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Introduction 
In this report my discussion will be about the use of project management tools and their techniques. The Project plan I have chosen to prepare is a new minicab office based in Victoria. I will also be evaluating my ability on how well I can manage my chosen project. In order to achieve this, I would need to use the right set of tools and appropriate stakeholders and the right number of colleagues to help make my project a success.
The organisation I have chosen is called Station Cars which is a local minicab firm which I currently work for as a night manager. I have been working for Station Cars for around 7 years now on the night shift, working 4 nights and having 4 days off on a 7-week routing calendar. The reason why I have chosen Station Cars is because of the amount of experience and knowledge I have experienced over the years. The company I work for is based in Enfield Town right inside the station, where we provide a taxi service to the whole of North London and currently operate 24 hours a day, 365 days a year. We have currently around 100 drivers working for us and around 10 staff members in the office. As the Uber taxi service has become the new known for customers as their cover all over London especially West End and has become a threatening competition for our company. For this reason, I wanted to open a second office as a new project which would be based in South west London in order to cover them areas locally as well in order to complete with Uber. The new office would be based in Victoria right in the centre of Central London in order to appeal to a larger volume of customers. 
 In order to further my research, I would need to investigate different types of tools and techniques which may or may not be used within my chosen organisation. For me to be able to improve my own performance in managing the project I will be including things such as, stakeholder project interest matrix, Gantt chart and a risk log. I would also be using feedback from others to be able to evaluate my ability on how well I can manage the project.



Section 1: Project Management Techniques
Project Management Techniques 
In any organization choosing the right angle in managing a project is essential for the project to be success. This is done by the way we manage our work which is defined by techniques which are used, and tools we can adapt too. 
Classic Technique
Sometimes using the simplest and most traditional technique tends to be the most appropriate approach for running projects. This includes things such as,
· planning of upcoming workload
· Tasks needed to be performed
· Allocating the amount of resources
· Receiving feedback within the team
· Monitoring quality
· Meeting deadlines
This technique is normally used within a small team where it is not necessary to implement a complex process (actiTIME. 2019) 
Within my chosen organization Station Cars using the classic technique would be the most effective as we are a small based company and in our new project, we would also have a small team working for us. 

Agile project management    
This method is using a value-centered approach within the project. This would include things such as, short sprints, planning and improvement in order to maximum value. Agile project management is usually used by small and highly collaborative teams which are looking to continual improvement within their software's. 


Here is an example on how agile project management works: (Figure 1)
[image: Image result for agile project management](ACTi Time, 2019)

At Station Cars using different types of software in order to make booking and keep up to date with new legalisation's, this type of management would be useful for our organisation.  Also, small based company normally used them with a great team would relate to our business totally.

Critical Path Technique 
The method used in critical path technique is a by step by step guide to project management, this process is used to determine critical and non critical tasks which help prevent time frame and process problems.  Usually this type of technique is used within organisation's which consist of several activities which tend to be in a complex manner.
In order to apply the critical path technique here are some steps to follow:
· Identity the required tasks and place them in order (sequenced)
· Each task can be shown using either a flowchart or diagrams
· List the critical and non-critical tasks (Rouse, 2019.)
This technique can be somewhat useful for my organisation however, it seems a little more complex as we are a small based team this would take us longer to sort out before being able to complete any tasks in hand.

Extreme Project Management
Is a methodology usually used to run more complex projects which are harder to understand. You could say it is somewhat related to Agile project management, but a different type altogether. This type of technique has e.g. a stakeholder which their interactivity is needed in order to success. If your project is more complex for example several choices about the requirement you need to achieve, you have the ability by extreme project management to change your mind in the end. However, the disadvantage of using this technique would be the more documentations you need to gather, more work would need to be done which can more time-consuming, this would theoretically be prolonging the project start date (Gerardi, 2019.)

Waterfall Methodology:
Waterfall model is the process used to develop the software, it is a sequential life cycle model, which means before you can start on the next section each stage would need to be completed before you can move on the next part. 
Waterfall model requires 6 stages which are as followed:
1. Requirements -The first stage is to write down all requirements needed for the system by document. By inserting the document, the system can then see what the best thing is to do, but it is not always how it ends up working.
2. Analysis -Second stage is where the developers use the document required in order to work out whether it will be a logical or theoretical design.
3. Design – The next step is when the developers finalize the physical design this is when the project begins the coding stage. 
4. Coding - At this stage the developers would start to write the project actual code.
5. Testing – Once the coding system has been completed in order to find out if they are any report bugs, certain tests will need to be done such as, Beta testers, quality analysis and other testers are required as well. 
6. Deployment – Finally the project enters the deployment stage. The new system would now be released to their marker where they would be able to support or maintain their system or customers. Also, they would be able to change the system in order to meet certain customer’s needs (Chi, 2019.)

