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[bookmark: _Toc239328458]Section 1: Introduction

Project management provides a structured way of organising work with a defined purpose, limited timescale and agreed outcome.  Wysocki (2019) describes a project as a series of linked activities completed within agreed limits of time, cost and specification.   Similarly, the Project Management Institute (PMI, 2021) defines a project as a temporary endeavour undertaken to create a unique product, service or result.

Within Swansea Bay University Health Board Library and Knowledge Service, new registrations fell by 37.2% during 2025 - 26, from 694 to 436 (Swansea Bay University Health Board Library and Knowledge Service [SBUHB LKS], 2026).  Overall activity remained high, which may suggest that the main difficulty is attracting new users rather than a general fall in demand. Reduced outreach caused by staffing pressures may also have affected awareness of the service.

This report considers a pilot Library Open Day held at Morriston Hospital Staff Library on 19th August 2026.  The event focused particularly on non-clinical staff who may be less familiar with the library and its wider services.  The report assesses the project approach, planning tools, communication, risk, monitoring and closure, before reflecting on my own project management skills and future development.



[bookmark: _Toc239328459]Section 2: Defining the Project 

[bookmark: _Toc239328460]2. 1 Background Reasons for the Project 

The Open Day developed from concerns about reduced outreach and the need to make a wider range of staff aware of what the library offers.  Although the service is available to all Swansea Bay University Health Board employees, some non-clinical staff may still associate the library mainly with doctors, nurses and students.  This could mean that services such as computer access, ESR support, books, wellbeing resources and help with learning are not being used as widely as they could be.

The Library and Knowledge Service annual report identifies staffing pressures as one reason for reduced outreach and fewer opportunities to promote services across the Health Board (SBUHB LKS, 2026).  This appears to make direct promotion more relevant, particularly for staff groups who may not routinely come into contact with the library.

The Open Day offered a practical way to address this without creating a large or expensive programme of work.  It also provided an opportunity to challenge the perception that the library is mainly a clinical service.  Greater awareness and use may also help support the service’s future visibility and continued value within the Health Board.

[bookmark: _Toc239328461]2. 2 Project Mandate

The project mandate was to attract a wider range of staff into the library and make better use of services that were already available.  In PRINCE2, the project mandate provides the initial direction from which a project can be developed (AXELOS, 2020).  For this project, the Library Services Manager acted as sponsor, with responsibility for approving the event, resources and spending.  I took responsibility for coordinating the preparation, delivery and evaluation of the Open Day.

My role included organising tasks and deadlines, working with library colleagues and liaising with other departments where support was needed.  Feedback was also included within the project scope so that staff views could help identify what might encourage future use of the library.  A separate survey of low-use staff was not included because this would have widened a small three-week pilot beyond its original scope.

[bookmark: _Toc239328462][bookmark: _Hlk231997757]2. 3 Business Case

A business case considers a project’s benefits, costs, risks and timescale (AXELOS, 2020).  The Open Day provides a low-cost way to test whether direct promotion increases awareness and membership.  A £50 petty-cash budget will cover refreshments, while existing staff, books, computers and library space will provide most resources.  Running one pilot at Morriston limits financial risk before considering events at the other sites.

[bookmark: _Toc239328463]2. 4 Options Considered

Four options were considered.  Doing nothing would avoid additional work, though the problem would remain.  A Health Board-wide email would be cheap, but staff may overlook it. Departmental drop-ins could reach staff directly, though they would require repeated preparation and cover.  The Open Day was preferred because it combines several services and allows face-to-face contact.  Morriston was selected because it is the busiest site.

[bookmark: _Toc239328464]2.5 Project Objectives

The main objective is to deliver the pilot Open Day on 19th August 2026 and increase awareness among non-clinical staff.  It will aim to attract at least 50 attendees, gain 15 to 20 new memberships and collect feedback from several staff groups.  Results will help decide whether similar events should be held at Singleton, Neath Port Talbot and Cefn Coed.

[bookmark: _Toc239328465]2.6 Project Scope and Exclusions

The project includes approval, publicity, staff allocation, refreshments, demonstrations, registration, feedback and evaluation.  Open Days at the other three sites, permanent staffing changes, opening hours and wider Health Board policy are excluded.  These boundaries should prevent the project from becoming wider than planned and keep the pilot manageable.



