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My work-based project will be carried out in D and K Carpentry Contractors where I work as an Estimator. In my role I am more often than not the first point of contact for main contractors therefore my job role has a big effect on procurement and also company networking in terms of meet the buyer events.
D and K Carpentry Contractors are an organization based in Ystradgynlais in the Swansea Valley. The company’s workload is mainly based in South Wales but they have carried out work in South West England in the past and are currently tendering for a number of jobs for potential works in the near future. The company started 12 years ago in 2008 when the current directors decided to tender packages for themselves and form D and K Carpentry. Twelve years later they have an established company and a strong reputation in the region. D and K Carpentry have worked with a number of the industry’s largest contractors and house builders such as Persimmon Homes, Taylor Wimpey and Wates construction as well as Bouygues and Interserve in the commercial sector. As a company we are trying to grow our reputation within the commercial sector and win more contracts outside of house builders.  These works could include carpentry packages in educational buildings, medical facilities and also office buildings.  
As my role within the company is office based the only health and safety measures that will affect the company are general office health and safety measures. If I was to go on site, I will be required to have a CSCS Card and wear the appropriate PPE. The company complies with The Health and Safety at Work Act 1974 and also The Management of Health and Safety at Work Regulations 1999. These acts and regulations ensure that regardless of my place of work the company have a duty and care over me and must ensure that my place of work is safe and has no risks to my health. 
The commercial department of the company will be involved within this project as I will be looking at how the organisation of emails can help the company be more organised and prevent tender packages and meet the buyer emails being missed. Therefore, the company’s QS and also Directors will be affected by the project. The company’s QS will be affected as the project will hopefully help the company pick up more contracts through not missing any packages and also by attending more meet the buyer events. The company’s Directors will be affected as the project may help increase the company’s turnover and also increase the range of jobs that the company will carry out. The Company’s reputation may also be improved through attending more of the meet the buyer events therefore increasing the chances of winning work with main contractors. Outside of the commercial area of the company this project could actually have an impact on the company as a whole. If the project works as expected and fewer tender packages are missed and more are brought in through attending more meet the buyer events then that would ensure that all Carpenters are kept in work and also more may need to be employed. This ensures that all office staff’s workload is increased and more may also need to be employed to cope with the workload. If the company does manage to grow into the commercial industry as is being targeted then new office staff and on-site staff may be required purely to deal with that aspect of work aside from the houses. 
This project will involve Windows Live Mail and Microsoft Excel as the main programmes that will be used. Windows Live Mail is the programme that the company uses to send and receive emails. Microsoft Excel won’t be directly used in relation to this specific project but it will be used in terms of the organisation of email folders and also the logging of information and details. 
Each new package is given a tender number and is logged in the company’s tender register as seen in the below image (sensitive information has been hidden). The tender number will be used to create a file number in each job file of the tenders that are received. The hope is that by the end of the year that more tenders will have been logged into the system than the previous year through the improved email organisation.
[image: ]
This project is based on communication and ensuring that it is done efficiently within the company. The organisation of emails is crucial within this and by ensuring that all emails are filed and not missed it ensures that the company’s interaction with main contractors and developers is maintained and not overlooked at any period. An element of the project is taking into consideration how meet the buyer invitations are not missed will help D and K Carpentry’s marketing and improving its client base. Meet the buyer events will help raise awareness of the company and help with the company’s presence within the industry especially with commercial contractors.
As I am employed by the company this project will be continually worked on in my day to day role. Each time an email is received I will actively consider how to deal with it and it should then improve my performance within the role. I believe that this project will help my career progression as my performance as an Estimator which could directly affect the company’s performance. As my performance improves then it could have an effect on my salary and also improve my standing within the company. Also, as I will have more interactions within the industry, I will gain more relationships with people in other company’s then if the time ever came to move on from the company then I will be in a better position to get a job elsewhere. 
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Since starting the project, I have found that my performance as an Estimator has improved. By filing my emails and keeping an empty inbox I have been much more organised and not missed or forgotten about any emails that I have received. I have decided that I will not file away any email until it has been dealt with. This rule has allowed me to carry on with other jobs that need doing and when I look back at my inbox, I can see the email and know that it needs to be looked at. Previously when I had a full inbox I would usually forget about previous emails and not look back at them unless prompted or remembered that I needed to work on it.
In deciding what way was best to file my emails I spoke to our Quantity Surveyor and Office Manager to see how they deal with them and use their methods to help in my decision on how best to file mine. As our job roles involve us dealing with different types of emails, I have decided to use different file names for my inbox. This has helped improve my communication skills as it has involved me speaking to colleagues and asking them questions that I believed would help me in my decision making for this project. As well as speaking to my candidates it has improved my communication skills through emails as I now ensure that I contact people who email me in a timely fashion. It has also improved my organisational skills through email and also it has ensured that I am more organised in receiving and returning tenders.
