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[bookmark: _Toc896805062][bookmark: _Toc1114610660][bookmark: _Toc1570379012]Introduction
 In this report I will discuss the application of tools and techniques used by project managers to successfully run, complete, and close a project. I will discuss project stages and the importance of completing each stage for a project's success. I will explain the importance of a structured approach and how using all the tools, techniques, and methodologies available for project managers will allow a project to be completed successfully, on time and within budget and scope. 
I will discuss my own project and analyses the project and my skills as a project manager. I will create a SWOT analysis and Personal development plan based on my project. 





















[bookmark: _Toc1201870837]  Part one: 
A) [bookmark: _Toc1965864443][bookmark: _Toc1738866522][bookmark: _Toc1032119206]Project tools and techniques
This report will look at project management, what it is and how to successfully run and complete a project. Project management involves planning, organising, and managing resources to achieve a specific goal, within a given time limit and budget. Project management involves working with a team to meet objectives, scope, time, cost, and quality.
To achieve success, project managers have a pool of tools and techniques that they can use. These tools include project management software, such as Microsoft Project, Asana, “HubSpot, Wrike and Monday.com” (Top10.com, 2020) These management software programmes have many advantages towards running a project successfully these include increased communication between the team. These apps allow instant communication between team members, each team member can see what they need to complete and when they need to complete it by, it also allows other members of the team to see when project sections have been completed. "Your team can swap comments, share feedback, and work on assets collaboratively in real-time, all without needing to leave the system” (Ast ware can improve resource management and project reporting allowing the Project manager to “Identify and allocate resources across a project or portfolio, use multiple views to compare and edit data, Generate reports, diagrams, charts.” (Aston, 2021). The software allows the Project manager to improve remote working, budget management and control the project's scope. All these areas increase the project's success of completing it on time and within budget. 
Project management uses techniques and methodologies, these terms can be interchangeably but have different concepts. It is important to know and understand the difference between them. Techniques are more task specific and Project managers can use these different techniques when running a project. These include Gantt Charts, a Gantt chart helps when scheduling and tracking project timelines it is beneficial “for visualising projects” (Association for Project Management, 2021) it is a “graphical representation of activity against time; it helps project professionals monitor progress.” (Association for Project Management, 2021). Critical path method (CPM), CPM is a “project modeling technique that helps project managers plan, schedule, and execute their projects effectively” (Miro, 2024). Kanban is an Agile management method, “The framework is applied using Kanban boards, a form of visual project management.” (Martins, 2024) Work breakdown structure (WBS), WBS is used for breaking down a project into smaller, manageable components or tasks., “using a visual and hierarchical format to enhance efficiency”. (Donato, 2021) PERT (Program Evaluation and Review Technique), PERT is a statistical tool used to estimate project duration by analysing the time needed to complete each task there is also Risk analysis looking for potential risks before and during  project and SWOT analysis, which looks at the strengths, weaknesses, opportunities and threats within a project from start to finish.
Project methodologies are structured frameworks or approaches that help with the management of a project. Methodologies is “a system of practices, techniques, procedures, and rules” (Overview, 2023) that guides you when completing a project. It allows you to plan, execute and control projects.
There are many different project management methodologies, these include the waterfall method, this is a linear approach, where each phase of the project must be completed before you continue onto the next phase. In this method there are 5 phases “requirements, design, implementation, verification, and maintenance.” (Atlassian, 2023) This method gives clears indications of time, cost, scope. The objectives are clear, and risks can be managed more easily. This process will be clearly documented and if it is a success, it can be easily replicated for future projects. This method does not allow for much flexibility, limits innovation and can be timely. Scrum method is a specific agile framework that uses sprints to manage work. As seen below they plan the who, what, where and time they do, but within that they are still checking daily to ensure everything is running smoothly, constantly reviewing the process, and changing if required. For this to work and be effective you need an experienced team who are highly focused. 
[image: ](Toro, 2023)
There are other methodologies like Lean, this method focuses on “reducing delays and eliminating waste, which results in increased quality and lower cost.” (Project Management Institute, 2019) this method empowers staff to be problem solvers and innovators. Reducing waste and increasing productivity, whilst giving high customer satisfaction. Like lean, Six Sigma is aimed at improving quality by identifying and removing causes of defects. “Companies often use the Six Sigma model to increase efficiency and boost profits.” (Hayes, 2024)
Prince2 (Projects in Controlled Environments) this method focuses on dividing projects into manageable stages with clear guidelines and responsibilities. There are 7 principles of Prince2 that need to be followed, there are “six aspects or areas that need to be managed” (Malsam, 2021) these are scope, cost, timescale, risk, quality, and benefits. There is a Project manager, Team manager, customer, and project board who all work together to get the project completed. Using this methodology, you know you are using a tested and proved method, which is time and cost effective, effective, and predictable. The disadvantages of the method are “Excessive documentation,” (The Knowledge Academy, 2022) it is “Extremely rigid” (The Knowledge Academy, 2022) and is “Useless without training” (The Knowledge Academy, 2022). Kanban is “built on a philosophy of continuous improvement” (Martins, 2024) Kanban uses Kanban boards, which will allow you to visualise your project and it “helps your team visualise work moving through stages” (Martins, 2024) As it moves through a process, emphasizing continuous delivery without overloading the team.
Agile is an iterative and flexible approach, it focuses on continuous delivery and adaptation. Agile methodologies are often used in software development. This methodology you plan, design, develop, test, send and review. (See diagram below)
[image: ](Laoyan, 2024)
Agile focuses on “four values and 12 principles” (Laoyan, 2024) the four values or pillars are 1) Individuals and interactions over processes and tools, 2) Working software over comprehensive documentation. 3)Customer collaboration over contract negotiation and 4) Responding to change over following a plan. These are incorporated into the principles which ensure customer satisfaction, changing areas in the project to allow the project to be more successful no matter what stage the project is at. Be organise and an effective communicator and have a team who are self-motivated. Continually reflect on work completed and change what needs to be changed to ensure the success of a project. 
Based on the research carried out for this report, and knowing what my project is and will need, I will be using the agile model, because its software based, customer feedback and iterative development is important to the success of the project. Our project team is small and therefore easier to communicate with. It allows flexibility and adaptability within the project, which is important for this project, for higher customer satisfaction and a successful project outcome.
In summary, project management methodologies are detailed frameworks and models that guide the overall process of project management. Project management techniques are specific tools or methods used within the methodology frameworks, and they are used to complete a particular task. Techniques and methodologies are both essential when running and completing a project and understanding when and how to use them is important for the success of a project.










