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[bookmark: _Toc242545832]1. Introduction 
Employability is vital for university students (Berniak-Woźny et al., 2023). Knowledge of academics may not suffice for employability. Students require practical work-related skills. These include communication, teamwork, CV writing and interviewing skills (Okolie et al., 2022). This project entails organising a Student Employability and Skills Workshop. The aim of the project will be to enhance employability skills of students. Traditional project management approach is appropriate for this project. The workshop has a fixed delivery date. It also has specific activities and outputs. Traditional approach can hence offer good control (Ozturk, Cobanoglu and Ece, 2024). It will assist the Project Manager in managing time, resources and quality. However, overly rigid approach will pose some challenges. The availability of speakers might be subject to change. Similarly, the requirements of the students might undergo changes. There can also be technical issues during the course of the project. Therefore, a systematic and inflexible approach must be used for the project. The tools that will be employed for the project include Work Breakdown Structure (WBS), Gantt Chart, Risk Register and Stakeholder Matrix (Kumar, 2022).


[bookmark: _nbmahipf5jbl][bookmark: _Toc242545833]2. Project Aim, Objectives and Scope 
[bookmark: _bb6yiqesekp8][bookmark: _Toc242545834]2.1 Project Aim
The aim of the project involves planning and implementing an effective student employability and skills workshop under the specified time frame, budget, and available resources.
[bookmark: _95p38946j8wn][bookmark: _Toc242545835]2.2 Project Objectives
The project will have the following objectives:
1. To identify the main employability needs of students during Week 1.
2. To develop suitable workshop content by Week 4.
3. To confirm suitable speakers or trainers by Week 4.
4. To prepare the venue, equipment and learning materials before the event.
5. To deliver the workshop successfully in Week 8.
6. To collect student feedback after the workshop.
7. To complete a final evaluation before project closure.
These objectives are specific and measurable. They also have clear deadlines. This makes them suitable for project control.
[bookmark: _nc57kbnwhd0a][bookmark: _Toc242545836]2.3 Project Scope
Student needs assessment will be included in the project. Workshop planning and development will be included in the project. Speaker arrangement and venue reservation/promotion will also be included. Student registration will also be included in the project. Delivery of workshop and feedback collection will be included in the project. Some activities will be left out of scope of the project. Career counselling that is long term is not included in the project. Recruitment is also not included in the project. University employability program will not be included in the project. Time, budget and staff availability will be the main constraints. Venue capacity will be one constraint. Technological problems could arise.


[bookmark: _gsvkwke6s642][bookmark: _Toc242545837]3. Project Outputs and Deliverables 
	Deliverable
	Purpose
	Importance

	Student needs assessment
	Identifies student skill needs
	Makes the workshop relevant

	Project plan
	Defines activities, resources and timing
	Provides project direction

	Workshop programme
	Defines sessions and timings
	Creates a clear structure

	Learning materials
	Provides slides, exercises and handouts
	Supports student learning

	Confirmed speakers
	Provides professional knowledge
	Adds practical value

	Venue and equipment
	Provides the delivery environment
	Supports smooth delivery

	Promotional materials
	Provides event information
	Supports attendance

	Registration list
	Records participants
	Supports event management

	Delivered workshop
	Provides the main project service
	Represents the main output

