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1.INTRODUCTION
In this report I will be critically assessing the convenience of project management tools and techniques that are needed when managing a project in an organisation. The project will cover who is involved, the timescale and possible risks. I will critically evaluate and investigate the BBC Worldwide Case study and give a critical evaluation of their ‘Working Together’ project. 


PART 1 
2.PROJECT MANAGEMENT
WHAT IS A PROJECT?
A project is a unique process in which tasks are put together in a controlled coordinated manner in order to achieve a specific goal. There are activities with a start and finish to add consistency and order. The tasks are set to achieve an objective conforming to a specific requirement. It usually also has a time fixed within certain requirements and limitations such as cost, quality, performance and others. Techopedia (2014) was useful source of information.
A project has time, cost, quality and resource constraints (a budget).

[image: ]
Project management is all about understanding and knowing what the goal is and the steps that will be taken to achieve them. The sources that are needed and the time in which to complete the project must be clear. For that reason, management of the project is very important as the goal is to make sure that everyone in the project is aware of the purpose and what needs to be done. 
In project managing there must be discipline and an organized manner from beginning to the end. Every type of project needs structure so that the complexity and length of the project are equal to more advanced and detailed plan. 
Almost all projects go through the following five steps during its life cycle.
1. Understand what the client needs to determine the projects goals
2. Create a plan that will show what needs to be done, by whom, how much it will cost and when the project should be delivered. 
3. Make sure to Start working
4. Monitor if work goes according to the initial plan, identify risks and adjust.
5. Deliver the project and close all contracts and make sure client is happy and approves. 

2.1WHAT IS A PROJECT MANAGER?
Project managers operate as the lead person in the planning, executing, monitoring, controlling and closing of projects. This means that they are accountable for the whole project scope, project team, resources and the success or failure of the project. Techopedia (2014) was useful source of information.


A project manager is given a lot of responsibility with the help of their team, these can be multiple responsibilities such as initiating, planning, executing, monitoring and closing. This means that the project manager must meet each one effectively for the project to be successful. 
There fundamental phases that project management must go through, this phase ultimate the order and planning of the project. These areas are integration, scope, time, cost, quality, human resources, communication, risk procurement and stakeholder management. Missing out any of the areas means that the project will not be planned well and might not meet the customers expectation. 

Project management skills
There are many skills that a project manager needs, those skills need to be more than technical skills as the role of a project manager requires non-technical skills. It is in these softer skills that will determine if a project will be a success or a failure. There are crucial skills that project managers must have and these skills are non-technical. The skills are:
· Leadership
· Motivation
· Communication
· Organisation
· Prioritization
· Problem-solving
· Adaptability
In project management there can be many setbacks, so project managers must act strategically and be fully vested in organizational success. The more success with projects, the more the project manager will gain the skills they need and together with experience, technical skills, there will be a higher demand on the project manager. Providing a strong foundation that will enable the project manager to adapt to the continuous changes in the project while putting the stakeholders needs first will place them in a successful position. An effective project manager does the following: 
· Takes ownership of project
· Is proactive not reactive
· Adequately plans the project
· Is authoritative (not authoritarian) 
· Is decisive
· Good communicator
· Manages by data and facts not uninformed optimism
· Leads by example
· Has sound judgement
· Is a motivator
· Is a diplomatic
· Can delegate

PART 2
3.BBC WORLDWIDE PROJECT SELECTION ‘WORKING TOGETHER’ 
BBC Worldwide is a content company that was is owned by the BBC, the company has a main priority of building the brand to and expand globally. In a world were content is so accessible and the consumer has more choice in the content they see, BBC wanted to adapt to those changes and create opportunity globally. 
BBC has many employees globally, an estimates 1,800 workers and 18 offices around the world. As a commercial arm of the BBC, the company set a task to help shoot up revenue to the BBC in what would be a great project that could change the relationship between workers and leaders in the BBC. 
The vision for the project was led by the executive team at the BBC that is known as WEX (Worldwide executive committee). These members are also tied with another executive team known as GLT (Global Leadership team) This committee consists of 100 senior managers who oversee the overall supervision on the BBC globally. This means that they have full support of the BBC to do a project such as this. The main goal for both organisations is to be ‘one BBC’. BBC Worldwide (2015) was a useful source of information. 

