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Project Management Tools and Techniques
[bookmark: _Toc76119177]Introduction to Project Management

Projects are unique, transient endeavors that organizations undertake to achieve specific goals and objectives. During project design, it is expected that the specific goals and objectives are achieved in terms of outputs and outcomes. According to Seymour and Hussein (2014), with the transient endeavors put forth for a project, it becomes a success when outcomes satisfy set goals and objectives, and are up to acceptance criteria, stay within the set timeframe, and stick to the budget. The success of the project, however, is leveraged on proper utilization of appropriate tools and techniques for a distinct management of projects. The tools and techniques allow for utilization of proven knowledge as well as skills to each project activity to meet goals and objectives. Although project management was practiced informally for a long time, following the increase in demands from project managers, it has emerged as a distinct profession in the mid-20th century (Attarzadeh and Ow, 2008; Munns and Bjeirmi, 1996). The importance of proper management of projects is attributable to a growing understanding of the positive impacts, following the proof that good management is about more than just the tasks, timings and budgets to include the achievement of stronger results. With comprehensive project management tools and techniques, a project manager develops the ability to align tasks from the beginning, ensures every party is on the same page, flags risks in advance and makes sure each project has a strategic goal (Söderlund, 2004).
Project management equips project managers with proven knowledge for designing, managing and evaluating projects. With the knowledge, skills, tools and techniques that come along with project management, managers get to understand the scope of a project, specify the quality of deliverables and estimate resources as well as timescales (Too and Weaver, 2014). Project management tools also help managers develop and implement risk management plans, monitor progress and, when appropriate, close a project in a controlled fashion (Munns and Bjeirmi, 1996). This essay critically assesses each project management tool and their abilities to aid project planning and implementation, and discusses how project plans are communicated, monitored, and evaluated.
[bookmark: _Toc76119178]Project Management Tools and Techniques

It is not new that project managers lose track of what is important in terms of project planning, implementation and evaluation. The challenges that project managers face are attributable to today’s need to keep up with the pace of management trends and emerging technologies (Hornstein, 2015; Rekonen and Björklund, 2016). Additionally, with the challenges attributable to the vast world of management, applying appropriate tools and techniques serves as a common tying thread to the diverse disciplines. The techniques and tools for managing a project make planning and management of projects easy and more effective. With the tools and techniques applicable to every project regardless of the field of industry, they help save time and reduce costs. For companies that constantly work on numerous projects while engaging big teams, the performance of activities in an orderly manner is mandatory, making project management a necessity. Some of the key advantages that such companies benefit from by applying project management tools and techniques include seamless workflow, easy planning, efficient task management and precise project tracking (Mihalache, 2017). The advantages lead to improved productivity and abilities to achieve set goals and objectives. It is, however, crucial noting that not a single tool satisfactorily addresses all the needs of a project, as in some instances, a combination of tools and techniques are applied to achieve success. Some of the most important project tools and techniques are as follows.
[bookmark: _Toc76119179]SWOT Analysis

A SWOT analysis is a project management tool that managers could utilise to draw out threats and opportunities likely to face a project. The programme management tool has the advantage of being quick to implement as well as easy to understand, making it a widely applicable project management tool (Phadermrod, Crowder, and Wills, 2019; Galabova, 2019). Whenever a project manager gains the ability to analyse strengths, weaknesses, opportunities and threats likely to impact a project, it creates an insight into the internal and external factors that could affect a project. More so, a SWOT analysis helps a project manager gain an understanding and insight into important aspects, such as risks. With this knowledge, a project manager can plan out a project properly per identified factors that could hinder success.
To make SWOT analysis an effective tool for project management, a project manager must gather the right information. Some of the key factors for making the process a success include engaging all project stakeholders in the process, gathering everyone together, prioritising factors, creating and distributing a SWOT analysis for evaluation, creating plans, and constantly reviewing and reassessing (Leigh, 2009). Such a comprehensive approach provides project managers and their teams with opportunities to take advantage of what should be done best, as it increases awareness of what to expect in the course of a project.
[bookmark: _Toc76119180]Programme Evaluation and Review Technique (PERT)

Programme Evaluation and Review Technique (PERT), originally designed by the United States Navy during the Cold War, is one of the common project management techniques in the modern days. It is a project management approach with a wide application in different industries. For instance, the project management technique is useful for quite complex and detailed projects, as it gives project managers a proper visualisation of the whole process as well as results through PERT charts (Mishakova et al., 2017). It is also best suited for large and long-term projects that are characterised by non-routine tasks as well as ever-changing stakes. Such project’s requirements are likely to change depending on circumstances. If utilised appropriately, the project planning tool helps project managers calculate the amount of time a project will take and the PERT charts make it easy to plan tasks within a project, as it makes it easy to come up with schedules as well coordinate members. The tool also helps managers keep track of project progress or lack of it (Mishakova et al., 2017). A primary feature of PERT is that it performs an effective analysis of activities to be completed within a project.
[bookmark: _Toc76119181]Critical Path Technique

