scope 
The main purpose of a company colleague handbook gathers all pertinent learning about frameworks and tasks in a manual that can be effortlessly referenced. As the organisation run their business after some time, they gather an abundance of information about everything from when 
and how to pay government taxes to how to stun requesting to enhance income. Its motivation is to turn away learning accumulating, and to give representatives access to data that will help if anything ever occurs to them. Composing a colleague handbook can be tedious and repetitive, yet it can spare money and time by keeping organization activities smoothly continuous when someone is off or absent (Gartenstein, 2016 and Monnappa, 2018). 
New Staff Preparation 
This organization colleague handbook is a priceless preparing instrument, particularly to bring new representatives up to speed with consistency and clearness. Utilizing a handbook for preparing purposes makes the underlying impression that the organization is proficient. It can implant shape into the preparation procedure by laying out occupation obligations in a rational design and organized, giving a framework to conveying data and guaranteeing that the preparation procedure is finished and steady for all workers (Gartenstein, 2016 and Monnappa, 2018).
Producing Responsibility
This colleague handbook will help to the employees when someone is not working properly in the workplace, it gives an impartial reference point to tending to these setbacks. Utilize employee handbook to record and depict work duties regarding particular positions, and additionally in general models to control representative conduct and execution. It can allude to these measures when representative execution misses the mark, and utilize them as guides while determining fundamental upgrades and assessing comes about (Gartenstein, 2016 and Monnappa, 2018).
Offering the Business
It will impart to a future purchaser that the organisation frameworks are steady and powerful. A company’s deal be control to some degree on capacity to persuade an invested organisation that they will have the capacity to work this business beneficially without asking the owner. It gives an important instrument to going along working data, demonstrating that the organization has the clear qualities that are so profitable to a purchaser assuming control another organization (Gartenstein, 2016).



Creating Systems 
It is intended to record data about frameworks so these basic directions are not put away in the mind of an individual. Nonetheless, the way toward making a handbook can likewise be a chance to create frameworks where they do not as of now exist. Introducing organization activities in an arrangement that can be effortlessly ingested and comprehend constrains employee to reconsider 
current conventions, reviewing them so they do not depend on the expertise and knowledge of an individual (Gartenstein, 2016 and Monnappa, 2018).

Identifying Risk and constraints affecting the project
Actually, to create a colleague handbook project has risk such as collecting right information, budget and schedule, team members work progress, brainstorming and SWOT analysis. The project risk management is the way toward recognizing, dissecting and after that reacting to any uncertainty that emerges over the existence cycle of a task to enable the undertaking project to stay on way and accomplish its objective. Risk management is not receptive just, it ought to be a piece of the arranging procedure to make sense of risk that may occur in the project and what is the right way to control if the risk must happen (Landau, 2016).
My job is to managing and identify risk when it is affected and also find the solution. The simple way is, take some notes while the team is come together for meeting and find out what risk facing while working in the project. Risk can be defined in two ways such as positive and negative. Positive risk has good chances that can influence the project in advantageous ways but the negative risk suggests something undesirable that can possibly hopelessly harm the project. The positive and negative risks are part of the management plan but the way of risks difference is in approach. 
There are internal and external issues need to identify in the project management such as regulatory, stakeholders’ tolerance, customer, planning and communications. Also, the project can be affected if the organisation has not enough funding on it (Landau, 2016).
There is some risk analysis that I can identify such as:
· No potential litigation between colleagues;
· What kind of risks create an issue early in the project;
· How impact on the project when change has come;
· New legislation which can be comply with;
· Regulatory issues;
· Diminish introduction; 
· Limit affect.
The way toward evaluate risk project management starts in the arranging steps, yet it must proceed through each phase of the project management. There are ways to perform in both ways which are qualitative and quantitative risk. Quantitative risk analysis is a factual examination of the impact of 
those distinguished threats on the general task. This empowers managers capacity to settle on choices with lessened vulnerability, and backings the way toward reducing risks.
Qualitative risk analysis is the way toward prioritizing threats for assist research or activity. It is valuable not only diminish vulnerability in the project, but also prioritize the most part around high-affect threats, for which I can design out suitable moderation reactions (Bridges, 2017).

Implement the Project Plan
I have to plan the implementation of the project within the organisation which I can do this through the use of an appropriate project management tool and technique. A project initiation document – PRINCE2 approach could be helpful for planning my project implementation. 
PRINCE2 adopts a procedure strategy to project, connecting each procedure in to a structure of fundamental parts that should be connected all through the project. It is guarantee that each progression inside the process of project lifecycle is finished on time and inside the financial plan while utilizing the correct assets. The system of PRINCE2 works in majority of the project management however particularly depicts the quality surveys for project filed (Ukessays, 2015 and Mindtools, 2016).
The process framework of PRINCE2
This process of PRINCE2 adopts a procedure-based strategy to project management; any project helps to keep running under this philosophy should address every one of these procedures in some frame.
· Beginning up the project
This is the first step of PRINCE2 which means a pre-project plan procedure, intended to guarantee that the fundamentals for starting the task are set up. I need to be sure the main project mandate that explains in good level expressions the basis behind the project. 
· Coordinating the project
The procedure of this step is pointed at the management team whom representing the sponsors, the suppliers and the project board. As the head of the project board set the way of 


