




Report (Task-3) on 
Recognising and appreciating employee's good work
Student name: Mst. Shalma Pervin
Student ID: 2019669


Table of Contents
Introduction	3
Assessment of Project Management Tools and Techniques	4
Application of Tools and Techniques in the Project	6
Communication of Project Plans to Stakeholders	7
Future Improvements	8
Conclusion	9
References	10

[bookmark: _Toc139373374]

Introduction
It's crucial in today's competitive corporate environment to recognize employees for their efforts. This is essential in raising the morale, productivity, and efficiency of the workforce. This study examines a work-related project, focusing on how various project management tools and techniques were utilized to successfully complete the task at hand while also recognizing and rewarding the efforts of all those involved. Shalma, Andrei, Madalina, Mohamed, and Corinna formed the Fantastic 5 to promote Specsavers' award programs to their staff. The Belbin team effectiveness model suggests that everyone in the team served a useful purpose. I took on the role of team member, working to promote a positive and collaborative environment for my colleagues and myself. I was essential in getting everyone on the team to talk to one another and work together, and in making sure that everyone's input was considered. Andrei, the specialist on teamwork and collaboration, places a premium on encouraging productive interactions between colleagues. He made sure everyone on the team had the same goals and worked together to achieve them. Because of his understanding of team dynamics, the team was able to work through challenges and resolve disputes as they arose. Madalina, who is an accomplished planner, oversaw the preliminary planning stages of the project. She created a thorough project plan using tools like the Gantt chart and a structured approach to dividing up the tasks. Her careful organizing led to clearly defined responsibilities, timely milestones, and efficient use of available resources. Mohamed was the one in charge of seeing the project through as its implementer. He diligently carried out the project's duties, kept tabs on its development, and dealt with any problems that arose. His focus on getting things done helped the project stay on track and accomplish its objectives. Corina was helpful in the process of tracking and assessing results. She kept an eye on the project, made assessments, and solicited opinions from those involved. Her meticulousness and commitment to perfection guaranteed the project's success and provided actionable insights for future enhancement. We had a great advocate in Jason, the manager of Specsavers. Jason showed us a video presentation detailing the Specsavers employee awards program in detail. All the data we needed for the project was provided by him, so he was a big assist there. Julie Thomas, one of our professors, was also a helpful source of guidance. So that we can complete the assignment on time. 
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Utilizing appropriate project management tools and practices is crucial to a project's success. Multiple methods and resources were used in the Specsavers project to guarantee success and get the results that were wanted. The report's major tools and strategies for project management will be evaluated here.
Gantt Chart - The Gantt chart was important in illustrating the project's progression and highlighting key milestones. It included a thorough summary of the project's timeline, task dependencies, and major landmarks. The Gantt chart was useful in these regards since it allowed for the project to be broken down into manageable chunks with associated deadlines. It also helped the team keep organized and focused on the project's objectives, allowing for more efficient resource allocation (Bolles, 2020). In particular, the Gantt chart helped me deal with the unpredictability of projects. The team was able to gauge how prospective delays might affect the project's timeline by first determining the interdependencies between activities. This enabled the development of preventative risk mitigation techniques and backup plans, reducing the project's overall vulnerability.
Work Breakdown Structure (WBS): We utilized the WBS technique to break the project down into more manageable chunks. By decomposing the overarching aim into smaller, more manageable chunks, the team was better able to allocate resources, establish meaningful milestones, and keep tabs on development (J Davidson Frame, 2018). The WBS aided in making sure all project activities were accounted for and that everyone on the team knew their place and what was expected of them. The WBS also helped in setting priorities and allocating resources efficiently. The team was able to manage its resources more effectively and prioritize the most important tasks by classifying them according to their degree of criticality and dependence on one another. In addition, the WBS helped spot trouble spots or places that needed more help, allowing for prompt action and the reallocation of resources.
Quad Chart:  The Quad chart neatly summarized the project's development and highlighted problem areas. The team was able to evaluate the progress of the project in terms of milestones reached, threats recognized, problems faced, and lines of contact with stakeholders. During team meetings and contacts with stakeholders, the Quad chart proved to be an invaluable communication tool by presenting a complete picture of the project's status briefly. Using the Quad chart, the group was able to pinpoint where they would hit a snag or where they might need to devote more time or money (Khalid, 2022). This allowed for preventative problem-solving and kept the project on pace. By providing project updates in a simple and aesthetically attractive style, the Quad chart fostered effective stakeholder communication and increased stakeholder awareness and involvement.
Risk Management Strategies: The project's success was due in large part to careful risk management. Throughout the project's lifespan, the team used a risk management method to detect, evaluate, and eliminate any threats. The team was able to lessen the potential effect of difficulties on the project schedule and final products by completing a comprehensive risk assessment (Nelson, 2018). Project hazards were identified, and analyzed for effect and probability, and action plans were developed as part of the risk management process. Strategies for monitoring risk triggers and indicators and implementing backup plans for when things go wrong were all part of these plans. The team was able to keep things rolling smoothly, with few hiccups, because they used a methodical approach to risk management.
The evaluation of the project management tools and procedures shows how important they were to the overall success of the project. The team was able to get insight, plan efficiently, and solve problems proactively because of the Gantt chart, WBS, Quad chart, and risk management measures. Successful project completion was guaranteed using these methods, which improved project coordination, resource management, and risk reduction.
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The project was able to effectively execute because numerous project management tools and methods were used. Project planning, execution, risk management, and communication with stakeholders were all much improved because to the use of these tools and practices. The most important uses for these methods and apparatuses are as follows:

Work Breakdown Structure (WBS): To complete the project successfully, the team used the Work Breakdown Structure to divide the work into more manageable chunks. By breaking the project down into smaller, more manageable chunks, we were able to better comprehend its scale and devote the appropriate time, money, and manpower to it (White, 2017). By breaking down the project into manageable chunks, the team was better able to identify interdependencies, allocate tasks, and monitor development.