Each project requires scheduling and planning of work activities, as per the requirements captured in a project brief. Critical Path Technique offer project managers an amazing procedure that they could utilise to come up with schedules and plans. Often utilised in conjunction with PERT, the project management technique is incredible in detecting and confirming the longest path for tasks to perform (Burke, 2013). The tool highlights activities that should happen on a certain trajectory to allow project managers to highlight their critical importance to allow for the individual performance of the tasks rather than completion in a sequential form. With such insight, project development teams identify what tasks to complete critical tasks first. Effective implementation of the technique helps save time as projects get completed with ease. 
Critical Path Technique finds application in very complex projects that are characterised by lots of different tasks. With such projects, it is common that development teams lack an idea of what tasks to complete first to help them stay within the project timeframe and without wastage of energy on doing everything at once (Nafkha and Wiliński, 2016). Often, it finds application in the construction industry and software development.
[bookmark: _Toc76119182]Cause and Effect Diagram

Project complexities differ and for simple projects, finding a root cause of a project does not require a detailed analysis. However, complex and detailed projects require a thorough analysis, making a cause-and-effect diagram an important project management tool (Burke, 2013). The Cause-and-Effect Diagram is used as a project management tool for representing event causes as well as potential impacts. The tool offers an efficient way for a project management team to brainstorm and identify causes and effects. The tool sorts project activities into categories that vary depending on the requirements and type of project. With the sorting, the tool gives a graphical representation of the possible causes for various events that could cause one or more impacts on a project (Blaga et al., 2021). The diagrams break down the causes of a problem into statements that are identifiable into discrete branches, helping managers identify the main root cause of project problems.
To make the cause-and-effect diagram effective in project management, there are a few best practices that must be followed. For instance, there is a need to get input from every team member, as it does not require work in isolation. Getting information from everyone is important in identifying factors that one may not be aware of. It also requires accountability for every major change in circumstances (Blaga et al., 2021). It implies that whenever a problem arises after certain staff changes, it is important that the problem is not neglected. It also requires that problems for specific problems are sought, rather than trying to solve different problems at once.
[bookmark: _Toc76119183]The Waterfall Model

The project management technique suggests a sequential approach to project management. The project management technique comprises discrete phases, in which the next phases begin only when prior phases are complete. Once a phase is completed, it gets terminated and room for retuning is closed. If a need arises to revisit the phase, one must just start over at phase one (Researchgate, 2015). With the waterfall approach, proper and accurate planning is a must. In the beginning, project requirements must be clear and all parties to engage must be aware of the requirements. With such, every member will be well conversant with their roles to avoid the possibility of a project starting over again. It requires proper documentation of every piece of information to allow team members to have a reference point throughout a project implementation process.
As a strict project management tool, its key advantages include the ability to monitor the progress of a project as milestones are identifiable with the completion of every phase. The tool also makes it easy to manage a project, saves time and money, and keeps training simple (Van Casteren, 2017). Even in the phases of unanticipated changes in project bandwidth, the project management tool still ensures that project success is achieved.
[bookmark: _Toc76119184]Classic Technique

The classic technique offers an amazing procedure that is inclusive of a proper plan to cover all upcoming work activities. The project management technique outlines tasks that are to be completed as well as the chain of application in which what tasks to complete first are identified and resources allocated. However, the allocation of resources is done beginning with the most important tasks (Burke, 2013). The project management technique finds application in running projects performed by a team that is small in number since a complex strategy is not needed. 
[bookmark: _Toc76119185]Agile Project Management

The project management technique works differently from the other techniques. According to Crowder and Friess (2015), unlike the other project steps, it crushes bigger projects into shorter sprints to help managers gain deep insight into project details. The detailed analysis helps ineffective as well as adaptive planning as per the needs and changes needed for a project. Application of the project management tool translates into a solid continual improvement in developmental phases as well as helping team members get more organised and collaborative (Dybå, Dingsøyr, and Moe, 2014). The management tool works well for projects run with collaborative teams and is short and precise.
[bookmark: _Toc76119186]Roles of Project Management Tools in Project Planning and Implementation

