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[bookmark: _Toc76636388]Executive Summary 

The purpose of this assessment was to adopt project management tools and critically analyse their usefulness in managing a project. The project aimed to aid The Centre of African Entrepreneurship (CAE), by offering four of their clients, support with writing CVs, learning interview skills, and finding employment. To execute the project, a project life cycle consisting of the following four phases was adopted: initiation, planning, executing and closure and evaluation. Furthermore, the following project management tools were used: Quad Chart, Stake holders' analysis, Risk Analysis, WBS, PESTLE, SWOT, Gantt Chart, Iron Triangle. 


















[bookmark: _Toc76636389]Introduction

Turner (1998, cited in Aaltola, 2017, p.13) defined a project as an:
endeavour in which human (or machine), material and financial resources are organised in a novel way, to undertake a unique scope of work, or given specification, within constraints of cost and time, to deliver beneficial change by quantitative and qualitative objectives. 
The term, project management, refers to the application of knowledge, skills, experience, methods, and processes to meet project objectives (Association for Project Management, n.d). Turner (1988) outlined five functions of project management, including: organisation, quality, time, scope, and cost. From an organisational perspective, Anderson (2008, p.8), states that ‘a project is a temporary organization, established by its base organization to carry out an assignment on its behalf.’ 
[bookmark: _Hlk76377437]This report will discuss the process and findings of the project management of ‘Team B’, which aimed to support four clients prepare for employability by helping and advising them on steps such as: CV writing, preparing for interviews and job searching. This support was provided to The Centre of African Entrepreneurship (CAE). CAE is a specialist employability service provider which aims to change the ways in which vulnerable people access wellbeing and employability support. They provide two main community-based programmes; support for long-term unemployed individuals over the age of 25 and entrepreneurship network support for people aged between 18 to 30. Since the Covid-19 pandemic, the centre is also helping the venerable and needy within the community through help lines, websites, and social media (CAE, 2021). 
In terms of the process of the project management, the following tools and techniques were adopted: Project Life Cycle, Quad Charts, Stakeholder’s Analysis, WBS chart, Gantt chart, Risk Management, Network, and Iron Triangle. 




[bookmark: _Toc76636390]Main Findings - Initiation Phase 

The Project Life Cycle tool was adopted in preparation for the execution of the project. The beginning and end of a project are specified by the life cycle. A project life cycle is a framework consisting of phases that helps to manage a project better (Keshta, 2019), together, the phases make up the life cycle (Meredith and Mantel, 2003). The project life cycle helps to form the basic structure for overseeing or managing projects (Cleland and Kocaoglu, 1981; Adams and Caldentey, 1997; PMI, 2008). According to Slevin and Pinto (1987, cited in Keshta, 2019, p.2), ‘the concept of a project life cycle provides a useful framework for looking at project dynamic overtime.’  The project life cycle as a tool, focuses on the distribution of resources, the availability of team members, the merging of activities, decision making in a timely manner, minimising risks and the use of governance and control. Moreover, the project life cycle outlines the work that is to be completed during each phase and the person responsible or to be involved during the phase (Knipe et al., 2008, Project Management Institute, 2017). Bradbury et al. (2019) state that a project life cycle helps to change an idea into reality in an efficient and sequential manner. Whilst there are many diverse types of life cycle models, the most used one consists of four phases: conceptual, planning, execution, and termination (Bradbury et al., 2019). 
Applying the project life cycle model would enable CAE to enhance the efficiency and speed the process of executing the project objectives (Titus, n.d). Moreover, a life cycle can provide a structure for delivery of the project, allowing the project manager and team members to know and oversee how the project is proceeding and whether any changes need to be made with a particular aspect of the deliverables. Project Management for Development Organisations (PM4DC) (2020), state that by adopting a systematic method, a project life cycle can help to better analyse and therefore, solve complex problems. Additionally, there is better communication within the team by using the life cycle, making it easier for team members to know what phase they are working on. Furthermore, all phases of the life cycle provide insight of the development (Naybour, 2020).  
However, one of the limitations of applying a project life cycle model is that the project can over run because of team members changing their minds, so the project can cost more along with the team needing more time. Furthermore, if teams' members do not offer any feedback, it can be a setback for the team (Quizlet, 2020)  
In terms of the initiation phase, the group was formed based on familiarity with team members, having worked collaboratively before. The request for managing Project B was made as it was felt that all team members had the appropriate knowledge and skills to make a positive contribution towards supporting clients with employability. To effectively manage the team, a Belbin questionnaire was completed by each member. The questionnaire identified that all individuals were team workers. Specifically, two members of the team identified as resource investigators, whilst the others identified with the role of an implementer and complete finisher. The aims and objectives of the project were then discussed. These were identified after having had a meeting with the CAE Coordinator who was able to share information on the needs of their clients. It was agreed that the project would aim to remotely support four candidates (asylum seekers) access employment, the objectives being to provide support with CV writing, interview preparation and finding jobs.  Accordingly, this helped to disseminate roles and responsibilities across the team and in the process, the project life cycle was discussed. 
To help structure the project, a quad chart was created. A quad chart is a one-page overview of the whole project, presented in a visual format. It outlines what the project is about, and it enables the project to be broken down into manageable steps so that all individuals involved, are aware of what needs to be done. Quad charts are often used when proposing a new idea or for problem solving (Ford and Wei, 2015). It is called a ‘quad’ chart because it is formatted into four quads, namely:  Project Scoping, Stakeholders, Desired Outcome, and measures of Success. 
[bookmark: _Toc76636391][image: ]Figure 1: Quad Chart