	Feedback report
	Measures student views
	Supports evaluation


Table 1: Project Outputs and Deliverables 
(Source: Self- Created)
The needs assessment will help shape the workshop contents. The workshop contents will shape the learning materials. The speakers will help facilitate the workshop sessions. The venue and equipment will help in facilitating. Failure in one deliverable will have an effect on other deliverables (Hussein et al., 2023). Poor needs assessment will lead to inappropriate content. This may mean that the workshop will be of low quality. Therefore, success cannot just be judged by the successful holding of the event. The workshop will have to be of good quality as well.
[bookmark: _baesm3hml4bm][bookmark: _Toc242545838]4. Activities Required to Deliver the Outputs 
[bookmark: _clm8pab0xr0i][bookmark: _Toc242545839]4.1 Project Initiation
The first activity will be the need for the project. Purpose of the project will be defined by the Project Manager. Stakeholders will also be identified. Finally, project approval will be sought.
[bookmark: _jr71h2gcr9j1][bookmark: _Toc242545840]4.2 Project Planning
The next step will include planning. Requirements of the students will be known. The plan for the schedule will be developed. The budget will also be taken into account. The resources will be identified. Risks associated with the project will be documented. Communication will also be planned. Planning helps to eliminate uncertainty. But over-planning is wastage of time. Thus, the Project Manager should focus on decision making information only.
[bookmark: _xsup058xr4zm][bookmark: _Toc242545841]4.3 Workshop Development
The team will be responsible for developing the material to be covered in the workshop. Relevant topics will be chosen. Speakers will also be found and confirmed. Materials and activities will then be developed.
[bookmark: _h46fwvfx9lmt][bookmark: _Toc242545842]4.4 Logistics and Promotion
Venue will be booked. Equipment will be arranged. Marketing materials will be designed. Registration of the students will follow.
[bookmark: _491t77cvlpg9][bookmark: _Toc242545843]4.5 Workshop Delivery
The students will register themselves. The classes will be conducted. The technical issues will be handled in case of any difficulty. Feedback will also be collected.
[bookmark: _cwv9m5is0hz9][bookmark: _Toc242545844]4.6 Project Closure
Feedback analysis will take place (Messer et al., 2024). The performance of the project will be evaluated. Final reports will be written. There will also be recording of lessons learned. A systematic approach is appropriate since there is a logical sequence for the tasks to be done. Flexibility is required in case the speakers are not available or technical difficulties arise.
[bookmark: _xa5xu3e9wm78][bookmark: _Toc242545845]5. Work Breakdown Structure
Work Breakdown Structure is an approach where the whole project is broken down into small pieces. This is to show the interconnection between the project itself and the work packages, activities, and tasks.
[bookmark: _lgp7a3shz4dn][bookmark: _Toc242545846]5.1 WBS Structure
[image: ]
Figure 1: Work Breakdown Structure (WBS) 
(Source: Self- Created) 
 The six work packages provide a clear project structure.
Work Package 1: starts the project.
Work Package 2: develops the project plan.
Work Package 3: develops the workshop.
Work Package 4: manages logistics and promotion.
Work Package 5: delivers the workshop.
Work Package 6: closes the project.
WBS facilitates allocation of responsibility (Sukmono, 2023). It further facilitates resource planning and scheduling. It helps in minimizing the chances of missing out on some activities. But, too much detail in case of a small project can complicate things. So, WBS facilitates detail, but not too much.
[bookmark: _bobwm2pdnd52][bookmark: _Toc242545847]6. Deliverables, Milestones and Project Timeline 
The project will be implemented within eight weeks. There will be an outcome for each step. Each major step will also have a milestone.
	Week
	Main Task
	Deliverable
	Milestone

	Week 1
	Project initiation
	Project approval and needs assessment
	Project approved

	Week 2
	Project planning
	Project plan and risk register
	Planning completed

	Week 3
	Content development
	Draft workshop programme
	Programme completed

	Week 4
	Speaker and material preparation
	Confirmed speakers and materials
	Content completed

	Week 5
	Logistics
	Confirmed venue and equipment
	Logistics completed

	Week 6
	Promotion and registration
	Promotional materials and participant list
	Registration completed

	Week 7
	Final preparation
	Final workshop pack
	Readiness approved

	Week 8
	Delivery and closure
	Workshop and evaluation report
	Project completed


[bookmark: _Toc242545848]Table 2: Project Deliverables, Milestones and Timeline
(Source: Self- Created) 
[bookmark: _sfyle7hh1k52]
[bookmark: _hya9umt6qrij][bookmark: _Toc242545849]6.1 Gantt Chart
	Activity
	W1
	W2
	W3
	W4
	W5
	W6
	W7
	W8

	Project initiation
	
	
	
	
	
	
	
	

	Needs assessment
	
	
	
	
	
	
	
	

	Project planning
	
	
	
	
	
	
	
	

	Content development
	
	
	
	
	
	
	
	

	Speaker arrangements
	
	
	
	
	
	
	
	

	Venue and equipment
	
	
	
	
	
	
	
	

	Promotion
	
	
	
	
	
	
	
	

	Registration
	
	
	
	
	
	
	
	

	Final preparation
	
	
	
	
	
	
	
	

	Workshop delivery
	
	
	
	
	
	
	
	

	Evaluation and closure
	
	
	
	
	
	
	
	


Table 3: Project Gantt Chart
(Source: Self- Created) 
[bookmark: _hs9no0mjg72y]The sequence is very crucial. Content development must happen before final promotion. The venue must be finalised before sending the details of the final event. The presentation of the workshop is the most crucial milestone. The postponement of any significant activity will have an impact on the final date of completion. The Project Manager should ensure that he keeps track of the dependencies. The Gantt chart is a good control mechanism for this task.
[bookmark: _zm9x2ntd8x6][bookmark: _Toc242545850]7. Project Resources 
Human and physical resources will be required for the project. The resources have to be planned properly because resource planning influences cost, time, and quality.
[bookmark: _tcj6tr1oklon][bookmark: _Toc242545851]7.1 Personnel Resources
Project Manager would be responsible for managing the project (Barcaui and Monat, 2023). The Project Manager would manage time frame, risks, and resources.
Career adviser would assist in workshop program. Guest speakers would share their employment knowledge.
Administrative staff would assist in registration. IT staff would assist technically. Student volunteers might also assist in registration and event activity.
Each individual would have their duties. It would prevent confusion.
[bookmark: _6yrwci4x0p0o][bookmark: _Toc242545852]7.2 Material Resources
	Resource
	Purpose