Since starting the task, I have found myself adding more folders to my inbox to cater for the varying emails that I receive.  I started the project while only considering the emails I receive regarding tender packages and didn’t consider emails I receive responding to introductions that I send out to new clients and also emails I receive from suppliers and current clients regarding upcoming works. Therefore, to ensure that my inbox remains empty I have had to file these separately from the categories I originally considered. 
The most challenging aspect of the task so far has been dealing with emails that have been coming in about schemes that started before I began this project. To deal with these I have had to start filing the emails that were received before the project had started. While this isn’t a complicated or difficult challenge it can be time consuming and tricky to know when to draw a line as to what emails are not required to be dealt with.
I believe that I am progressing through this project as expected to date and I am yet to forget about a tender package and all have been logged and I have priced and returned all tender packages on time. I have yet to receive any meet the buyer invitations so it is too soon to tell on that front. 
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In continuing with the project, I have seen a consistent improvement in my performance within my job role. Not only are schemes being consistently logged into the tender register, filed and dealt with; I have also found that I am gaining better relationships with the Quantity Surveyors and Estimators who are working on the jobs for our clients. This ha happened due to the fact that I am no longer ignoring the people that have sent the packages and I am also dealing with the projects in a timely manner therefore I am not being chased for an answer on whether or not I will be pricing the works. 
The improvement in my inbox can be seen in the following two examples:
[image: ]  
The above screenshot shows how my inbox looked before the project. When I started the project, I decided to file all emails that I had received previously in a folder named ‘All Emails’. I did this as I could not delete them due to them still containing emails that I may require for previously priced schemes. As and when I look back at an email in this folder create a new job folder for the scheme and file the email as per the new system.
The next screenshot will show the improvement and more organised nature of my emails since starting the project.
[image: ]
The screenshot clearly shows the folders on the left-hand side of the screen, focusing on the projects that have been received this year, it also shows an empty inbox that helps me to clearly see what emails need to be dealt with before they are filed away. This has helped focus my work and had helped prevent important emails being missed as previously stated. 
The next area that I was hoping to improve during this project was to increase the number of meet the buyer events that we considered attending as a company. Previously, due to the cluttered inbox I would consider the invites as low importance and would often forget to deal with them because tendering is the most important part of my role. Since having an empty inbox, I am able to clearly see the invites and when I see my Director I can quickly see if there are any outstanding and ask him if it is something we should attend as a company. This has worked as planned and we have already accepted invites to two events this year. This is showing to have already had a beneficial impact on the company as we only attended two throughout the whole of 2019.
Improving the organisation of my emails has had a knock-on effect in my role which I was not expecting to see. Due to being more organised in one area it has made me more organised in another aspect of my job. I have since become more organised in filing and storing physical documents for each job which has decluttered my desk making it easier and quicker to access relevant documents for each scheme.
The next area I will consider up until the next submission date for the work-based project is the filing and organising of sent emails.
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At the end of the last submission I stated that the next area of my emails I was going to consider was the organisation of my sent emails. Due to my workload ramping up and a period of annual leave I have not had the opportunity to get to this yet, hopefully I will be able to get to this during the next period of the journal.
As I stated above, I had a few days of annual leave during the last period between submissions. Before leaving the office, I ensured that all my emails had been dealt with and filed therefore my inbox was clutter free ready to go on holiday.
When any of us have time off in the office it is up to our co-workers to check each other’s emails and make sure that nothing important is missed and to deal with any emails that are urgent during their time off. As this is the case having an organised inbox benefitted my co-workers hugely. When they did check the emails that I had received they knew for sure that it was something that I had not dealt with or seen previously as they were the only emails in the inbox. The saved them time as they did not have to scroll down to see what dates and times they had been received and work out if they were received before or after I had left the office.
Another benefit I noticed was upon my return to the office. Usually when returning I would also have to work out which emails I had dealt with before leaving and which emails I needed to deal with. This saved me a huge amount of time and helped me get back on track with tendering much more quickly than previously. It also allowed me to catch up on everything that I had missed when I was away quicker. 
As I have mentioned on previous submissions I used to be guilty of missing emails that I had received or had failed to respond to them and going on annual leave would often make this problem worse as I would not deal with the bulk of new emails very well upon my return to the office. This time I have not had that problem as it was much easier to work through the emails and when they had been dealt with, they were filed appropriately. 
During this time, I have learnt that it is important not to be too eager to file away emails quickly to ensure that the inbox is empty as this could have an adverse impact on what I am trying to achieve by ensuring that all emails are dealt with appropriately. As I have been so busy during the last period there have been times where emails have built up in the inbox. But when I have had spare time it has made it easier to go through them and ensure that the appropriate actions have been taken to each and every one of them ensuring that I maintain a high performance within my role as an Estimator.
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During the last period of work, I have let the organisation of my inbox to slip slightly due to a few factors. This has helped highlight the importance of the organisation and it has also helped me think of ways to prevent this from happening again in future. 