The above quad chart is one that was created amongst the team. The aim was to build the candidates confidence and empower them, by updating their CVs and interview skills, and assisting them in finding vacancies. The stakeholders consisted of: The team, Shehla Khan, the four candidates, the wider community, employers, and CAE (Centre of African Entrepreneurship). The desired result was for the candidates to have a professional and updated CV, learn and adopt interview skills, along with identifying their needs and support their mental health well-being.  In terms of measure of success, all candidate CVs were updated, and interview tips were provided, they were also supported in finding appropriate jobs. At the end of the project, all candidates were sent questionnaires, to establish whether the project was beneficial to them and if they were able to find employment. 
One of the benefits of using a quad chart was that everyone was aware of what they needed to do, who the stakeholders were and who to communicate with regarding specific matters or issues. However, one of the limitations of using a quad chart was that it made the execution of certain roles rigid and there was no room for flexibility. 







[bookmark: _Toc76636392]Planning Phase

After having completed the Belbin questionnaire, roles were allocated accordingly. As a starting point, a meeting was held with Colin, the Co-ordinator of CAE. The meeting allowed for background information on the clients to be established, such as the types of jobs they were seeking, their family background (single parent, etc.). Tasks were then disseminated across the team, which included finding resources (vacancies and interview techniques) contacting the clients and providing them support, in line with the project objectives. Each member of the team was responsible for updating a client’s CV. Communication with clients were made via email and once their qualification and certificates were noted, resources tailored to their needs, were sent to them.  
The project start date was 5th May and the end date was 7th June. In between this timeframe, specific time milestones were allocated, this meant completing parts of the tasks weekly. In terms of workflow, the tasks had to be completed in an orderly manner, such as establishing the stakeholders, allocating roles, and gathering information about the clients. The project could not initiate without the knowledge about each client, and so, was dependent on the meeting with Colin. Contingency time was considered and therefore, all tasks needed to be completed by the 4th of June, to allow for any issues to be resolved. 
To help determine where to invest stakeholder management efforts and to outline the level of interest of the stakeholders, a stakeholder analysis grid was created (see figure 2). The aim of a stakeholder analysis is to examine the stakeholders from an organisational perspective or establish their significance to the project. As part of the analysis, questions about the interest, position, influence, interrelations, and other characteristics regarding the stakeholders are asked, particularly in respect of their past, present, and future positions (Brugha and Varvasovszky, 2000). 
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[bookmark: _Toc76636393]Figure 2: Stakeholder Analysis