3.1 PROJECT INITIATION
In the year of 2012 October, BBC Worldwide focused on creating a change geographically in order to expand to other regions. The four regions where:
· UK
· America
· Australia
· New Zealand
This made change came because the BBC wanted to bring more business from international markets and get closer to their consumers. Unfortunately, these changes mean that some people lost their jobs because of the new structure. 
The new structure also highlighted the difference in leadership from the two sides, BBC worldwide wanted to recruit members in a competitive way but WEX wanted to create an environment for the employees that was based on culture and inspiration. As stated in Kotter’s 8 steps state it is important to make sure that stakeholders and members of the coalition can communicate the vison clearly and concisely in order to create a vision for chage Kotter.J (1995). This tag of war showed that the two sides needed to work on their leadership skills and gain more understanding on how to successfully lead their member through the project. 
The CEO of BBC Worldwide in 2013 was Tim Davie. The focus that he had for the company was to build a reputation of a brand that can bring in sustainable financial returns and build a world class company. To ensure that the message was clear there will be surveys sent out to members to ensure that they understand the strategy. He understood the importance of communication within members and that members like to be included so they feel heard. As Kotter’s 8 steps states, communicate the vision, a leader must convincingly and persuasively speak about the vison very often Kotter.J (1995).  
After careful evaluation and critical thinking, the board decided on launching a project that would help find out what their employees love about the culture at BBC Worldwide and what needs to change. BBC Worldwide (2015) was a useful source of information.


KOTTER’S 8 STEPS MODEL (1995)
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3.2THE VISION OF THE PROJECT
There was a culture drive in the company that was led by WEX with the help of the director. There was a vison that was based on staff feeling empowered in order to put customers first and take smart risks, so HR developed a workshop to cascade culture drive and this was done in conjunction with WEX and the drive of GLT. 
Both WEX and GLT had to work together on this project so the CEO ensured to bring both teams together so that everyone understood the strategy and the company’s focus which was; ‘Even the most junior of staff can go content, brand and digital’. 
The goal was for staff to have a clear story and feel listened to, they would be treated fairly and included in communications. Bridging the gap between staff and leaders by building better relationships was believed to hopefully help build a growth culture within the organisation.  
Members where expected to activate the culture further than work, they had to live it in their daily lives. The workshop process had begun, and all members were on board. BBC Worldwide (2015) was a useful source of information.

Belbin team roles theory is used in the area of selecting the right team needed for this project Belbin (1981). When WEX (Worldwide Executive Committee) and GLT (Global Leadership Team) was selected to work together they would have had to use the 3 action oriented roles which are:
· Shaper
· Implementer
· Completer
[image: ]

This project was led by the CEO of BBC Worldwide in April 2013 and this was the shaper of the project. He stated that the aim of the project will be:
· Build reputation and brand
· Bring sustainable and financial returns
· Build a world class media company
The implementer of the BBC Worldwide project was the Director who took time to get WEX members on board through communication and gaining their input. 
In completing the project, HR compared the results year on year, this means that they had to create a survey to establish how successful the project was. 
Belbin Belbin (1981 also describes the people-oriented roles which are:
· Co-Ordinator
· Team worker
· Resource Investigator
These three roles enable the project to have solid structure, it highlights the skills needed to implement a smooth-running project. In coordinating the project it is important to consider who the right team members are, what roles they will cover and the timeframe in which the project will be complete. 

3.3 ‘WORKING TOGETHER’ PROJECT TEAM SELECTION
When all the teams were selected and everyone had understood their roles in the BBC Worldwide project, in October 2014 GLT were asked to carry out workshops with their teams, these workshops would be a large event gathering called (Working Together Workshop). This project was created to find out what employees love about working at BBC Worldwide. The workshop aimed at managers, not just employees. There was a total of 1,800 people in 18 offices around the world, so HR had to work around the clock to make sure that all leaders held the sessions. 
Each workshop was 3 hours long and some consisted average of 10 people. It was important that each employee and manager at the workshop spoke on how they felt about working at BBC Worldwide, so this was like conducting a mass survey. 
HR provided an information pack with instruction and a deadline of the project which would last 2 years (2013-2015). BBC Worldwide (2015) was a useful source of information.

4. RISK MANAGEMENT PLAN 
The fact is risk is not certain, risk is based on uncertainty. In a project risk can come from not completely knowing but as an estimation of what could happen. This means that experience can minimise risk as experience build more certainty to a project. If a project manager has worked on a similar project before, the likelihood of uncertainty is very low. Sometimes there are risks such as natural disasters through the weather, global pandemics or even stock market crashing that can be very damaging to a project if not prepared for. Ideally when it comes to risk assessment, the risk prioritisation process is followed in which those risks cause of great loss are the risks that are dealt with first. 