 
 
B) [bookmark: _Toc1865084745][bookmark: _Toc466030393][bookmark: _Toc1871681238]Project Stages
The stages of a project are often referred to as project lifecycles, they are phases that a project goes through from initiation to completion. Understanding each stage helps in planning, executing, and closing any project. 
[image: ](Ankucic, 2021)
The first stage of any project is project initiation, this stage sets the foundation of the project where you establish the purpose and scope of the project. This is where you define the objectives and what needs to be delivered by whom and by when. The risks are clearly noted, along with scope and cost. You identify the stakeholders and identify if they have high or low power and high or low interest (appendix A). This can be done using the Stakeholder salience model (appendix B) and it allows you to “create a typology of stakeholders to whom you should pay attention” allowing you to see how you use your resources to limit wasting time and money. Identifying those who will be affected by the project, noting their needs and expectations, project managers and the team. The project is looked at in all forms, technicality, operations, and financial costs. This allows all members to agree that “the project is both valuable.” (Ankucic, 2021) This stage of development is important for clearly defining objectives and goals. 
The second stage is project planning, this stage involves detailing how the project will be run, providing a clear path for the entire project. This stage the project will break down looking at Scope, defining the project scope in detail, including the WBS, which breaks down the project into manageable tasks. Time, developing a schedule by identifying tasks, sequencing them, estimating durations, and assigning resources. Gantt charts and critical path methods are often used here to show a detailed analysis of what will be occurring and when. Cost, this is looking at the projects' estimated cost and allowing a budget to be developed. This includes identifying resources, materials, and other costs. Quality, highlighting the quality standards for project deliverables and outline how these standards will be met. Resources, Plan the human, material, and equipment resources that will be needed for the project, including roles and responsibilities. Risks: this is where you identify the project's potential risks, the impact they could cause, and develop risk mitigation strategies. The risks of any project need to be managed throughout a project as they could change at any time. Communication is when you develop a plan for how project information will be communicated to stakeholders, team members and anyone else important to the project's success. You also need a detailed plan for who you will be acquiring the goods and services from as they will be external vendors. During this stage you will also consider your SMART objectives, and what effect they may have on your project.
The third stage is Execution. This stage is where the project plan is put into action. You coordinate people, assigning them project teams and tasks to be completed in that team or individually. You coordinate resources and materials and perform the tasks highlighted and outlined in the project plan, to ensure the project stays on track. Implementing processes to ensure the work being completed is to a high-quality standard as outlined in the planning stage of the project. Throughout the execution stage, maintaining clear and regular communication with the stakeholders is important, keeping them updated on the project's progress and any issues and changes.
The fourth stage is project monitoring. This stage runs alongside project execution and involves tracking, reviewing, and changing any of the project's progress or performances to ensure everything is in line with the project's plan. This stage consists of measuring performances, using key performance indicators (KPIs) to measure the project's performance against the project plan. Managing the change in the project's scope, schedule, and budget is important as it may involve updating the project plans. Risk monitoring during this stage is important as you may need to implement strategies to control and stop any potential risk. Monitoring the quality control of the project ensures that project deliverables are met, ensuring they meet the defined quality through testing and validation. Throughout this stage any issues, risks or changes need to be identified, logged, authorised by the relevant person(s), and get resolved to ensure the project stays on track. 