Here is a diagram of how the waterfall model works:(Figure 2)
[image: ]
(Chi, 2019)

This type of methodology would be useful for my project the company I work for Station Cars is mainly run by solely on the system. This would help as decision which parts of the system we could use or change in order to meet customers or staff requirements. This would help my project a lot and save a lot of time as it would narrow it down as it is done stage by stage. However, it does seem complex and time consuming as we are on a tight schedule. 

Prince2 Methodology
Is used for projects in a controlled environment. Prince2 is a process-based method to manage projects. Usually organizations who want to use the Prince2 method start of with accredited training. Training is needed as it is a very complex method to learn which has too many processes and by providing the training, they will gain the required knowledge. This method can be used in a small or even big projects for example, even if a project only lasts two days because they will benefit from the Prince2 guidelines (Adler, 2019.) 
Looking at the time of method I do not think it would be useful for my project at Station Cars as my project is expanding on an existing office. As all members would be already trained and have the right knowledge to work in my new project. Prince2 method would be unsuitable as it requires training beforehand and not really for a small based business project.

Adaptive Project Framework
This methodology is a systematic process which helps improve practise and decisions slowly. This would help you learn the outcomes you made previously or from your current projects. This method is generally about adapting to the requirements of the business, which would help add value.  The main requirements of this type of framework is:
· Client – must be driven
· Learn from exploring
· Press forward on change
This method would be helpful for my project as making changes or decisions by introducing it slowly into the company sounds about right for my project as we are a busy faced business. Being a small based project, this would help improve our company as we could gather new ideas from other team members.  However, this is not my chosen technique to work with.

Section 2 Project Management Tools and Techniques
Project management is growing rapidly. This is because it helps build strategic into business goals. The project managers play the lead role in monitoring, controlling team members and the planning of projects. They also help build value, relationships an encourage team members to help better the company (Alexander, 2018.)
The Tools and Techniques I am going to be using in my project are as follows:
· Agile Project Management – This tool would allow planning and improvement in order to maximum value, this would be helpful in my project. Agile project management are normally used by small and highly collaborative team members. This would relate to my project and help plan, design, develop test and receive feedback on our services to improve further. 

· Stakeholder Map – (Figure 3) This would be one of my tools to help me see who my stakeholders and sponsors are, which would give me a better understanding on my project.


· RACI diagram – (Figure 5) Is the simplest yet most effective way of defining the project roles as well as responsibilities. This method would help see who is exactly responsible for each role. In addition, this would help see who must be kept informed at each step, which it can be result in the project being successful (Kantor, 2018.)

· GANTT chart – This type of tool is normally used as a project management tool. By using this tool would allow you to see every aspect of the project, by keeping a track on its progress. In addition, you could easily see who is responsible for which task and how long it will take to complete each task on the project (Kashyap, 2018.) 


· Stakeholder analysis project communication (Figure 6)- This tool is the first step in the stakeholder management. This enables stakeholders to gain support from each other’s help. Managing stakeholders helps make the project succeed where another project might fail if not managed properly (Thompson, 2019.) 

· Stakeholder Project Interest Matrix (Figure 4) - The stakeholder Analysis is a discipline used by successful business owners to win. It would help them make sure the project is successful, where another project tends to fail without it. It is a useful technique which is used to identify the important possesses by interest/event. This also helps identifies the main sponsors of the project (Bdaiwi, 2017.)   