Gantt Chart: The steps required to complete the project were laid out in a Gantt chart. The team was able to plan, find bottlenecks, and keep tabs on things thanks to this handy app (Robbins, 2021).  The team was able to set priorities, manage their time and resources more efficiently, and meet their deadlines for the Gantt chart. It also helped the team, and its stakeholders communicate better by giving them common knowledge of the project's schedule and its interdependencies.

Quad Chart: The Quad chart was used to efficiently track and report on the project's status. The results of the project in terms of its successes, failures, possibilities, and threats were graphically represented using this tool. The Quad chart helped the team pinpoint problem areas, set priorities for their efforts, and ensure that everyone's needs were being met (Robbins, 2021). Effective decision-making and stakeholder participation were both aided by the Quad chart's methodical presentation of critical facts.

Risk Management Strategies: Throughout the project's lifespan, risks were tracked, evaluated, and dealt with using a well-thought-out plan for risk management. The team did an exhaustive risk analysis, factoring in both internal and external threats to the project's viability. The team's preparedness allowed them to proactively apply risk reduction strategies and create backup plans. The project's results were protected against disruption thanks to the rigorous routine of monitoring and reviewing hazards.
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The project team realized the need to include all relevant parties and keep them always updated. To guarantee open and honest dialogue, many methods were used.
The first thing that was done was to figure out who everyone stood to benefit from the initiative and why. The team did an extensive stakeholder study to determine who would have a vested interest in seeing the project succeed. Stakeholders were sorted via this study based on their importance, influence, and involvement (Project Management Institute, 2017). The team was able to address their problems and meet their expectations by first gaining insight into their worldviews and then developing communication techniques accordingly.
The strategy for interacting with various stakeholders was laid out in a communication strategy document. Important messages, channels, and frequencies for dissemination were all laid out in detail. With a clear strategy in place, the team was able to update all relevant parties as soon as new information became available.
Stakeholders were kept abreast of the project's development via a schedule of regular meetings and status reports. Stakeholders had the chance to voice their questions, comments, and concerns during these gatherings. The project team's ability to keep the lines of communication open with the stakeholders led to more cooperation and backing.
Plans and progress on the project were disseminated through several different media in addition to in-person discussions. Email was utilized to notify a large group of people quickly and thoroughly. Plans, milestones, and accomplishments were all laid out and reported on in various presentations and reports (Nelson, 2018). For critical concerns and last-minute updates, the team also made use of technology by utilizing messaging applications like WhatsApp and Microsoft Teams to be in constant contact with one another.
The project group understood the significance of a two-way dialogue and consistently requested input from those who might be affected by the project's outcome. To get people's opinions and ideas, they used surveys, feedback forms, and one-on-one chats. The input was considered and included into the project plans, making sure that all relevant parties' viewpoints were considered.
The project team also made sure that all changes and plans were conveyed clearly and concisely, without any unnecessary jargon or technical terms. Stakeholders were better able to grasp complicated material and project timeframes thanks to the usage of visual aids like charts and diagrams.
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Future Improvements
The project group has been paying close attention to the risk management procedure. The team did establish a risk management approach, but they could do better at identifying and preventing hazards. Comprehensive risk assessments, ongoing risk monitoring throughout the project's lifespan, and the creation of backup plans to deal with unanticipated obstacles are all ways to accomplish this goal.
The group should make interpersonal and leadership skills a top priority. For a project to be successful, there must be strong leadership and clear lines of communication. Team members may improve their capacity to share project ideas, involve stakeholders, and encourage cooperation via investment in training and professional development programs (Nelson, 2018). Improving project coordination and team performance may be a result of working to hone these abilities.
In addition, it is crucial to regularly assess and modify one's approach to project management practices. To ensure they are using the most efficient methods and tools, the project team should keep abreast of developments in the field of project management. Efficient and successful future initiatives may be driven by routinely analyzing and assessing the applicability of these technologies (Khalid, 2022). Throughout the project's plan, the project team should also think about implementing stakeholder feedback systems. By keeping everyone involved in the project informed and consulted on a regular basis, improvements and modifications to the project's plans and activities may be made. The success of the project, as well as the quality of relationships with stakeholders, will both improve with this method.



[bookmark: _Toc139373379]Conclusion
Each member of the Specsavers team worked together to accomplish the goal of raising employee knowledge of award advantages. The project's success was secured by using several methods and techniques drawn from the field of project management. The event drove home the need for teamwork, open lines of communication, and flexibility in the administration of organizational projects. Effective project management and individual contributions were achieved via the use of tools such as the Work Breakdown Structure, Gantt charts, risk management strategies, agile techniques, and performance assessment forms. Strong lines of communication ensured that all parties involved had up-to-date information and that employees knew they were valued. 
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