The final stage of the project lifecycle is project closure, this involves completing and closing the project. In this stage, the project manager must ensure that all aspects of the project have been completed and signed off by the relevant person, that any issues raised have been logged, processed, completed, and signed off. Finalising all documents, creating a report, and handing over these documents and certificates to the stakeholder for final approval. Once this is done the project manager can close the project and settle any final bills. Once all the documentation are handed over and the final bill settled the project manager can then conduct a review to evaluate the project’s success, identify lessons learned, and document best practices for future projects, this will allow the project manager to identify and learn from any mistakes in this project, to ensure future endeavors run more smoothly. Once all this has been completed the project manager needs to ensure all data gathered from this project is handled and controlled, so that information personal and business related, is removed. Any extra access granted for this project is restricted, ensure all personal and business information can no longer be accessed. That any personal information that is no longer required is removed, complying with GDPR, and then ensuring all team members from the project settle back down into their previous position without issues. 
Understanding these stages and effectively managing each stage is crucial for the success of any project. It allows you to follow a clear framework from start and close for any project undertaken by a Project manager. 



 


 
 
[bookmark: _Toc138416721][bookmark: _Toc719333176][bookmark: _Toc878077430] My Project

 The project that I will project manage is the development of a client database that will be solely used for boiler payment plans. 
Initiation phase:
I will be creating a software database that will hold all the relevant information for customers who decide to take a boiler payment plan out with our company. This database will hold information about the customer including name, address and bank and details. It will also hold information about the boiler they currently have and what is covered in their plan. The stakeholders within this project who hold power over the success of the project are the owners of the company, they will have the final decision on all phases of the project. Those who have an interest in the project are staff, engineers, and suppliers. As project manager I have identified these stakeholders and placed them into a power grid, to identify who I need to manage, monitor, keep satisfied and keep informed. This allows me to identify who has “relative importance or influence” (Quality Gurus Inc., 2024) in this project.
	Keep informed.
 
Customers
Bank
Accountant
Credit Accounts
 
	Manage clearly.
 
Staff
Myself

	Monitor
 
Suppliers
Local Businesses
 
	Keep satisfied.
 
Owner of the company


                                 Level of influence ------------------------------------------------->

As project manager, I created a SWOT analysis for the stakeholders within the project, looking at the several factors that can influence the potential outcome. 
 SWOT Analysis:
	Stakeholders
	Strengths
	weakness
	opportunities
	threats

	Owner
	Decision maker. 
	Not always available 
	Could implement this project elsewhere with other companies.
	Change in project direction, cancel project

	Engineers
	Expertise in the field of heating 
	May not approve of the new work style
	More training 
	May chose to leave the company.

	customers
	Product security- they know they will have cover
	They may expect more than what is provided.
For example- 24hr service.
	They may promote this service, leading to more customers for us. 
	They may look at this product but go with another company, based on prices or what is included. 



Planning:
This phase involves putting all the necessary information together, so that the project can be executed without delay, time, cost, risk, and scope.
The scope of the project must be defined and clear before moving on with anything else in this phase, the “Scope defines the project boundaries” (Santos, 2021) These boundaries can change at any time during the project, but they could have detrimental effect on the project's outcome. 
As project manager I must identify who needs to be responsible for certain stages of the project, who is accountable, who needs to be consulted and who needs to be informed. The RACI chart allows for “clear communication and smooth workflows” (Miranda & Watts, 2024) within the team. 