Stakeholder Map Figure 3

The stakeholder Map for the Minicab Office our Project sponsors are as followed:
· Partners - it is a joint partnership
· Builders - who will build and finish fixtures in the office
· Local teams within the area of the new office local teams are helping set up
· Drivers local and new drivers are helping the new project 
· Vendors - will deal with marketing of the opening, Business Insurance, ICT would deal with building the system to make up and running and the finance side of things to be handled correctly and within our budget frame. 
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The stakeholder analysis was the first step planning of my project. Using the Matrix and the stakeholder map are both useful tools to be able to revaluate. Opening another minicab office being miles away from the first office can be stressful yet very rewarding at the end of the project. However, the project manager must be able to communicate with all individuals involved in the project to have a successful planning manner. 
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	Step                                                                                                                                                                                                                                                                                                                                             
	Task
	Project Manager
	Developers
	Builders
	Partners
	Local Teams
	Data Analysis
	ICT
	Finance
	Drivers
	A= Accountable                                                                                                                                                                                                                                                                                                                                         C= Consulted                                                                                                                                                                                                                                                                                                                                              I= Informed                                                                                                                                                                                                                                                                                                                                                   R=Responsible           

	1
	Project Management plan
	R
	I
	C
	I
	I
	C
	I
	I
	 
	

	2
	Resource Plan
	R
	C
	I
	C
	I
	C
	I
	C
	 
	

	3
	Project Budget
	R
	I
	I
	A
	C
	C
	 
	R
	 
	

	4
	Partner Contracts
	R
	 
	 
	R
	 
	 
	 
	C
	 
	

	5
	Customer & Functional Requirement
	R
	I
	A
	R
	C
	C
	I
	I
	C
	

	6
	Status reporting
	R
	 
	R
	A
	 
	R
	R
	A
	 
	

	7
	Training plan
	R
	R
	 
	C
	 
	C
	C
	I
	 
	

	8
	Training materials
	R
	R
	 
	C
	 
	 
	 
	I
	 
	

	9
	Trading Plan
	R
	 
	 
	R
	 
	C
	C
	I
	 
	

	10
	System Testing
	R
	R
	I
	I
	 
	C
	A
	 
	 
	

	11
	Technical specifications
	I
	C
	 
	I
	 
	C
	A
	 
	 
	

	12
	Project Schedule
	R
	I
	I
	R
	I
	I
	I
	I
	I
	

	13
	Unit Testing
	R
	R
	 
	I
	 
	 
	R
	 
	 
	

	14
	Project Closure
	R
	 
	I
	A
	I
	I
	I
	I
	I
	

	
	
	

	
	
	


RACI - Diagram (Figure 5)

	
	
	

	



The RACI diagram is followed from the participative functions:
· Responsible- The person responsible for doing to task for the project to be successful
· Accountable - The person or roles who is accountable to complete the overall task or deliverables.
· Consulted - The person consulted to provide useful information in order to complete the task in hand.
· Informed- The people or person will be informed of the completion task or deliverables. 
The RACI diagram rules out all the tasks from the sponsored stakeholders for the minicab office project. This diagram provides a clear understanding of the deliverables alongside with who is responsible to complete them. 



	




	

	





	

	

	

	

	

	

	

	

	

	

	

	



Project Communication - Stakeholder Analysis (Figure 6)
	The Stakeholder
	Update - How Frequency
	Which Method of Communication?
	Contact
	General Notes

	Partners
	Bi- weekly
	Phone/E-mail/Call
	Project Manager/Partners
	Meet up daily

	Builders
	Bi-weekly
	Phone/ Call
	Project Manager/Partners
	Meet up daily/Face to Face Meeting

	Local Teams
	Bi-weekly
	Phone/E-mail/Call
	Project Manager/Partners
	Once a Month

	Drivers
	Bi-weekly
	Phone/E-mail/Call
	Project Manager/Partners
	Meet up once a month

	ICT/IT
	Bi-weekly
	Phone/E-mail/Call
	Project Manager/Partners
	Meet up weekly - & Initial meeting week 6

	Insurance
	Month before event 
	Phone/Call
	Project Manager/Partners
	Meet up monthly & week 8 for confirmation

	Marketing
	Two weeks before launch
	Phone/E-mail/Call
	Project Manager/Partners
	Meet up monthly & week before launch

	Financing


	
Bi-weekly

	Phone/E-mail/Call



	Project Manager/Partners

	Every two weeks & week 8 for confirmation




Section 3 New Project chapter (Minicab Office):
The name of my project is called Station Cars. It is an addition to our existing office based in North London, but this time it will be based in South West London right near Victoria Station.  The aim here is to compete with UBER as they cover the West End more than we can unless there is a driver nearby. 

The Purpose of the Project:
Station has been very successful the last 30 years, but it is time to expand and compete with other taxi company’s which provide service all over London. In order to achieve this, we must expand on the other side of our main office in order to recruit drivers around the area. 

