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Part B – Reflection on Feedback

After presenting my project poster to my tutor and peers, I received detailed feedback that enabled me to evaluate my communication skills, academic content, and technical presentation. This reflection summarises the feedback I received, highlights my strengths, and outlines the improvements I will make to enhance my final project plan.
One key strength highlighted was my verbal communication. Both my tutor and peers noted that my language was clear and easy to understand, which helped maintain audience engagement (Cottrell, 2019). They also observed that my eye contact and body language were confident and professional (Cottrell, 2019). Although I used notes during the presentation, I ensured I addressed the audience directly most of the time. However, I recognise that relying less on notes could improve my natural delivery and confidence (Lucas, 2020). For the final presentation, I plan to rehearse more thoroughly to minimise dependence on notes while maintaining a coherent structure (Lucas, 2020).
The feedback also addressed the poster design, specifically the QUAD chart format. I presented information in bullet points rather than using the standard organisational structure. My tutor explained that this format did not meet professional project management expectations (Lock, 2020). I have now learned that visual clarity and adherence to standard formats are vital for effectively communicating project information (Lock, 2020). For my final project, I will redesign the QUAD chart using the correct international format to ensure it is professional and aligned with recognised project management practice (Lock, 2020).
Another important area for improvement was the use of academic references. I included only two academic sources, which limited the depth of my argument. Academic evidence supports credibility and demonstrates engagement with wider research, which is essential for project-based work (Moon, 2013). In the final version, I will integrate additional peer-reviewed sources and relevant project management literature to strengthen my analysis and theoretical foundation (Moon, 2013).
Additionally, the feedback noted that while I provided a clear time frame, I omitted a budget section. Budgeting is a critical component of project planning as it reflects how resources are allocated and controlled (Project Management Institute [PMI], 2021). To address this, I will include a detailed budget in my final submission to ensure the plan is realistic and comprehensive (PMI, 2021).

Reflecting on this experience using Gibbs’ Reflective Cycle (1988) has helped me identify what I have learned and how to apply it. I now recognise that effective presentation skills must be supported by academic rigour and accurate technical content. By improving the QUAD chart format, expanding my references, and including a budget section, I will produce a more comprehensive and academically sound project plan (Moon, 2013; Lock, 2020; PMI, 2021).

In conclusion, the feedback provided valuable insight into both my strengths and areas for development. It has guided me to balance confident communication with academic quality, ensuring that my final submission meets professional and scholarly standards (Cottrell, 2019; Lock, 2020; Moon, 2013).




































Part C: Project Management Plan
1. Introduction
The purpose of this Project Management Plan is to provide a detailed roadmap for the successful delivery of a workflow improvement project within the organisation. This plan communicates objectives, tasks, timelines, resources, and potential risks to stakeholders, ensuring transparency and accountability (PMI, 2021; Kerzner, 2017).The plan adopts recognised project management methodologies, including work breakdown structures (WBS), QUAD charts, Gantt charts, stakeholder engagement, resource allocation, and risk management, in line with professional standards (Lock, 2020; Turner, 2016). It aims to achieve project deliverables efficiently, within the allocated budget and time, while aligning with organisational goals (Meredith & Mantel, 2017).Applying these approaches ensures that project execution is structured, measurable, and adaptable to challenges, providing stakeholders with confidence that objectives will be met (Pinto, 2019).
2.Project Description
This project focuses on improving operational efficiency by developing a comprehensive workflow management system. The project aims to enhance coordination across teams, optimise resource allocation, and reduce delays in processes (Schwalbe, 2018).
Project Objectives:
1. Streamline workflow processes to reduce inefficiencies.
2. Enhance resource allocation to maximise productivity.
3. Provide clear project milestones and reporting mechanisms.
4. Engage stakeholders throughout the project lifecycle to ensure alignment (Bourne, 2015).
Project Deliverables:
· Workflow management system
· Staff training sessions and documentation
· Progress reports and final evaluation