I have let the organisation of my emails slip due to a couple of reasons, the first factor to effect it has been the Covid-19 outbreak. The outbreak has caused a number of issues for the company which in turn has had a knock-on effect on my work and organisation. Sites closing and carpenters being off sick have brought up other issues for the Directors who would normally have time to drop into the office and I would then speak to them about emails and potential jobs that have come in. Due to them not doing this as much this has meant that I have not been able to file the emails in my inbox appropriately before working on them. This has followed on from previous entries where I stated that I would not file away emails that I have not known how to work on until I have made the appropriate actions. 
Although these are exceptional circumstances and unlikely to occur again anytime soon, it has highlighted that actions need to be taken to improve my work during busy periods. This situation could arise when works on site are busy causing the Directors to place their time on that area of the company. A way to solve this could be to speak to them and arrange a time slot in their week to go through what emails have come in and what needs to be done to carry on. These meetings could be short and probably wouldn’t require any more than 30 minutes of their time. This would allow me to continue doing my job effectively. While I’m working at home this could be done through phone calls or video calls online to ensure that all emails are dealt with appropriately.
Having the cluttered inbox brought up previous problems within a couple of weeks. Not having a decluttered inbox has already caused me to miss a couple of emails. Although no big issues have been caused by missing the emails it does show that it has potential to cause much bigger problems for the company. 
The slip up in the organisation of the inbox has helped me realise that the good work that has been done up until now is vital and must be kept up due to the importance it has within my role and also the importance it has to the company. By adopting the simple solutions by organising short catch up meetings with the company’s directors during periods of busyness then I should not fall behind in future and help me continue my ongoing improvement within my job role and the industry.
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The work-based project has helped teach me a few things about myself personally and professionally. I have learnt that I often put off doing things in my work and elsewhere in life due to a lack of confidence in myself. This project has taught me that I know what needs to be done, for example knowing that I needed to be more organised in my work but put off doing it because I could manage with how I was carrying out my work. Since changing I have realised that I should’ve had the confidence to change as it has made my work life simpler to deal with. 
This also has made me take ownership of my work and make it my own. It has made me take pride in the way that I deal with emails and be more responsible with important emails that can affect the company in a big way. My old way of working was not good enough and could have had a hugely negative impact on the company had I carried on. Taking pride in my work has made me more effective and in turn has had a positive impact on the company in creating positive relationships with more companies through attending more meet the buyer events and improved email correspondence. 
Going forward I will place more onus on organisation into other areas of my work seeing the benefit that being organised in one area has provided. 
The work-based project started with identifying what area of my job role that I needed to improve on. Upon deciding that email organisation would be the area I would be the area in which I would focus my work-based project on I then needed to research how I would go about improving my inbox by speaking to colleagues and looking online for ideas in how to go ahead. 
Upon completing my research, I then had to decide how to implement the ideas that I had from my colleagues and the internet. I felt it was best to use to file the emails using the codes that I had from the company’s tender register to keep it in line with other areas of the company and ensure that it would be easy to locate emails in future as everything would match up and make sense. I found that this system was extremely beneficial to my work and streamlined the process of dealing with emails and it also helped my colleagues when I had annual leave as it made sense to everyone else in the company. 
I did have a period of slight failure as I fell behind with my organisation during a busy patch where I didn’t get around to filing received emails. But this allowed me to carefully consider why I had fallen behind and what I would need to do to prevent it from happening in future. The failure brought about a way of thinking that will help me resolve future problems but also a way in which I could improve my performance by ensuring that I meet with Directors regularly to get updates on how I need to move forward with certain jobs and to give them brief reports on what is happening with tendering and any upcoming meet the buyer events.
If I was to start this project again there would be a couple of things that I was consider doing differently. I believe that I should have taken more evidence throughout my journey. By taking more evidence I would have been able to look back on my progress in a more effective way every month. By keeping more evidence on my learning and progress with organisation it would have been easier to track my progress more effectively and also complete each journal entry with more precision and accuracy. At the end of each entry I would have also been able to set goals for the upcoming month. 
Goal setting would also have been something I would have considered more at the end of each journal. By including goals, it would have given my work more focus and provided a clear topic for the next journal entry as I would have been able to look back on how I had progressed in that particular are on how I had improved on it. 
Another area on improvement I would have made would have been to keep a daily journal for my own reference. By making daily notes it would have helped me remember what I had done during the time between submissions and also would have helped pick up elements that I may have missed. When it would come to writing journal entries it sometimes became difficult to look back on the time and remember all the successes and issues that had risen during the period. This would have made my work more focus and would have improved my reflections.
As I was already in full-time employment as an Estimator, I do not think that this project has helped improve my ambition within the industry. What I do believe it has done is help me to become more focussed on my job role and consider how I go about my daily tasks. By improving this one small part of my job it has definitely helped improve my performance. The work-based project has also helped me reflect on things that happen in work. Rather than brush off any issues that have come up during the time I have thought about them and come up with solutions for them to ensure that they do not happen again. 
I believe that in future I will consider each success and issue that arises and consider how it has helped me improve or what I can do to make it better. 
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