direction and take vital decisions across the life of the project, and give authorisation to work to be completed and assets to be conferred.
· Starting the project
It is gone for establishing the frameworks for the satisfaction of the standards simply pointed. My project leads the pre-project procedure which is activated by approving commencement, 
prompts approving the project, and brings the arranging procedure to make the project design and the organising stage limits procedure to make the following stage programme.
· Organising stage limits
Throughout the previous stage and toward the finish of each stage, this procedure is utilized to design the following phase in more detail, it gives us about the current situation of the project stage, the effect on the general project design, about the business case and helps to have the right information which the team management will take vital choices to proceed with the currently ongoing project or not.
· Controlling the project stage 
In this procedure, I need to observe and control each activity in guaranteeing that the project phase remains on course, allocating work and responding to unforeseen occasions. 
· Closing the project
This is the last stage which I need to wrap up the project toward the end; this incorporates the project activities for shutting the task in an efficient way. Acknowledgment for the task is affirmed and the assignment is given over, and any exercises required to audit benefits that have not yet been acknowledged are reported in the benefit review plan. After the end project report is set up to incorporate a survey about the project case, the team performance and project goals (Ukessays, 2015 and Mindtools, 2016).
Contents of PID – PRINCE2 
The contents of the project initiation document (PID) are very important to describe about the project plan and help to accomplish the objectives. The following topics are: 
Business case
I need to study the business case during the early stages of my project and find out the what, who, how and who important to choose if it is beneficial proceeding with the project. The business case is one of the key factors for the organisation project management which will just contain a framework of the project such as business require, expected advantages, estimates of time and cost, business 


vision and effect on the organisation. I need to prepare the business case which is includes an assessment of: 
· The risk;
· The benefits;
· Business issues and opportunity;
· The budget including investment; 
· Timebound;
· Any effect on operational side;
· What is the organisational ability help to deliver the project outcomes.
As I explained before about to deliver my project goal which I need to give a decent organisational colleague handbook. For this project, I have to collect a lot of information about the organisation future visions, missions and values. There are some circumstances might stop me from reaching my target but as the top-level management team believing me so, I will not have those problem to reaching the objectives. There are might be some changes needed to overcome the problem such as more communication between team members, enough fund for the project, help from stakeholders etc. (Webster, 2015 and Mind Tools, 2016).
Risk Analysis
The procedure of identifying risks and managing are the potential issues in the project management. In this case, I should first distinguish the conceivable dangers that we face, and after that gauge the probability that these dangers will emerge. It is very useful in many ways:
· It is enabling us to foresee and to find solution conceivable issues. 
· Whether or not to push ahead with a venture. 
· Enhancing security and overseeing potential dangers in the working environment (Mind Tools, 2016).
How to utilize risk analysis: There are simple way I should use risk analysis to identify threats and estimate risk about the budget. 
1. To identify threats: I have to see what kind of threats which existing and potential threats that we might face. It should be come from many different sources such as:  
· Operational – Loss of access to essential assets, failures in deliveries, or confusions to supplies.
· Project – Experiencing problems with service quality, going over spending plan and losing time on specific key duty.
[bookmark: _GoBack]
· Human – Injury, death or illness.  
· Budget – Organisational business failure, interest rate changes or not enough fund yet to finish the project.
· Political – changes in government policy, tax. 
· Natural – Diseases or natural disasters (Mind Tools, 2015).
2. To estimate risk: I need to estimate the risk value which is very important for the ongoing project and best way to estimate is about the probability of the event occurring, after that multiply with the cost me to set the things. 
Risk value = Probability x Cost (Mind Tools, 2016).
Project management team structural roles 


Figure 1 

Role descriptions: 
1. Project manager: As a head of the project management, I have a major role and responsibilities to handle ongoing project from start to finish. I have many activities including: 
· Team Leadership
· Asset Planning 

· Documentation 
· Risk Analysis 
· Activity Planning and Sequencing 
· Checking and Reporting Progress 
· Key Influencing 
· Making Charts and Schedules 
· Overseeing Risks and Issues 
· Cost Estimating 
· Controlling Quality 
· Time Estimating 
· Adaptability, Interoperability and Portability Analysis
· Arranging and Defining Scope 
· Creating Schedules (Haughey, 2015 and Management Plaza, 2016).
2. Finance Analyst: 
· Opportune creation of budgetary undertaking survey reports, project monetary discourses, spending plans and estimates. 
· Guarantee venture monetary outcomes, risks and chances are basically inspected and tested. 
· Guarantee that project threats and chances, moderation designs and investment funds designs are appropriately figured and uncovered at the undertaking project plan surveys. 
· Give progressing money related exhortation and support to the project manager and the project management team. 
· In charge of the auspicious and precise account, arrangement and introduction of task budgetary data. 
· Give data to the Internal and External Auditors for project as and when needed (PagePersonnel, 2015).
3. Project Analyst: 
· Create documentation such as timelines, meeting and resource plans. 
· Perform data analysis.
· Evaluate and monitor progress. 
· Help manage projects.