[bookmark: _Toc239328466]2.7 Expected Benefits and Success Criteria

Expected benefits include greater awareness, membership and use of library services.  Edwards and Gilroy (2021) argue that NHS library services should assess outcomes as well as activity. Success will therefore be measured through attendance, new registrations, staff groups represented, loans, computer enquiries and feedback.  A four-week follow-up will also check whether new members have returned or used library services since the Open Day, helping to show whether engagement continued beyond the event.


[bookmark: _Toc239328467]Section 3: Selection of Project Methodology

[bookmark: _Toc239328468]3. 1 PRINCE2

PRINCE2 is a structured project management method based on continued business justification, defined roles, product-based planning and control through stages.  PeopleCert (2023) explains that PRINCE2 7 can be tailored to meet the needs of individual projects.  This makes it relevant to the Open Day because the project has a sponsor, a fixed delivery date and clear products, while remaining too small to require every PRINCE2 document.

[bookmark: _Toc239328469]3. 2 PMBOK

The PMBOK approach organises project management through initiating, planning, executing, monitoring and controlling, and closing process groups (PMI, 2022).  This gives a clear route through the project lifecycle and covers areas such as scope, schedule, cost, quality, resources, communication and risk.  It would help ensure that no planning area is missed.  PMBOK offers guidance instead of one complete delivery method, so the project manager must decide which processes and tools are suitable.

[bookmark: _Toc239328470]3. 3 Agile Project Management

Agile uses short cycles, feedback and adjustment as work develops (Beck et al., 2001).  Publicity drafts, demonstrations and feedback forms could be improved in stages.  Full Agile working is less suitable because the Open Day has a fixed date and known outcome.

[bookmark: _Toc239328471]3. 4 Comparison of Methodologies

PRINCE2 provides governance and clear roles, though it may create too much paperwork. PMBOK covers more management areas, but its flexibility could cause inconsistency. Agile supports adjustment, though it gives less attention to formal approval. The Open Day needs both control and flexibility. Blended approaches can work well when practices suit the project context (Gemino et al., 2021).


[bookmark: _Toc239328472]3.5 Selected Approach

A tailored PRINCE2 approach is the best fit.  The business case, sponsor, roles and stage checks would provide control, while a Kanban board would manage weekly tasks.  This keeps the useful parts of PRINCE2 without unnecessary paperwork (PeopleCert, 2023).




[bookmark: _Toc239328473]Section 4:  Project Initiation and Environmental Analysis

[bookmark: _Toc239328474]4. 1 SWOT Analysis

SWOT examines internal strengths and weaknesses alongside external opportunities and threats (CIPD, 2026).  Strengths of the Open Day include an established library, experienced staff and access to services such as OpenAthens.  Weaknesses include limited staff time, low awareness among staff groups and incomplete baseline data.  Opportunities include attracting new users, increasing registrations and developing links with non-clinical departments.  Threats include low attendance, staff shortages and competing hospital pressures.  SWOT gives a useful overview, although CIPD (2026) warns that placing items in four boxes is only data collection; the findings still need interpretation.

[bookmark: _Toc239328475]4. 2 PESTLE Analysis

PESTLE considers political, economic, social, technological, legal and environmental influences (CIPD, 2025).  Politically, the project requires Health Board approval and supports the NHS Wales library purpose of education, training and research (HEIW, n.d.).  Economic issues include staff time and the £50 budget.  Social factors include shift work and whether staff can leave departments.  Technology covers ESR, internet access and OpenAthens.  Feedback data should follow data-minimisation requirements (ICO, n.d.).  PESTLE offers breadth, though some categories overlap and may overcomplicate a small project.

[bookmark: _Toc239328476]4. 3 Stakeholder Analysis

Mendelow’s (1981) power-interest matrix was used to group stakeholders.  The Library Services Manager has high power and interest and should be managed closely.  Communications, IT and Estates have enough influence to delay delivery, so they should be kept satisfied.  Library staff have high interest and should be involved, while non-clinical staff are the intended audience.

The matrix helps direct communication effort, though it presents stakeholder positions as more settled than they may be.  Stakeholder engagement can change as relationships, needs and project conditions develop (Aaltonen et al., 2024).  The grid should therefore be reviewed as interest and influence develop.

[bookmark: _Toc239328477]4.4 Project Organisation and Responsibilities

The Library Services Manager would sponsor the project and approve resources.  I would coordinate tasks and report progress.  Library staff would support publicity, demonstrations and feedback.  Communications, IT and Estates would assist with promotion, equipment and room arrangements.  Competing duties may still affect availability, so responsibilities must be agreed early.