The Objectives:
The objectives of my Project would be to open the new office and be able to run both offices successfully at the same time. This would mean the new office would need to be within our budget and be finished within two months. 
The Project Scope:
This would include things such as
· Book Engineers to install software (I-cabbi) on to 5 	Person computer's and set up login/user Id's
· Marketing - to Print Business Cards/ Hand-out leaflets for opening
· Organise a small party for event day
· Arrange the two partners to cut ribbon with Westminster city council MP.
· Book Virgin Media & BT (Back up provider) Broadband engineers to install and set up 
· Confirm building work e.g. for desks, flooring, walls
· Confirm colour scene - blue & yellow (same as first office)
· Test out equipment e.g. Wi-Fi, software
· Finalise total cost for setup/start up
The Project Deliverables (Figure 7 Shown on Gantt Chart)
Private Hire Operators License £30,000 (For 51-100 Drivers)
Liability Insurance £5,000
Office Space to Rent £2,549 PCM (650-87,950 sq. ft)
Personal Computers £2995 (Five needed)
I-Cabbi software £4000 (yearly)
Decoration/colour scheme £1500 
Office Chairs £750 (five needed)
BT phone line & broadband £19.99 (Monthly)
Virgin Media Phone line & broadband £22 (monthly)
Office Landline Phones £1000 (five needed)
Stationery £150 
Two 8-seater mini bus for hire £26,000 (at least 2 needed)
Office Sign (Name) £350
Marketing £1200 (cards, leaflets, handing them out)
Printer £220 (including ink cartridges) 
Small event party/opening £300 
Report final numbers to vendors & finalise all miscellaneous payments' 

The Project Constraints are:
The budget Limit for starting up the new office is of £75,000.  They will be 51-100 drivers able to work for us and around 12 Office staff members. 

The Project Assumptions are:
We get the private hire operate licence. The system (Icabbi) is installed and working properly. We hire around 50 drivers within a week of opening. The office is fixed and ready for event day. All duties are performed and carried out within the Budget.

Budget and Timescale
The new office in south west London has an estimated total budget of £75,000 start up. The project will take around 8 weeks to finish with the licensing and all relate paperwork needed in order to open.

The Risk Management Process 
The process of the risk management is by identifying, analyzing and then by assessing the risks that may arise along the life cycle of the project. The risk can be anything which has an impact on the project timeline or performance. There are different types of tools and techniques such as, SWOT analysis, checklist Analysis or a risk log plus many more (Ray, 2017.)
The process I have chosen to analyse the risk management within the project is the risk log which will be (Figure 8)
Once the risks are identified they are then analysed to be able to reduce the chance of them occurring. The following are the risks I have identified within my project, which are as followed:
1. The Business Contracts with all the vendors and the two partners. All agreements and contracts must be fully checked and sent to the project manager before any companies or partners sign them. If any agreements are misspelt or incorrect, they would make the contract invalid and the person signing it may be fully responsible. 
2. The personal computers must have updated to anti-virus/firewall and being backed up. This is to prevent anything happening to important files and the software installed on the computer working properly. 
3. Liability Insurance must be up to date and cover all valuable items within the office. In case of a fire or an accident to be paid out in an emergency. 
4. The office must comply with the health and safely law. Making sure all fire exists are clear and all staff informed. Making sure the fire risk assessment certificate is correct and up to date.
5. The Drivers files containing personal details must be stored out of the way and safely, as the details contain sensitive data. 
6. The Wi-Fi must be backed up on the second broadband. This would prevent the system not working as the whole icabbi software uses relays on internet and may crash from time to time. 
7. Business cards must be showed to the project manager to approve before printing to check for any errors or misspelt words. This would prevent business cards/leaflets being printed incorrectly and would cost more to correct. 
8. All phone lines and office numbers must be connected correctly and have back up wires/sockets in case they stop working properly. 
9. Software (i-cabbi) must be explained in detail. Also, in case any issues with the systems we must know who to contact when we require help. 



Section 4 The Organizational Structure:
Each organization has different types of structures they work from as this depends on the organization you work for. These types can be anything from your roles, responsibilities or even work valves. In the functional organization structure, anyone who has a problem or a concern they must report to the functional manager, whereas in other types of organization structure you need to arise any concerns to the project manager or multiple managers (Usmani, (2019.) 
In Station Cars the functional organizational structure is very similar to how we work in our office. Even though I am one of the managers if I had a problem, I would always report to my general manager first. In our office every member of staff reports any issues to the general manager and if the problem has not been solved, we would then inform the boss/owner. 