The stakeholders placed on the grid in accordance with the interest and power they have on the project. The team was placed high because they were doing the project Shehla was placed low as she was popping into team meeting making sure that all was going in the right direction, CAE was placed medium, as they were supplying the candidates backgrounds and what they were looking for in employment. Candidates were high as the project was about them. Community was low with hope that the candidates could be offered employment from their businesses.         
Execution Phase
In terms of executing the project, the following work breakdown structure (WBS), outlines all the tasks that needed to be completed to meet the project objectives.
[image: ]
[bookmark: _Toc76636394]Figure 3: WBS
The WBS chart started by the team's project was to find employment for four candidates, then the team tailored the candidates CVs and asked for Feedback. Emails were sent to the candidates with examples of their CVs aging asked for feedback, the team recommended websites of use in developing their CVs and ask for feedback, Online searches were done to find vacancies. Along with registering the candidates with Indeed total jobs and Monster for vacancies updates. Asked for feedback, the team gathered information on Car and Star for interview skills.  by updating the candidates CVs and interview skills giving them a better chance to get employment.

The following Gantt chart provides a timeframe of the work that was to be conducted from the begging of the project to the end. 
[image: ]
[bookmark: _Toc76636395]Figure 4: Gantt Chart

The team would meet up every week to discuss how everyone was doing, making sure they were all on Track.
Advantages of the Gannt char, will help to keep track on meeting, along with seeing how the team members were getting on making it easy to see which tasks had been completed, helping managers to stay connected in how the team were getting on and to meet up with them. Also, the chart represented the project schedules and activities. Tasks that were in progress and pending work was clearly visible on stacked bars. However, there are many disadvantages.  
Disadvantages of the Gantt chart making it harder for creating and managing. It was very consuming when updating, stacks only say the day not how many hours have the team worked. Not all the tasks were visible in a single view of the chart.  there was also a need to scroll and click more buttons when viewing remaining items. Quite hard when realigning the tasks from one section to another.
However, there are quite a lot of disadvantages the Gantt chart is still immensely powerful tool, by scheduling the task along with understanding different time scales (analysistabs 2020).
 [image: ]
[bookmark: _Toc76636396]Figure 5: Network Diagram
There was a start and finish date, within the activities the former activity must be completed before moving on to the next. All the dependencies were analysed before the diagram was created. The project was to assist four candidates into employment, all the team members had to update the CV of one candidate, along with job searches online and helping with interview skills.
Advantages of the network diagram, works by planning and identifying all the tasks that is needed to complete the project.  all activities were identified, setting deadlines will help to keep the project on time. Help to plan where to look for vacancies and interview skills. Network can also solve problems that rose within the project. The data needs to be reliable and accurate, implemented and managed adequately.
Disadvantages of the network diagram it can take a lot of time to produce, it can also cost a lot to produce. There was a chance that it could have been complex and be misinterpreted. If the person who produces it could get the timing wrong and forget certain tasks. the data needs to be reliable and accurate.  
 