[bookmark: _Toc239328478]Section 5:  Project Planning Tools

[bookmark: _Toc239328479]5.1 Product Breakdown Structure

A product breakdown structure identifies what the project must deliver rather than the work involved (AXELOS, 2020).  Products include the business case, venue, publicity, demonstrations, attendance record, feedback forms and evaluation report.  It clarifies outputs, though it does not show ownership, deadlines or quality standards.

[bookmark: _Toc239328480]5. 2 Work Breakdown Structure

A work breakdown structure divides the project into manageable packages (Maylor, 2010).  These include approval, venue confirmation, publicity, IT preparation, refreshments, staff allocation, delivery and evaluation.  It makes the work easier to assign and track, though each package still needs an owner and deadline.

[bookmark: _Toc239328481]5. 3 Network Diagram and Critical Path

A network diagram shows task dependencies and the sequence controlling the earliest finish date (Maylor, 2010).  The likely critical path runs from sponsor approval through venue confirmation, publicity and delivery.  IT preparation and staff allocation can run alongside it.  The diagram identifies pressure points, though its accuracy depends on realistic duration estimates.


[bookmark: _Toc239328482]5. 4 Gantt Chart

A Gantt chart shows tasks against dates, making duration, overlap and progress easier to track (Wysocki, 2019).  For the three weeks before the Open Day on 19 August 2026, sponsor approval and venue confirmation came first, followed by publicity, IT preparation and staff allocation.  Final checks were completed shortly before the event.  Milestones helped keep the fixed date visible, although the chart needed updating when timings or staff availability changed.

[bookmark: _Toc239328483]5. 5 Kanban Board

Kanban presents tasks as cards moving through stages:  To Do, In Progress, Done (Anderson, 2010).  Cards here might cover poster design, sponsor approval, printing, distribution, IT checks and staff rota confirmation.  Short check ins would flag blocked or overdue work quickly.  I see Kanban as supporting the Gantt chart, not replacing it.  It shows the current state of work well. It says less about dependencies or fixed dates.  This fits the tailored PRINCE2 approach set out in Section 3.5.

5. 6 Assessment of the Planning Tools

Each tool does a different job.  None of them covers everything alone.  The PBS defines what needs producing.  The WBS breaks that into packages someone can actually take on.  Neither says anything about timing.  The network diagram tests dependencies and points to the likely critical path though how reliable that is depends on the duration estimates behind it.  The Gantt chart is probably clearest for the sponsor.  It ties activity to the fixed event date and makes slippage visible.  Kanban works better for day-to-day co-ordination; especially once small tasks start changing or getting stuck.  Together, these tools give structure, sequencing and workflow control.  They still need tailoring to the job at hand.  Building complex diagrams for a one-day pilot could eat up time without adding much to decision-making, so each tool probably only needs enough detail to actually help.




[bookmark: _Toc239328484]Section 6:  Project Communication

[bookmark: _Toc239328485]6. 1 Communication Requirements

Stakeholders need different information according to their role and influence (PMI, 2021).  The sponsor needs progress and risk updates. Library staff need tasks and deadlines.  Communications, IT and Estates need advance notice. Non-clinical staff need clear and repeated publicity.

[bookmark: _Toc239328486]6. 2 Communication Methods and Frequency

Weekly library check-ins would review completed, current and delayed tasks.  This supports the Kanban approach (Anderson, 2010; Coleman et al., 2025).  Email would suit sponsor approvals and requests to Communications, IT and Estates.  Posters and Viva Engage would promote the event.  Repeated publicity should help reach staff working different shifts.

[bookmark: _Toc239328487]6.3 RACI Matrix

A RACI matrix identifies who is Responsible, Accountable, Consulted and Informed (PMI, 2021).  I coordinated the project, while the Library Services Manager remained accountable.  Library staff supported delivery and collected feedback, with Communications, IT and Estates consulted where needed.  Non-clinical staff were informed through direct contact with department managers and indirect publicity, including posters and Viva Engage.

[bookmark: _Toc239328488]6.4 Communication Limitations

Internal communication may be delayed because library staff, IT and Estates have other duties, and I have no formal authority over those teams.  Support therefore depends on cooperation. Publicity creates a different risk, as repeated messages may lead to information overload and make promotion easier to miss (PMI, 2021).  This could reduce awareness of the Open Day among the staff groups targeted.