Below is a diagram of my project organization structure (Figure 9)
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Manager
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Gantt Chart (Figure 7)
[image: ]


Gantt chart is a very useful technique used within my project. Being the project manager Gantt chart is become very helpful in keeping track of my deliverables to the project and to see if we are track with everything.  Even though we are opening a second office and familiar with the process, the rules and regulations take the longest time to process before we can operate as a private hire minicab office. 
A Gantt chart is a graphical presentation often used in project management, which help show the length of time each task should take within the project in hand. Each task would be allocated with a certain amount of time to be completed.  This process helps monitor the project current status and make sure it is on the right track (Watsons, 2019.)
Risk Log (Figure 8)
	Reference
	Description
	Impact
	Risk category
	Countermeasure
	Contingency 
	Personal Responsible

	1
	Contracts/agreements
	High
	High
	All agreements/contracts must be sent to project manager first before signing
	Ensure all spelling is correct before handing over for signing
	Vendors/project manager

	2
	Health and safety law
	High
	High
	Fire exits must be kept clear and all staff must be informed of procedures
	Fire exits are clearly displayed & clear
	Project manager/partners

	3
	Liability insurance
	High
	High
	Insurance for the office/value able 
	Insurance is covering the office space/assets
	Partners/project manager

	4
	Personal computer anti-virus
	Medium
	Medium
	Up to date anti-virus/firewall and all files must be backed up
	Anti-virus/fire wall and back up updated and monitored regularly
	Vendors/staff members

	5
	Driver- files
	Medium
	Medium
	Files stored safely and out of the way
	All files are photocopied correctly and stored in folders out of the way
	Staff members/partners

	6
	The back-up wi-fi is stable
	High
	High
	The back-up wi-fi must be stable. Testing equipment
	Ensure wi-fi equipment is updated regularly as new products come out and ensure all cables are working correctly e.g. not worn out
	BT/Virgin media/staff members

	7
	Business cards/leaflets
	High
	High
	Correct spelling/price lists before printing
	Correct price list/spelling on all business must be approved by project manager
	Vendors/project manager/partners

	8
	Phones lines/numbers
	Medium
	Medium
	All cables checked and additional cables stored safely
	All cables and phone are working correctly – check them regularly.
	Service provider/partners

	9
	Software (i-cabbi)
	Low
	Low
	If system fails, contact details of who to call/ what to do
	Software updated regularly to ensure no errors or crash happen and have software developers’ numbers handle 
	Vendors/software developer



Recommendations/Suggestions
My only main suggestions would be to buy an existing minicab office in a different location and add to our existing office. The reason for this is because it would save us a lot of time in waiting for our private hire operator’s license to be processed.  Even though the license is for 5 years, first time applicants for new premises wait a while before being able to operate. The application takes around 8 weeks to process and before we are given a decision, they are certain rules and regulations we need to follow.  If we had taken over an existing minicab office, we could have saved half the waiting time to 4 weeks and just applied for a change of ownership form.  In future if I am doing another project, I would take over an existing office to save on the hassle from starting fresh.  However, if the existing place has a bad reputation or not in a good location this could be a bad idea as change of management does not always solve the problem. So maybe starting fresh is more ideal in this case.









Conclusion
To finish off my project summary the tools and techniques I have chosen for the second minicab office has really proven to be the most effective results more than I could have hoped for. Managing a project was never going to be easy however, with the right tool set and techniques e.g. the stakeholder analysis the project communication and the RACI diagram gave me the flexibility of managing the project from all angles. Especially the Gantt Chart showed all stakeholders how long we had to complete each task, and this helped set out a deadline for our opening day.   Overall the tools and techniques really helped me plan out my whole project without missing anything out. I can proudly say I have managed a project from all aspects. 
Finally, I have learnt a lot of new techniques and tools set on this project. It has helped me boost my skills and ability to be able run a project from start to finish. Next time I am given the same or similar task I will be handle the project much easier as I have gained knowledge and experience in each stage of a project and it should be less time consuming as well.  
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Station Cars second Office (SW- London)
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Complete Actual (beyond plan

)
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