A risk assessment is process in which possible hazards or things that could go wrong are highlighted and managed. There are four steps to a risk assessment, and these are assessment of the risk, evaluate, manage and measure. Msg Management Study Guide (2020) was a useful source of information.
Assess: This is when the risk must be identified and assessed as a risk, the aim is to see if this could be a possible problem in future and if it was then how could it be avoided.
Evaluate: This is when the scenario of what could happen take place, what could go wrong? In what way could this be a possible risk?
Manage: What measures can be put in place to avoid the possible problem, creating a solution or a backup plan to avoid the possible risk of the problem occurring.
Measure: This is when the risk is measured by high risk, moderate risk or low risk. What are the levels of damage the risk could affect the project?
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4.1 ‘WORKING TOGETHER’ WORKSHOP PROJECT RISKS
	TASK
	RISK
	MITIGATION

	Poor Communication
	Misunderstandings and lack of direction
	All attendees to have tickets and emails sent to the explaining workshop details. 


	Ineffective Management
	Confusion and disruption 
	Project Manager must send email to the team explaining day schedule and plan. Meeting must be held before the day. 


	Parking Space
	Disruption for neighbouring businesses
	Before booking the building check if there will be enough parking for attendees.


	Technical Difficulties
	No sound on the day
	Do a soundcheck and make sure there is internet access before the day of event.


	Lack of Health & Safety
	In case of fire, loss of lives
	Do safety check when inspecting building before booking. Purchase insurance in case of any risk. 


	No Protocol
	Lack or organisation and order
	Gather all security and brief on what to expect on the day before the event





In any project there are always potential risks that can occur and because of this, it is important that those risks are established in order to avoid future mistakes. The workshops that were held were of a mass engagement that means that there would have been huge crowds of people, this has many risks such as:
Poor Communication: With so many people attending the workshops communication must be clear. They would have to be security in making sure that everyone is cueing correctly, and the numbers of people are being organised in order to avoid disruption. The number of attendees must be specific, so things such tickets at entry are important in order to avoid misunderstanding at door entry. 
Ineffective Management: If there is no effective leadership there will be confusion and disruption amongst the team. Each member of the team must listen to the project manager instruction as if they fail to follow instruction, the event will not go as planned. Project manager must give clear instructions of project structure and appoint team members in trusted roles. 
Parking Space: There must be enough parking spaces for the people attending the workshops as if there is not enough parking, this will disrupt the area and neighbour businesses. Neighbouring businesses must be aware of event and so should the local authorities as to avoid complaints of noise and disruption. 
Technical Difficulties: Things such as projectors, internet access must be working on the day in case there has to be a conference call. So, to avoid the risk of it not working on the day, there must be a soundcheck the day before the event to make sure that all equipment is working. The company that equipment is hired from must conduct these tests before the day of workshop. 
Lack of Health and Safety: All buildings used for the workshops must have a fire exit door and fire alarm in place. The se must be established and acknowledged before the event to ensure safety of the attendees. Inspections of the building must take place before any deposit is paid.
No Protocol: The workshop must be well organised especially when attendees are arriving and leaving the event. To avoid disruption there must be people who will assist in guiding employees where to park, where to enter and where to exit. This will help create order and avoid any disorganisation in the event. This would require the team to contact a security company and add the cost to the budget.

4.2 FINAL RISK RATING
	
	MINOR
	MODERATE
	CATASTROPHIC

	POOR COMMUNICATION
	
	HIGH RISK
	

	INEFFECTIVE MANAGEMENT
	
	HIGH RISK
	

	PARKING SPACE
	HIGH RISK
	
	

	TECHNICAL DIFFICULTIES
	
	HIGH RISK
	

	LACK OF HEALTH & SAFETY
	
	
	HIGH RISK

	NO PROTOCOL
	
	HIGH RISK
	



5.PROJECT TEAM
The project had a solid team and was appointed to the Director Kirstin Furber (the people director). The team was:
· CEO BBC Worldwide Tim Davie
· People Director
· HR
· Worldwide Executive Committee (the executive team) WEX
· Global Leadership Team GLT


5.1PROJECT STAKEHOLDERS
Stakeholders are based on everyone that is involved in the project and everyone that the project effects. The project team members, the employees, the BBC Worldwide team, the viewers of the BBC and everyone who the workshop would have affected is a stakeholder. The stakeholder can influence the project work even without being directly involved with the project.
In the BBC Worldwide Case, the ‘Working Together ‘workshop would influence the area in which the event would have been held. The planning and movement of cars and attendees arriving would have caught the attention of those who live in the area. This does not necessarily mean that the effect must be a negative one. The project manager is also part of the stakeholders. The Project Management Blueprint.com (2019) was a useful source of information.
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6.PROJECT MANAGEMENT PLAN
	PROJECT MANAGEMENT PLAN


	Project Name 
	‘Working Together’ Workshop 


	Project Manager
	Kirstin Furber


	Start and End
	October 2014- 2015


	Project description
	Carry out workshops to find out how employees and managers feel about working at BBC Worldwide. 