	Suitable workshop room
	To conduct the project activities and sessions

	Projector and screen
	To display presentations and visual materials

	Laptops
	To support presentations and participant activities

	Internet access
	To enable online access and digital resources

	Presentation slides
	To deliver project content and key information

	Handouts
	To provide participants with supporting information

	Stationery
	To support note-taking and workshop activities

	Registration materials
	To record and manage participant attendance

	Microphones
	To support clear communication, if required

	Refreshments
	To support participant comfort, if approved



Table 4: Project Personnel and Material Resources
(Source: Self- Created)
The resources should be related to the WBS. For instance, the IT support should be prioritised in planning and implementation stages. Administrative support will be prioritised at the registration stage. Staff availability may be one of the constraints in resource availability. The availability should be checked by the Project Manager (Nenni et al., 2025). The backup support should also be considered. The unnecessary expenses should not be incurred by the project. The available university resources should be utilised to minimise cost and maximise the utilisation of the resources. The cost, time and quality are balanced as the major principle. The resources reduction may lead to poor quality while excessive resource utilisation leads to increased cost.
[bookmark: _y7b9719ykn1x][bookmark: _Toc242545853]8. Project Stakeholders and Risk Management 
[bookmark: _86201arstpcq][bookmark: _Toc242545854]8.1 Stakeholder Matrix
	Stakeholder
	Power
	Interest
	Management

	University management
	High
	High
	Manage closely

	Project Manager
	High
	High
	Manage closely

	Students
	Low
	High
	Keep informed

	Career services
	High
	High
	Manage closely

	Guest speakers
	Medium
	High
	Keep engaged

	IT staff
	Medium
	Medium
	Keep informed

	Administrative staff
	Low
	Medium
	Keep informed


Table 5: Project Stakeholder Matrix
[bookmark: _u0nydv1r28f7](Source: Self- Created)
[bookmark: _ggca9r8ouios]The students will be the primary beneficiaries. Their needs will guide the topics to be covered in the workshops. There should be constant feedback to the university administration.
[bookmark: _5fmuowkrqusw][bookmark: _Toc242545855]8.2 Risk Register
	Risk
	Likelihood
	Impact
	Response

	Speaker cancellation
	Medium
	High
	Arrange a backup speaker

	Low attendance
	Medium
	High
	Start promotion early

	Technical failure
	Medium
	High
	Test equipment and prepare backup

	Venue problem
	Low
	High
	Confirm venue early

	Budget pressure
	Low
	Medium
	Monitor spending

	Task delays
	Medium
	Medium
	Review progress weekly


Table 6: Project Risk Register
(Source: Self- Created)
Risk Management must be done through the entire duration of the project as risks may vary with time (Alzoubi, 2022). The Project Manager must therefore update the Risk Register periodically.
[bookmark: _ehhqn9vnmavx][bookmark: _Toc242545856]9. Project Monitoring and Control 
Monitoring and controlling will happen throughout the process (Sima, 2022). The Project Manager will evaluate the project’s performance against its plan. This will facilitate the early detection of any issues.
[bookmark: _7x7790ulql6r][bookmark: _Toc242545857]9.1 Progress Monitoring
There will be weekly meetings for the project. The Project Manager will review the finished tasks. The delayed tasks will also be reviewed. The Gantt Chart will be updated. The milestones will be verified. The WBS will also be used for verifying the completion of tasks.
[bookmark: _5b0qspr2i6m9][bookmark: _Toc242545858]9.2 Quality Control
The issue of quality will be evaluated prior to the workshop. The content of the workshop will be evaluated. The slides and the handouts will also be evaluated. The venue will also be inspected. The equipment will also be tested before the event. It may help avoid any technical issues. Feedback from the students will also be taken.
[bookmark: _4duxad4fvifd][bookmark: _Toc242545859]9.3 Delay and Issue Management
In case of any problem, the cause of the problem will first be identified by the Project Manager. Its impact will be determined next. A decision for correction will be made by the Project Manager (Strang and Vajjhala, 2022). The responsibility will then be assigned. Monitoring of the action will then follow. For instance, if a speaker backs out, a standby speaker will be arranged.
[bookmark: _vld0ugxqhob1][bookmark: _Toc242545860]9.4 Change Control
Changes should not be accepted without review. A change request should first be assessed.
The Project Manager should consider its effect on:
· scope;
· time;
· cost;
· resources;
· quality.
The change will then either be accepted or denied. In case it is accepted, the project plan needs to be modified accordingly. The above strategy provides for control. It also offers some level of flexibility, which is necessary since rigidity does not work in a live workshop project.
[bookmark: _y05i5qrnts6r][bookmark: _Toc242545861]

10. Conclusion 
The Student Employability & Skills Workshop is a feasible and realistic project to carry out. It has clear goals, deliverables and timelines. The WBS aids task planning while the Gantt Chart helps in scheduling. The Risk Register and Stakeholders Matrix aid control. Proper monitoring will facilitate effective time management and control during implementation.
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