[image: ]
Once the RACI chart has been completed, the project manager can then look at the materials and software needed to create the database, and documentation needed for customers to sign up to the service boiler plans.
[image: ]
From this chart I have highlighted the most crucial factors and then generated another product breakdown chart based on those factors. 

[image: ]
After identifying what equipment is required, we can look at the cost of purchasing the new equipment, ensuring any product on sale at the time of browsing is logged at full price to ensure there is no change in budget.  Once the product items have been discussed and approved, they can purchase and set up. Ensuring all databases are password protected and backed up to ensure information cannot be lost or leaked. Insurance is purchased to cover software, engineers, our products and clients. Once in place you can generate a critical pathway analysis, which allows you to visualise what needs to be completed first, before moving on to the next step and how long you have available to complete each stage.
[image: ]
As you can see from my critical pathway, this project will not be successful if there are not enough engineers to carry out the work. Once the service maintenance plans are in place, no engineer availability means we will not be able to do the work. So, for the project to be successful we need to ensure we have enough engineers, who are trained and hold valid certificates for their training, who will also be fully insured to complete the work generated from the boiler service plans. 
Using this information I can generate a Gantt chart, to visualise what needs to be done and by when for the success of the project. This may be easier for staff to see and flow, instead of the critical pathway analysis. 
	
	 
	Time scale
	 
	 
	

	 
	Month 1
	Month 2
	Month 3
	Month 4
	Month 5

	Reseach equipment
	 
	 
	 
	 
	

	Purchase equipment
	 
	 
	 
	 
	

	Set up equipment
	 
	 
	 
	 
	

	Validate engineers
	 
	 
	 
	 
	

	Purchase software
	 
	 
	 
	 
	

	Insurances
	 
	 
	 
	 
	

	Customers
	
	
	
	
	

	In put data
	
	
	
	
	


[bookmark: _Toc1254893907][bookmark: _Toc1349533704][bookmark: _Toc1864818250]Red = Me           Green= All team members
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I have created a Venn diagram so you can see how the groups overlap with each other. A Venn diagram “helps us visualise the logical relationship between sets” (Cuemath, n.d.)
[image: ]
Any project will be presented with risks, these risks need to be identified, and a solution created to ensure it does not impact the project. I have documented risks and put them into a risk diagram to then analyse whether it is a high or low risk.  Project risks can change at any point in a project, but being aware of them, having a solution and changing the problem can ensure that the project stays within its original scope and remains successful.
Risk Analysis chart:

	Severity 
	
	
	

	High 3
	Moderate risk (A)
	High risk (B)
	Highest risk

	Med 2
	Low risk
	Moderate risk
	High risk

	Low 1
	Lowest risk
	Low risk
	Moderate risk

	
	Low 1
	Med 2
	High 3 


                                                                                       Likelihood ------------>

Possible Risks:
	Software

A 
	High

3

	Low

1
	Score-3
	Solution- ensure it is backed up 

	Training of engineers

B

	High 

3
	Mod

2
	Score-6
	I do paperwork-so it will be completed

	Supplier 

B 
	High 

3
	Mod 

2
	Score-6
	Second supplier

Hold extra stock

	No customers signing up to boiler plan
B
	High 

3

	Mod 

2

	Score-6
	Explain benefits

Cost effective


Based on this diagram and the risk analysis chart, moderate risk is having a software problem, that could lead to data being leaked, software systems crashing, or software systems not being to a good enough standard for processing the data. The biggest risk of the project potentially failing is not having enough qualified engineers, suppliers not having the required stock needed to complete the job or customers not signing up to our service plans. 
A project carried out carries a risk but having solutions in place beforehand can limit the risk and potential collapse of the project. 
Finally, having identified our stakeholders are and who has power over interest and can have a large effect on the success of the project's outcome, I have outlined the ways I will communicate with them. 
Communication Plan:
	Who
	When
	How 
	Responsible 
	Audience 
 

	owner
	Weekly 
	Meetings
Emails
Request forms
phone
	Me
	Owner 

 