	Scope 
	The data will be used to create positive change in BBC Worldwide and create more unity between employees and leaders.


	Business Case
	To increase level of content and creativity within members and increase in viewership 


	Time 
	The project will last 2 years


	Budget
	100 senior managers and Executive team


	Project deliverables
	· System to assist the managers 
· Training to assist managers. Support during the first operational month


	Project team
	· CEO BBC Worldwide Tim Davie
· People Director
· HR
· Worldwide Executive Committee (the executive team) WEX
· Global Leadership Team GLT



	Goal 
	· Improve trust and respect
· Pioneer new ways of working
· Recognise and celebrate individual team success
· Increase opportunity for development


	Key Stakeholders
	· Television viewers 
· Project Manager
· Content creators
· CEO BBC Worldwide Tim Davie
· People Director
· HR
· Worldwide Executive Committee (the executive team) WEX
· Global Leadership Team GLT



	Risks
	As there are offices globally, time difference may interfere with progress.
Workshops may run behind schedule due to people arriving late.  





6.1PROJECT DELIVERY AND PROGRESS

OCTOBER 2014
· In October 2014 GLT is were instructed to carry out workshops with their teams, the ‘Working Together’ 
· HR launches instructions and video explaining the project goal to CEO
· Videos are filled with employees speaking on their personal stories of their experience in BBC Worldwide
· All managers at BBC Worldwide also submit videos on what they feel could be improved in the company
· HR enforces strict pressure in making sure all 1,800 people in 18 offices around the world are leading sessions. These sessions were all based on recording experiences
· Each workshop were 3 hours long some consisted the average of 10 people per session
· WEX members held the largest workshops 
· As the workshops were held in different countries sometimes there was a time difference. E.g. countries such as the US were behind schedule so the project manager decided to put their programme on hold so they can catch up
· The list of data gathered from employees and customers is gathered and presented to the to the CEO
· There was a total of 400 pages collected from the workshop, it was a success

DECEMBER 2014
· The 400 pages from the workshop are synthesised to 11 bread themes. This means that now BBC Worldwide understood what the employees and managers wanted to feel and expected from the company, the themes were:
· Take personal accountability
· Move away from silo working
· Work together
· Improve trust and respect
· Celebrate individual team and success

· The themes were discussed in group discussion in a conference
· Each theme was ranked by a voting system by members
· Each theme was recognised and discussed, e.g. for the theme of employees wanting more recognition, it was decided that team leaders should day ‘thank you’ to their employees. The 6 most important are listed and those are:
· Clear direction
· Strong relationships
· Business success
· Innovative and creative environment
· World-class development
· Global excel
These 6 competencies where delivered back to WEX and shared with GL, there was a conference call before Christmas and the vision of change had be created within BBC Worldwide.

NEW OFFICE APRIL 2015
· BBC Worldwide moves to a different building which effects a lot of workers negatively. Some employees were made redundant due to the change
· Despite the loss of jobs, this new environment meant more workspace for the employees. Everyone had their own desk and the environment was more TV workplace friendly, they increased T.V in the workplace. 
· Change had been achieved as themes from the workshop were being done:
· Members were working together
· Members felt part of the company
· The workshops helped create more unity between employees and managers
· Employees were more open to asking leaders for help
· Communication amongst members was easier
In 2014-2015 BBC Worldwide turned a record £226.5 million to the BBC due to the ‘Working Together’ project. The workshop was successful and although there were disruptions with some emp0loyees complaining about the time difference and not being understood by their employees, eventually it was clear that BBC Worldwide had the right intensions all along. To create change in the company that will bring more unity and creativity. 



PART 3
7.PERSONAL DEVELOPMENT PLAN

BABY SHOWER BBQ
In 2016 I organised a baby shower for my sisters first baby. This was an exciting event for all the family, and I wanted it to be very special. The aim of the event was to gather all family and friends so that we could celebrate the soon to be mother and her baby. The event was to be held outside the theme was BBQ party. 
	NAME OF EVENT
	Baby Shower BBQ