[bookmark: _Toc239328489]Section 7:  Project Risk Management

[bookmark: _Toc239328490]7. 1 Risk Identification

Risks would be identified through discussion with library staff and experience of similar events. A simple risk register would record each risk, its effect and planned response (APM, 2019). Regular team check-ins would allow new concerns to be identified as the project developed.  A separate risk workshop would be unnecessary for a project of this size.

[bookmark: _Toc239328491]7. 2 Internal and External Risks

Internal risks mainly relate to staffing and time.  Sickness, annual leave or competing duties could reduce cover for preparation or delivery.  External risks include low attendance, delayed support from Communications, IT or Estates, and wider hospital pressures, such as an outbreak or major incident drawing staff away at short notice.  These factors are harder to control and could affect the timetable or reduce the reach of the event.


[bookmark: _Toc239328492]7. 3 Probability and Impact Assessment

Risks would be rated low, medium or high for probability and impact (AXELOS, 2020).  Low attendance may be rated medium for both, while staff shortages on the day could have a higher impact because they may restrict delivery.  Delayed publicity could also reduce attendance. Although the scoring is partly subjective, it helps focus attention on the risks most likely to affect delivery.

[bookmark: _Toc239328493]7. 4 Risk Response Strategies

Risks would be avoided, reduced, transferred or accepted according to their seriousness (AXELOS, 2020).  Low attendance would be reduced through repeated publicity, contact with department managers and follow-up information for staff unable to attend.  Staffing risks would be reduced through minimum cover and backup arrangements, while IT equipment would be tested beforehand.  Minor risks, such as refreshments running low, could be accepted because they would not prevent the Open Day from continuing.

[bookmark: _Toc239328494]7. 5 Risk Monitoring and Ownership

I would maintain the risk register as project coordinator, while individual risks would be assigned to the person best placed to manage them (APM, 2019).  IT risks would sit with the IT contact and staffing risks with the Library Services Manager.  If I were unavailable, the Library Services Manager could take over coordination or nominate another library colleague.  The register would be reviewed during weekly check-ins, with new risks added as they arise.  For a three-week project, this would be more proportionate than holding separate risk meetings.

[bookmark: _Toc239328495]Section 8:  Monitoring, Control and Closedown

[bookmark: _Toc239328496]8.1 Monitoring Project Progress 

Progress would be reviewed through short weekly check-ins covering completed tasks, risks and delays.  The Kanban board would show current workflow, while Gantt milestones for approval, publicity and the event date would provide checkpoints (PMI, 2021).  For a three-week project, this approach would provide enough control without creating unnecessary reporting.


[bookmark: _Toc239328497]8.2 Time, Cost and Quality

Time, cost and quality need to be balanced during project delivery (Atkinson, 1999).  The Open Day date of 19 August 2026 is fixed, while most costs relate to existing staff time.  If pressure increases, optional activities or demonstration materials could be reduced rather than moving the date.  Maintaining the agreed schedule is therefore a priority, with progress monitored against the project plan (PMI, 2021).

[bookmark: _Toc239328498]8.3 Project Tolerances

Minor delays could be managed within agreed tolerances without escalation.  Changes affecting the date, £50 budget or purpose of the project would be referred to the Library Services Manager as sponsor (PeopleCert, 2023).  This allows small issues to be managed locally while protecting the agreed project boundaries.

[bookmark: _Toc239328499]8.4 Change Control and Scope Creep

Requests for extra activities would be considered against the fixed date, available staff time and agreed scope.  Any addition requiring extra resources would need sponsor approval.  This simple change control approach would reduce the risk of small requests gradually widening the project (PMI, 2021).



[bookmark: _Toc239328500]8.5 Benefits Realisation

Following delivery on 19 August, the Open Day produced 10 new registrations, below the target of 15 - 20.  Registration alone, however, does not show whether engagement continued.  
Follow-up would therefore check whether new members returned to borrow books, use computers or access other library services.  Reviewing benefits after delivery can identify outcomes that only become clear over time (PeopleCert, 2023).
[bookmark: _Toc239328501]8.6 Project Review and Lessons Learned

The project review would use attendance figures, feedback and staff observations to identify what worked and what should change for future Open Days.  Recording lessons soon after delivery would also make them available for similar projects at other library sites (PMI, 2021).

[bookmark: _Toc239328502]8. 7 Project Closedown

The project would close when the Library Services Manager approved the evaluation.  Remaining follow-up activity would then become part of normal library work, with the Library Services Manager overseeing continued monitoring (PeopleCert, 2023).