· Contribute to project planning (JOBHERO, 2016).
4. Module Researcher:
· Collect information internal and external of the project.
· Reporting to the project manager about descriptions.
· Writing the all the information as a transcript. 
5. Web Designer and Module Writer:
· Creating web design of the project.  
· Image editing and digital retouching.
· Keeping up to date about the project. 
· Receiving and answering feedback about the project plans. 
· Writing the colleague handbook module (Targetjobs, 2015).
6. Material Coordinator:
· Collaborate with team members to guarantee proficient development all things considered. 
· Organize with project manager to guarantee responsibility for all materials.
· Keep up every single delicate information and get ready proper project schedule time. 
· Need to be sure all information for status of materials on weekly basis. 
· Get prepare reports for all cost records and acquisition to guarantee consistence to all record payable prerequisites (Great Sample Resume, 2014).
Budget Assumptions:
As we are working in a project where the organisation has limited budget to complete inside actual time schedule so, the top management level has granted approximately £20,000 for this project. It is just the assumptions which can be higher or lower. 
Gantt Chart:
We have a month to complete this project, I am going to show the time schedule progress of the project through the Gantt chart (Figure 2).


Figure 2

Critically Evaluate My Ability to Manage the Project
In my proceeding with actions went for enhancing my workplace performance, I have tried different things with various procedures and strategies to request input from my workplace colleagues. While working on the project management with the team, I have realised that the colleagues’ feedback is the right way to get more information to create a personal development plan through a procedure of self-analysis, strengths and weaknesses and personal reflection (Hoberecht, 2018).
I need to be sure that while seeking for the feedback such as: 
· I am listening.
· Need to ask about the overall performance in the project.
· A blend of particular questions and open-finished questions.
· Do not forget to ask any particular questions. 
· Observation while getting feedback (Jacobson, 2014).
As I am acting in a position of leadership so, I need to be sure that I am getting most valuable, usable and honest feedback. And also, there are feedback framework for leaders which help to increment the precision, culmination and helpfulness of input. This kind of framework help to focuses on performance inside the setting of the organization's, association's general objectives and strategies for activity. There few specific areas which I need to ask about my performance questions such as:  
1. Strengths and impact 
· what are they see in my behaviours and actions? 
· how should I do to get strength encouraged and enable for the organisation?  
2. Improved effectiveness and impact 
· what areas where I can improve my actions and behaviours? 
3. Overall perception 
· where I am successful as a leader and where I am failed?
4. Leadership 
· Have been conveying as one or two priorities for the organisation? 
5. Colleague advice to me
· What suggestions might help me to gain success (Hoberecht, 2018).
SMART objectives are the one of the key factors to set my structural goal and have trackability into my targets. As I know SMART objectives stand for Specific, Measurable, Attainable, Relevant and 


Timely which is supporting to create the personal development plan feedback through questionnaires.
Specific:  
This will help me to set my goals and objectives more specific way; there are questions I should ask such as:
· What is my right way to do which I want to success?
· When?
· How?
· Is there any limitations or conditions?
Measurable:
This means how should I can identify 
· what will see, feel and hear while I reach my target. 
Attainable: 
The main reason to know is if my targets or objectives are attainable or not? which means examining whether the objective truly is adequate to me. 
Relevant: 
It is all about 
· what is the main goal behind the target? 
· Why do I want to reach the goal?  
Time: 
Time is very important in every single of aspect in our life. The project deadlines are helping to keep the team switch to action. The timeline should be more realistic and flexible which can keep morale high (Your Coach, 2018).

Conclusion
In this project, we have tried to solve the issues that emerge in bringing up the project at the end which have been analysed, and methods for assessing the project have been talked about. The key parts of project conclusion have been distinguished, examined, their significance in guaranteeing that the points and targets of a task have been effectively achieved and have been investigated. We can now have the capacity to proceed a compelling project conclusion. 
The end and conclusion process demonstrate the criticalness of closure the project effectively and under cost control sides (Open Learn, 2018). 

The project closure is most vital part to proceed of all the project management activity. The conclusion can be characterized by critical viewpoints, which are: 
· Checking the work for fulfilment and exactness. 
· Documenting formal acknowledgment. 
· Disseminating project conclusion data. 
· Archiving records and exercises learned (Passenheim, 2009). 
My team work with this project was very interesting and it has helped me to develop my personal skills and can implement this for future events. Every single part was vital as some times found difficulty but went ahead to find out the problem and solved it.  
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