	THE TEAM
	· Myself
· Her husband

	EVENT START-END
	July 2nd - July 22nd 

	GUESTS NUMBER
	20 People

	BUDGET
	£500

	RISKS
	· Baby arrives early
· It rains on the day
· People do not turn up


	NECESSITIES
	· Food and drinks
· Decorations
· Cake
· Entertainment




PROGRESS AND DELIVERY
To cover the risks, I made sure to check the weather and make sure it was a day that would be sunny. I asked all guests to pay £10 that would be refunded when they arrive to encourage them to come to the event. I also made sure to check her delivery date so that I do not plan too close to it.
On the day of event the guests arrived, there was a good number of people but what we forgot to ask was if the guests would be bringing a plus one. This means that there were too many guests which meant that the food was not enough. We planned to feed the amount of 20 guests only. 
Because the event was held outside neighbours were complaining about the noise which meant that the guests were not completely comfortable. We should have let the neighbours know that we were having a BBQ but that is something that we did not consider at the time.
Parking also became a problem as the number of guests were more than expected. Some parked in spaces who belong to the neighbours, so we had to find parking spaces away from the BBQ to avoid complaints.
The event in other aspects was a success and everyone enjoyed themselves. My friend loved it as we were able to not show her or tell her about the stressful events that occurred. The guests were also very excited and happy with the event.

WOMENS EVENT
In 2019 I organised a women event in Uganda called ‘Building Greater Confidence’. The event was held in Kampala, the capital of Uganda. The idea came to me one day when having a conversation with my sister about women and confidence. With so many women in Uganda falling into depression and not having enough mental health support, I decided that this event would be the best way for me to do something to help.

	NAME OF EVENT
	Building Greater Confidence

	THE TEAM
	· Myself
· My sister 

	EVENT START-END
	January 26th  12pm-6pm

	GUESTS NUMBER
	50 attendees

	BUDGET
	£1500

	RISKS
	· Attendees do not arrive or arrive late
· Entertainment does not arrive
· Event runs overtime

	NECESSITIES
	· Food and drinks
· Decorations
· Guest Speakers
· Entertainment
· Posters and Banners
· Speakers and Microphones
· Venue
· Photographer
· Videographer





PROGRESS AND DELIVERY
The event was 5 days away and we called the guest speakers, entertainers and the event decoration company to confirm that they will be attending the event as we did not want any surprises. We also made sure to email all those that had bought a ticket to remind them that event is not long to go, just to get them aware and excited. 
The day before the event, we had contacted those doing the food and drinks, the decorators had already set up and the posters and banners were also being put up. I contacted the team, and everything was going to plan as I had a checklist that I was following. 
On the day of the event we had exactly 50 people attend also we had enough food and drinks for everyone. The venue was beautifully decorated and perfect for the special day. The DJ had turned up, so music and entertainment was set up, this created a nice environment as the guests waited for the speakers.
The problems we faced was that one of the speakers did not turn up as she was heavily pregnant, so she was rushed to hospital to deliver the baby. I asked my sister to fill in and speak on the behalf of the speaker that did not turn up.
Another problem we had is that we ran slightly behind schedule, and we only hired the event between 12pm-6pm. This meant that we had to cute some of the schedule short so we can finish in time and avoid the event charging us more money. 
Despite the problems faced the event was a success and the guests were very happy and excited. It was an event to remember and I learnt a lot from the experience. 

GIBBS (1988) REFLECTIVE CYCLE
When I first started planning the baby shower event, I had no previous experience and I felt very scared to do the event. I felt I was going to fail and not be able to successfully complete it. I think be the second event I had gained enough experience and I was more confident. Gibbs reflective cycle highlights the importance of evaluating good and bad experiences and in doing so, one must then have a solution. Gibbs (1988)
There are things such as one of the guest speakers being pregnant that I could not have control over on the day, but to avoid such things from happening I must have a backup guest speaker in case something like that happens. 
[image: ]

AREAS OF IMPROVEMENT
	STRENGTHS
	I am very good at planning and executing and event. I have very good time management and team leadership skills. In both events I was able to complete all tasks from start to finish


	WEAKNESSES
	With the Baby shower event, did not pay attention to detail, things such as letting the neighbours know about the event and not having enough food for the guests were details that I should have picked up on.


	ACTION PLAN
	I will learn from my previous events and make sure to look closer into potential risks. I will also take a training class on events management so I can have the right knowledge before I do my next event






CONCLUTION
In this report I have concluded that BBC Worldwide is a company that cares and values their employees. It is a company that set out to find out how they feel in order to create a better working environment for its employees. This means that they believe that if an employee is happy where they work, if they are given room to be creative, if they are trusted to give their opinion, it can lead a company to be even more successful. This has inspired me in managing projects, ideas must not come from just the project manager. Any project manager needs the help of their team and everyone must do their job as best as they can and have an input in the vision. The final thing is that having a vision as a leader is crucial to developing a successful brand, that vision must be clear to all the members for change to come forth. 
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