Depending on industry or type of business, project become as they are designed as per identified gaps, priorities, and resources. With every unique challenge, project management teams require appropriate tools and techniques for proper planning and implementation. Unless every important step is mapped out through, a planning process could take a lot of time. Even in the face of varying environments for which a project operates, the tools serve as structures for which a project is designed to fit within operating constraints (Maserang, 2002). A tool’s ability to aid planning is one of the constructive features of the management tools that project managers look into before making a choice. A tool with the ability to plan is a necessity for the successful completion of a project, as they allow project managers to plan and delegate work appropriately. For instance, such a tool allows a project manager to plan and delegate work to all parties engaged in a project efficiently and accurately (De Reyck, 2010). The Critical Path Method is one of the tools that help managers in planning due to its ability to keep track and assess the progress of a project in real-time. PERT is also important in planning due to its capability to make realistic estimates for complex projects.
During project implementation, a project manager relies on planning. It implies that the project management tools used for planning, also play a crucial role in project implementation (Crawford and Nahmias, 2010). For instance, a tool used for breaking down a project structure works amazingly in following up on how effective a project gets implemented. With the tools showing a hierarchy of breakdown of activities defining the scope of a project, a project team’s capability to follow through a project is made easy as all required deliverables during the implementation phase are easy to identify (Margea and Margea, 2011). In addition, with the tools aiding proper documentation of projects, the implementation phase becomes free of confusion as conflicts are also prevented.
[bookmark: _Toc76119187]Project Management Tools and Work Organisation

Achieving a work organisation, in terms of efficiency in task management and achieving a seamless team workflow, is hard to achieve without good project management tools. Work organisation often becomes a challenge since projects consist of numerous tasks that must be completed. Such projects make it difficult for project managers to write notes about team members or get the whole team to work as one (Too and Weaver, 2014). This is where project management tools become useful. The tools help project managers assign all tasks to employees and monitor with ease, as they have access to data for every employee.
Work organisation gets better when people in charge of a project can precisely track a project. Time taken on tracking each activity of a project is of great value to the overall timeframe for completing a project. When done precisely, a project manager gets real-in-time data on the progress of a project. A much more precise estimate on project completion can, therefore, be made by a team leader (Patanakul, Iewwongcharoen, and Milosevic, 2010). The classic technique is one such programme that helps improve work organisation since tasks performance and resource allocation are based on priority.
[bookmark: _Toc76119188]Project Communication Plan

Creating a communication strategy is a simple process but necessary tool that enables a project manager to effect communication between stakeholders and teams. Torppa and Smith (2011) state that a communication plan sets clear guidelines on how much information a project manager shares as well as who is responsible for needs to loop in a project. Good communication keeps conflict and possible confusions away and ensures that key players in a project are aligned on project goals and that at all times, they are aware of what is expected of them (van Aartsengel and Kurtoglu, 2013). With such, good communication helps build a team-wide trust to allow everyone to work better together from the start of a project to the finish. Communication could take different forms including scheduling of meetings, discussion boards, project plans, messages, emails or collaboration apps. To know what communication works well for a project, one needs to evaluate what worked right and what did not work well for the past projects. Coming up with an effective communication plan takes the following steps:

[bookmark: _Toc76119189]Listing Project’s Communication Needs

Projects are different and are characterised by unique needs. They differ in terms of size, nature of work done as well as client’s unique preferences. With such differences, the unique needs of a project must be taken into consideration to determine the types of communication that a project would require to succeed (LePrad, 2018).
[bookmark: _Toc76119190]Definition of Purpose

Unnecessary communication is a factor for confusion at work. It is not recommendable that parties are bombarded with emails, messages or unnecessary meetings are scheduled. Such communication, termed as communication without purpose, is likely to interfere with abilities to get work done or make parties overlook important updates. It is recommendable that communication remains purposeful (LePrad, 2018). In cases of meetings, topics to cover must be outlined before a meeting.

[bookmark: _Toc76119191]Choice of Communication Method

A communication method is chosen based on how best a team works. For instance, there is no need to schedule weekly meetings with stakeholders for updates when a project discussion board is enough for the updates. An efficient communication method that keeps parties in a loop while still upholding productivity is important (LePrad, 2018). A change of communication plan can only happen whenever a specific party, say a client, needs a personal reach or phone call.

[bookmark: _Toc76119192]Creation of Cadence for Communication

Communication becomes effective when it is regular. Regular communication helps streamline processes by setting clear expectations from the start. Also, a regular frequency of communication helps a project leader avoid fielding random requests or updates. Instead, stakeholders and any other party involved in a project prepare for meetings and reports in time.

[bookmark: _Toc76119193]Project Monitoring and Evaluative Tools

Project monitoring and evaluation tools provide a guide as to what one needs to monitor and evaluate, whatever information is needed and the purpose for which an evaluation is done (Cowan, 2010; Chinnadurai, 2012). The tools serve as a central repository for projects as well as a reference tool guiding activities in an entire project. During monitoring and evaluation, the tools outline key evaluation questions that guide on what data to collect and who will collect the data. Outcomes of a project monitoring and evaluation process help improve service delivery in the future and informs planning and allocation of resources.
[bookmark: _Toc76119194]Reflection on Project Management Abilities

An understanding of project management is crucial in the application knowledge and skills in the planning, implementing, managing and evaluation of projects. I consider the knowledge, skills and abilities gained from the understanding of tools and techniques in project management crucial in steering a project to its success. It has helped me develop a greater insight into the fact that specific goals and objectives of a project become unattainable whenever processes are not properly aligned. While in a position of project management in the future, I consider taking time to apply the most suitable project management tools for success.
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