[bookmark: _Toc239328503]9. Project Manager Attributes and Personal Development

[bookmark: _Toc239328504]9.1 Project Management Competences

The APM Competence Framework identifies abilities such as planning, stakeholder engagement, risk management and leadership (APM, 2023).  These are relevant to the Open Day because it has a fixed date and depends on support from teams outside my line of authority.  Comparing the framework with the project helped me recognise skills I already use at work and areas where I have less experience.

[bookmark: _Toc239328505]9.2 Personal Self Audit

I would rate myself as reasonably confident in planning, organisation and communication. Coordinating literature searches and competing deadlines across four hospital sites has developed these skills.  Risk management is a weaker area because I have previously managed risks informally rather than recording and scoring them.  Influencing stakeholders outside my line of authority is another area I need to develop, as I can request action but cannot require it.

[bookmark: _Toc239328506]9.3 Strengths

Organisation under pressure is one of my stronger areas.  Managing OpenAthens registrations, literature searches and competing requests has taught me to break work into manageable tasks and monitor deadlines.  I am also confident communicating with different staff groups.  Nearly 25 years of customer service experience has helped me adapt explanations and remain calm when people need practical support.

[bookmark: _Toc239328507]9.4 Personal Development Plan

Two actions would address the weaker areas identified in my self-audit.  First, I will use a formal risk register on a future workplace project and ask the Library Services Manager for feedback by October 2026.  Second, I will develop my stakeholder management by leading communication with teams outside the library, keeping brief notes on which approaches gain the best response, and reviewing these with the Library Services Manager by November 2026.  Setting specific goals and deadlines can support effort and performance (Locke & Latham, 2002), while reflection on experience can support continued learning (Kolb, 1984).


[bookmark: _Toc239328508]9.5 Limitations of Self - Assessment 

Self-assessment may not always reflect actual performance because people can overlook their own weaknesses (Dunning et al., 2004).  My judgement is based mainly on personal experience, so feedback from the Library Services Manager and colleagues involved in the Open Day would provide a more balanced assessment of my development needs.

[bookmark: _Toc239328509]Section 10:  Conclusion

A tailored PRINCE2 approach appears to have suited this project.  It provided sponsor approval, defined roles and stage checks without requiring the full documentation associated with a larger project, which PeopleCert (2023) accepts can be scaled according to project needs. Adding Kanban for weekly coordination also fits with evidence that blended approaches can work when suited to the project context (Gemino et al., 2021).  No single method covered everything, which suggests that tailoring mattered more than relying on one framework alone.

Among the planning tools, the Gantt chart and Kanban board worked best in combination.  The Gantt chart linked activity to the fixed event date and gave the sponsor a clear overview, while Kanban supported the day-to-day movement of tasks.  The network diagram helped test dependencies, although its usefulness depended on the accuracy of the duration estimates.

On balance, I believe the project was feasible.  The £50 budget, existing staff and single venue kept financial risk low, although attendance and support from other departments remained less controllable.  The Open Day produced 10 new registrations, below the target of 15–20.  Follow-up will show whether these new members continue to use the service and whether similar events at the other three sites would be worthwhile.
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[bookmark: _Toc239328511]Appendix A: Open Day Gantt Chart

Figure A1
[image: ]
Blue – Sponsor approval and scope
Orange – Venue confirmation
Green – Publicity design and approval
Red – Printing and distribution
Purple – IT preparation
Brown – Staff allocation
Pink – Final checks and setup
Grey dot/line – Open Day milestone, 19 August 2026
Yellow/olive – Immediate evaluation
Light blue – Four-week usage follow-up

[bookmark: _Hlk239253111][bookmark: _Toc239328512]Appendix B: Open Day Cost Plan

Table B1

	Item
	Estimated Cost
	Actual Cost
	Notes

	Refreshments
	£50.00
	£50.00
	Tea, Coffee, Light Refreshments for visitors

	Posters and Promotional Materials
	£10.00
	£0.00
	Produced and printed internally using existing library resources

	Printing of Information sheets
	£5.00
	£0.00
	Printed using existing NHS printers and paper

	Library Staff Time
	£0.00
	£0.00
	Covered within normal working hours

	IT Equipment
	£0.00
	£0.00
	Existing library computers and equipment were used

	Tables and Display Materials
	£0.00
	£0.00
	Existing library furniture and display materials were used

	Total 
	£65.00
	£50.00
	Project remained within a low-cost budget



Note.  The Open Day was designed as a low-cost pilot.  Most resources were already available within the library, meaning the main direct expense was refreshments.  Using existing staff time, equipment and printing facilities kept the actual cost to approximately £50.00.