Constraints and Assumptions:
· Budget limit: £15,000
· Resource availability and staff cooperation
· Technology readiness and support
By achieving these objectives, the project is expected to improve operational efficiency, reduce costs, and improve overall team performance (Kerzner, 2017; PMI, 2021) The decision to undertake this workflow improvement project is grounded in observed organisational challenges that have emerged over recent years. Many internal processes rely heavily on manual coordination, resulting in duplicated tasks, unclear responsibilities, and delays in approvals. These inefficiencies not only affect daily operations but also influence long-term strategic performance, as teams struggle to respond quickly to emerging priorities.
Implementing a workflow management system therefore represents a proactive step toward modernising organisational practices and aligning them with best-practice project management standards (Wysocki, 2019).
Furthermore, the increasing complexity of cross-departmental projects has highlighted the need for streamlined communication channels. Staff have reported difficulties tracking project progress, locating documentation, and identifying owners for key tasks. These issues often lead to reduced accountability and increased risk of errors. By introducing a structured workflow tool supported by training and monitoring mechanisms, the organisation will be better positioned to maintain efficiency even during periods of high workload or organisational change (Turner & Zolin, 2012). Ultimately, the project aims not only to solve immediate operational challenges but also to build long-term resilience.
3. Scope
The project scope defines what is included and excluded, establishing clear boundaries and expectations (PMI, 2021).
Included:
· Workflow management system design and implementation
· Staff training and documentation
· Monitoring mechanisms to track performance

Excluded:
· Marketing strategies
· External stakeholder engagement unrelated to workflow
· IT infrastructure upgrades not linked to workflow improvement
Success Criteria:
· All deliverables completed on time and within budget
· Measurable improvement in workflow efficiency
· Positive stakeholder feedback on system usability (Lock, 2020)
Scope management will follow PMBOK standards, ensuring that any proposed changes are assessed, approved, and documented (PMI, 2021). To ensure clarity throughout the project, a structured scope management approach will be applied. This involves continuous communication with stakeholders to confirm that expectations are aligned and that any requested changes are assessed in terms of cost, benefit, and feasibility. A formal change-control process will be introduced, requiring stakeholders to document proposed adjustments for evaluation. This process prevents scope creep—one of the most common causes of project delay—and ensures that the team remains focused on agreed deliverables (PMI, 2021).
Scope validation will occur at each milestone, enabling the project manager to review outcomes with stakeholders and confirm compliance with requirements. This reduces misunderstandings and ensures that issues are identified early rather than at the end of the project. The use of performance metrics will also help demonstrate whether the revised workflow system meets the intended goals of efficiency, usability, and transparency (Lock, 2020).

4. Work Breakdown Structure (WBS)
The WBS breaks the project into manageable components, allowing clear assignment of tasks and responsibilities (Kerzner, 2017).
Key WBS Components:
1. Project Initiation
· Stakeholder identification
· Project charter development
· Initial feasibility assessment
2. Planning Phase
· Detailed project plan creation
· Scheduling and task allocation
· Resource assessment and budgeting
3. Implementation Phase
· Workflow system design
· Staff training
· Documentation of processes
4. Monitoring & Control
· Progress reporting
· Quality assurance checks
· Risk management updates
5. Project Closure
· Final review and handover
· Lessons learned documentation

The WBS ensures that tasks are sequenced logically, dependencies are clear, and responsibilities are assigned, providing a foundation for Gantt chart scheduling (Meredith & Mantel, 2017). In addition to identifying stakeholders, the project will implement a targeted engagement strategy to maintain communication and involvement. For instance, end-users will be invited to participate in early system demonstrations and pilot testing. This not only increases user acceptance but also provides practical feedback that can improve system design. The project manager will also conduct brief pulse surveys to gather insights about training needs or technical concerns, ensuring users feel supported throughout the implementation process (Cottrell, 2019).
The Project Sponsor will receive monthly progress reports outlining achievements, risks, budget updates, and upcoming tasks. Meanwhile, operational teams will be included in weekly check-ins that facilitate two-way discussions about progress and potential barriers. This structured approach to engagement fosters a collaborative environment and reduces resistance to change—a common challenge in system implementation projects.

6. QUAD Chart
The QUAD chart provides a concise visual summary of the project for stakeholders, covering Objectives, Deliverables, Schedule, and Budget/Risks (Lock, 2020).
The chart below summarises the key components of the workflow improvement project using a four-quadrant format.