Closure and Evaluation phase

[image: ]
[bookmark: _Toc76636397]Figure 6: Risk Analysis

All businesses can face the risk of unexpected events that can cause a business to close. Risk management can help a business to avoid potential threats, along with minimizing their impact if it should happen and cope with the results. With risk management, it can help the team be more confident if there is any trouble. Risk avoidance is designed to avert as many threats as possible to avoid a costly and disruptive threat of a harmful threat. Risk management can be beneficial practice, however, using data for decision making may have poor outcomes. When the wrong decision has been made at the start of the project, even a small one, this data collection can add a big cost and is not guaranteed. Other limitations include a false sense of stability by focusing on the past instead of the future (Cole, 2020). 
By using all the monitoring tools, it was a lot easier when doing the project, by writing in the charts kept the team on track, all the team members new from following the charts what was expected from them, with everyone doing what they were assigned to, the team members could then follow on. Delivering the project on time. The monitoring tools that the team used was, the Quad chart, Gantt chart, WBS chart, Stakeholder's grid, iron triangle, Risk Analysis, and the Network diagram. 
This was ranked as a high impact, Communication with the candidates was not always good, with the risk of them not having a suitable internet connection, the team then would chase them up with technological support available from Pestle analysis, due to the Pandemic more people are using the internet. The team used email, and telephone if necessary. This would be external.
This was ranked high impact. Job Availabilities, Due to the Pandemic jobs were limited many businesses have been affected, along with there not being many jobs' businesses were closing. This was an   external problem.
This was ranked high impact. There was a lack of communication in the team, by using the project management group strength of working well together ensuring to have meeting as much as possible along with keeping track of the tasks, that was internal.
This is ranked high impact. Time restriction, the team worked to keep on time of deadlines along with following chart plans. This was external.
This was a high impact.There was a lack of understanding with the candidates, The team researched the project by having talks with the facilitator and then receiving background on the candidates, that was internal. 
This was ranked high. Internet connection, ensuring good internet connection at home the team set up conference calls, if necessary, that was an external problem.     
       
PESTLE analysis 
Job availability’s /social
Internet/Technological
Pandemic/political
SWOT
Strengths/planning tool
Weakness/ inadequate use and understanding pf planning tools 
Opportunities/ help candidates back into employment 









Iron Triangle  
Iron Triangle is also known as the Triple Constraints. The iron triangle is a tool mostly associated with project management; it was developed in 1969 by Doctor Martian Barnes, it is named the iron triangle because the sides will lengthen and shorten but will never break. In the mid 1980’s. He created the Triangle of aims, which can prove that quality, cost, and time are interrelated. By fixing one part of the triangle the other two parts can move, meaning that the cost will go up and the time will be later in turn this could add a Hugh cost to the project. (Lock 2001, p21).
Lock D, (2007), Project Management. 9th edition, Aldershot: Publishing Limited. Latest edition project management from Amazon.
The Iron Triangle is a tool used in project management, deliver scope, cost, time, and quality, the triangle is an extremely popular symbol. The soft skills have been traditionally a set of cross cutting skills, which should be a part of the core job of implementing and supplying plausible trade off-among the part of the Iron Triangle.
The project manager has more to sort out, other constraints other than “measurable” Scope, cost, time, and quality, some team members may need motivating but there is no motivating space, then it is down to the project manager to motivate them. 
At the end of the project if all sides are the same the project will be a success, if they are not the cost can go up, it could also be late, and not be of an excellent quality ( Caccamese, A &  Bragantini, D, 2010).
By using the Iron Triangle within the project helped to deliver on time, within cost and of an excellent quality.

Evaluation
The Project was to find four Asylum seekers employment within the Swansea area, with the help of the tools used e.g., Gannt chart, Quad chart, WBS, life Cycle etc. The team sent out questionnaires for them to let the team know how the project went. One answered saying it was beneficial. By using the tools, the team managed to send the candidates websites for interview skills along with websites with suitable employment, for the candidates to chase up.    


Recommendations
The team did finish on time, but it was very rushed, so more time was needed. It was hard for the team because of the Pandemic, doing all searches online and not being face-to-face with the stakeholders. 
I as a team member thought I did well and managed my tasks in a professional way.
My skill from the Belbin questionnaire was resource Investigator which I executed well.

[bookmark: _Toc76636398]Conclusion 
The team found it hard due to Covid 19, with no face-to-face communication, and with only being able to Search for jobs and interviews online. Using the tools (charts), made it much easier, and a good, formidable team working together and stakeholders helped along the way. The team managed to get the project in on time and it was successful.
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