[bookmark: _Toc239328513]Appendix C: Risk Register
Open Day Risk Register
Table C1
	Risk
	Likelihood
	Impact
	Overall Risk
	Action / Control Measure
	Person Responsible

	Staff sickness or unexpected absence
	Medium
	High
	High
	Share duties between available library staff and keep the Open Day format flexible if staffing levels fall.
	Project Lead / Library Manager

	Low attendance
	Medium
	Medium
	Medium
	Promote the event through posters, staff communication channels and direct contact with departments before the Open Day.
	Project Lead

	Delay in promotional material being approved or circulated
	Medium
	Medium
	Medium
	Prepare publicity early and follow up with Communications if approval or circulation is delayed.
	Project Lead

	IT or computer problems during demonstrations
	Low
	Medium
	Low
	Check computers, internet access and relevant systems before the event. Keep printed information available as a backup.
	Project Lead / IT Support

	Staff unable to leave clinical or departmental duties to attend
	High
	Medium
	High
	Keep the event informal and allow staff to visit at different times, rather than requiring attendance at a fixed session.
	Project Lead

	Refreshments unavailable or delayed
	Low
	Low
	Low
	Purchase refreshments in advance and keep the cost within the agreed £50 budget.
	Project Lead

	Limited engagement from non-clinical staff
	Medium
	Medium
	Medium
	Contact domestics, porters, administrative staff and catering staff directly instead of relying only on general advertising.
	Project Lead

	Hospital pressures or unexpected operational demands

	Medium
	High
	High
	Keep the event adaptable and be prepared to reduce activities or rearrange parts of the Open Day if operational pressures affect staffing or attendance.
	Library Manager / Project Lead



Note.  Risks were reviewed during the planning and delivery stages of the project.  I considered both the likelihood of each risk occurring and the possible effect on the Open Day.  Where possible, controls were put in place beforehand.  Some risks, particularly staff shortages and hospital pressures, could not be removed completely and therefore needed ongoing monitoring.
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Open Day Kanban Board
Table D1
	To Do
	In Progress
	Done

	Confirm staff rota and cover arrangements
	Prepare information packs and handouts
	Obtain approval from the Library Services Manager

	Purchase refreshments within the £50 budget
	Promote the Open Day directly to hospital departments
	Agree the date and location

	Carry out final IT and computer checks
	Arrange tables, displays and promotional materials
	Identify the target staff groups

	Prepare attendance and feedback forms
	Confirm support from library colleagues
	Produce posters and publicity

	Plan the four-week follow-up review
	Monitor responses and expected attendance
	Contact Communications about intranet promotion

	Record lessons for future Open Days
	Check for delays, staffing problems or other risks
	Create the project plan, Gantt chart and risk register



Note.  The Kanban board was used alongside the Gantt chart to provide a clear view of work as it moved through the planning stages. Tasks could be transferred between the three columns as progress was made. This made delays and unfinished work easier to identify during short staff discussions
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[bookmark: _Hlk239253647]Personal Development Plan Following the Open Day Project
Table E1
	Development Area
	Planned Action
	Support or Resources Required
	Target Date

	Risk management
	Shadow a manager or experienced colleague while they prepare or review a risk register for another library activity.
	Support from the Library Services Manager and access to previous risk registers.
	October 2026

	Stakeholder mapping
	Use Mendelow’s matrix when planning the next library event or service change.
	Guidance from my manager and examples from the Open Day project.
	November 2026

	Project planning
	Take responsibility for planning another small library event or promotional activity.
	Protected planning time and agreement from the Library Services Manager.
	January 2027

	Communication and confidence
	Lead a short project update or planning meeting with library colleagues.
	Meeting time, an agenda and feedback from colleagues.
	December 2026

	IT and ESR knowledge
	Request additional training on library IT systems and ESR support so I can respond more confidently to staff enquiries.
	Access to training, guidance notes and support from experienced colleagues.
	February 2027

	Evaluation skills
	Carry out a four-week review after a future library event, using attendance, membership, loan and feedback information.
	Access to library activity data and feedback forms.
	March 2027



Note.  This plan was developed from my reflection on the Open Day project.  It focuses on areas where I gained confidence, alongside skills that still need practice.  Progress will be reviewed through supervision discussions, project reflections and my PADR.
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