The QUAD chart helps stakeholders quickly understand project goals and constraints, supporting decision-making. 
7. Gantt Chart – Project Timeline 
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Grant Chart Explanation
The Gantt chart outlines tasks, durations, dependencies, and milestones (Kerzner, 2017).
Timeline Overview:
· Weeks 1–2: Project initiation, stakeholder engagement, charter approval
· Weeks 3–4: Planning, WBS creation, resource allocation
· Weeks 5–8: Implementation, workflow system setup, staff training
· Weeks 9–10: Monitoring, progress reporting, risk review
· Week 11: Project closure, final evaluation, lessons learned
The Gantt chart ensures the project is delivered on schedule and provides a tool for monitoring task progress and critical path analysis (Turner, 2016).
7.1.Stakeholders’ Involvement
Engaging stakeholders is vital for project success (Bourne, 2015).
Key Stakeholders:
· Project Sponsor: Provides funding and strategic oversight
· Project Manager: Oversees planning, execution, and monitoring
· Team Members: Responsible for completing assigned tasks
· End Users: Participate in training and provide feedback

Regular meetings, progress reports, and consultation sessions ensure stakeholders remain informed and involved, reducing risks related to miscommunication or non-engagement (Meredith & Mantel, 2017).
8. Allocation of Resources
Resource allocation ensures efficient use of human, financial, and material resources (PMI, 2021).
Human Resources: Project manager, workflow analysts, IT support, training staff
Financial Resources: £15,000 for system implementation, training, and contingency
Material Resources: Software licenses, hardware, documentation toolsResources will be allocated according to task priority, with contingency measures in place to manage unexpected constraints (Schwalbe, 2018; Kerzner, 2017).
9.1. Risk Analysis
Risk management identifies potential issues and mitigation strategies (Hillson, 2019).
Key Risks and Mitigation:
1. Resource constraints → Backup staffing and flexible scheduling
2. Technical issues → Pre-testing systems and IT support
3. Stakeholder non-engagement → Regular updates and consultations
4. Budget overruns → Strict monitoring and contingency allocation
Each risk is assessed for probability and impact, with mitigation strategies prioritised for high-risk items to ensure project continuity (Lock, 2020; PMI, 2022). Risk monitoring will be continuous and integrated into project meetings. A risk register will be updated weekly, recording emerging risks, changes in probability or impact, and updated mitigation strategies. This ensures that risk responses remain relevant as the project evolves. High-priority risks—such as technical failures or sudden changes in resource availability—will be escalated immediately to the Project Sponsor for rapid decision-making (Hillson, 2019).
Additionally, contingency plans will be tested before implementation to confirm they are practical and effective. This proactive method strengthens the project's ability to respond to unexpected disruptions. By embedding risk management into routine operations, the project team enhances stability and ensures that issues do not escalate into major delays or overspending.
10. Conclusion
This section brings together the key findings of the project and reflects on the overall effectiveness of the management approach applied.


10. Final Reflections
Overall, this project demonstrates the value of structured project management approaches improving organisational workflows. By combining planning tools, clear scope boundaries, stakeholder engagement, and ongoing risk monitoring, the project is designed to maximise efficiency and support long-term organisational success. The improvements gained through this workflow system will not only streamline current processes but also enhance the organisation’s readiness for future digital transformation initiatives (Moon, 2013).
This Project Management Plan provides a structured approach to delivering a workflow improvement project. Through the application of WBS, QUAD charts, Gantt charts, stakeholder management, resource allocation, and risk analysis, the plan ensures clarity, accountability, and effective monitoring (Kerzner, 2017; Turner, 2016).
By adhering to professional project management standards, the plan supports successful project delivery within time, budget, and quality requirements, ultimately improving operational efficiency and achieving organisational goals (PMI, 2021; Schwalbe, 2018).
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stremline workflow processes across the organisations.
improve ressource allocation to increace productivity.
Enhance overall operational efficiency


Internal staff and project team members.
Departments managers and supervisors.
End users involved in workflow processes. 
Stakeholders requiring imrpoved task visibilty.


Fully functioning workflow management system.
Staff confidentiality using the new workflow tools.
Reduction in delays and duplicated tasks.
Improved communication and task coordination.


Completion of the project within the  £15,000 budget
Improved workflow efficiency demonstrated through monitoring
Positive user feedback and sucessful adoptation during training 
Reduction in reported process issues or delays 
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