	Staff 
	daily
	Meeting
Letters
Emails
Phone
Work cards
	Me 
	Owner
team
 

	customers
	When necessary
	phone
	me
	Customer 



Before any meeting, I will have a written agenda in place, to ensure all information that will need to be discussed is brought up.  I will then have a written action plan based on the answers given at the meeting. If necessary, the project plan will be updated.
In summary, and after producing all the necessary documentation needed for this project, I have generated a time limit of 20 weeks (about 4 and a half months) to start and close this project. I have looked at the equipment, software and contracts needed to set up this project and a budget of £6,000 has been agreed. This will include the purchase of insurance and extra security systems, where customer data is held. The project's risks are minimal, as we have implemented a contingency plan to ensure its continuity. Ensuring I communicate effectively, keep on top of any issues, and stay within the project scope, this project should run smoothly with little problems. 
The next phase is executing the project, this is where I will implement everything discussed in the planning phase, which has been agreed by the stakeholders. I will continuously monitor each phase of the project to ensure that everything is done on time and within budget. 
Once the project has been fully installed and it is doing everything set out in the phase I will then close the project down. I will ensure that all relevant documents, certificates, insurances, and passwords are handed over and signed off, ensuring the owner is happy with the project's outcome. Once this is done the project is closed and as Project manager, I can evaluate the benefits gained from this project and review the entire process project, debriefing with all staff involved and gaining feedback from their perspective. 











[bookmark: _Toc1197482700][bookmark: _Toc175253756][bookmark: _Toc1012942999]Self-Evaluation
The core skills needed by any Project manager are as followed:
[image: ]
As a project manager i needed to ensure that I had the right people working on certain tasks within the project to ensure they were completed on time and to the standard that was set out during the planning phase of the project.  Belbin theory (appendix C) states that if you “select the right mix of people for a team that will help the team succeed.” (Batheories, 2022) As project manager I needed to ensure that I looked at the strengths and weaknesses of each person and why the project could benefit from having them on the team.

 


Throughout this project there have been learning curves as a Project manager. I have had to ensure all parties involved are communicated with effectively and timely.  That risks are acknowledged process and signed off. That the project has stayed within its outlined scope, ensuring all phases are completed by the outlined date. 
I have created a SWOT analysis based on my views of myself as a project manager. 
	SWOT Analysis 

	 STRENGTHS
Good communicator
Good planning
Good at following through on tasks to achieve end goal.
	WEAKNESSES
 
Ensuring everything stayed with
 
 

	OPPORTUNITIES

 Ask for feedback from other managers and team members.
	 THREATS
 The owner of the company closing the project early. 




I have created a personal development plan that will help with the progress of myself within the company and the staff that were involved with this project.  This will help develop extra skills and ensure extra training can be provided that will limit any future problems if we were to do a similar project in the future.






	What do I want to do??
	How can I achieve it?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Complete compulsory training
 
 
	 Complete all documents/ training sessions given to me.
	Computer
Pen
printer for printing documents
	 Results given at the end of the assessments.
	 Yearly
Or depends on training undertaken

	 Encourage team members to undertake extra training, to support themselves in the company. 
	Meetings with colleagues.
Book training sessions
	 External training centers. 
Computer and internet access.
	 See if the training provided has increased productivity and motivation within the team.
	 Yearly 

	 Monthly team meeting to discuss previous month achievements and things that need improving.
	 Book a meeting a month in advance and ensure all team members are in attendance.
	 Room 
Information/ results that will be discussed at the meeting.
	 See if productivity and motivation increases/ changes over the next month.
	 Monthly 

	Regular check-in with staff members.
 
	Informal chat over coffee.
 
If you feel like the colleague needs more support etc... invite them into your office to discuss further
	Coffee room. 
 
Office.
 
Colleague. 
	See if solutions have made a positive impact on the colleague, work environment and productivity. 
	Monthly sooner if you think its required.



I will send out feedback questionnaires once the project has been closed, so that I can see what I have done well as Project Manager and where I can improve. All the information gathered will allow me to train, learn and develop to ensure that I am a better project manager on future projects. 
 
[bookmark: _Toc818037890][bookmark: _Toc1060422728][bookmark: _Toc1609417286]Conclusion
In conclusion project management is important for ensuring projects are completed successfully, on time, within scope and within budget. Having a structured approach to iniating, planning, executing, monitoring and closing the project will help companies achieve their goals and deliver value to stakeholders. It reduces risks and enhances communication amongst a team. Effective project management ensures that all tasks are broken down into manageable pieces, allowing teams to focus on quality and efficiency. Moreover, it allows companies to be successful in their project outcomes, leading to growth and improvement. 
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