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You

are required to document your role in administering a project. The project may be

set in a business, social, sporting, or family environment but must be of a significant
size and scale. If you do not have an actual project to write about you may complete the
project hypothetically. This report will be between three to six pages in length. This
is a significant research project.

Your report must address each of the following issues:

1.

N

o

oo

9.

10.

11.

Identify and describe the purpose, scope, and objectives of the project. Display
this information using an appropriate tool. (ch.6)

Describe how the team is given an outline of the project.

Describe the strategies that are going to be set up to maintain communication with
the team members.

Describe the tools that are going to be used to monitor the goals, time frames or
milestones.

Identify project milestones and activities. Display this information using an
appropriate tool.

Create a budget and link the costs to the key milestones for a project.

Describe how you are going to divide tasks and resources amongst a project team.
Display this information using an appropriate tool.

Briefly describe how the progress will be monitored.

How are current project records maintained? Who has responsibility for this?
provide some recommendations on how this process could be improved.

Describe the current procedure for finalizing projects. Create your own procedure
and identify how you will evaluate the success of the project.

Legislation that may affect the project including health and safety, and anti-
discrimination legislation.

Best of luck...
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Work breakdown Structure in Project Management

Project WBS is a product-oriented grouping of project work elements that organizes and defines the total
scope of the project. The WBS is a multi-level framework that organizes and graphically displays elements
representing work to be accomplished in logical relationships. Each descending level represents an
increasingly detailed definition/division of a project component. It is the structure and code that integrates
and relates all project work (technical, schedule, and budget) and is used throughout the life cycle of a
project to identify, assign, and track specific work scopes. The WBS will be established in sufficient detalil
so that each control account has a unique WBS element.

A.Project Management - WBS
The WBS or the Work Breakdown Structure is essential as part of project’s lifecycle and
timeline. An important part of Project planning, the WBS begins with a hierarchy of tasks and
levels that help to identify how the project will flow within a designed timeline set by the project
manager. The project management institute defines the WBS as “Representing the sum total
decomposition of all work that the project encompasses, from beginning to end”. The
efficiency of a project’s Work Breakdown Structure can determine that project’s success. The
WBS provides the foundation for project planning, cost estimation, scheduling and resource

allocation, not to mention risk management.[1]

B. Project Management - WBS

Project Manager needs to make sure that post the completion of the project, the chatbot will
be live and available for the use. Second, he will need to divide the entire project into four
major phases as shown. These include - training the staff to operate on this module,
completing the required configurations, making sure that customizations are carried out
properly, and finally upgrading the existing mobile application so that the installation of the
chatbot will get completed (Jian et al., 2018). The next level of activities for the given project
will be carried out accordingly on the aspects of project management pertaining to this project,
identifies the role of a project manager, examines the risk factors, timeline, and overall
budget.[2]
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TAM Sales Development

1

———

Initiation
11

Planning
1.2

Execution
1.3

Control
1.4

Closeout
1.5

Meeting UAE office
1.1.1

Collect Customer Data
Base

121

Send Samples to
Customers

13.1

Follow up with customer
request Feedback

141

Audit Procurement
15.1

Meeting KSA office
1.1.2

Study Market situation
1.2.2

Business trip to
DAM JED RIY

13.2

Follow up with my team to
expand business

1.4.2

Document Lessons
Learned

152

Meeting Team in KSA

Study Competitors

Email Contracts & agreed
prices for Customer

Follow up with suppliers
regarding prices

Update Files/ Records

1.1.3 1.23 133 143 1.53
Meeting Clearing agent in Study SWOT Confirmed shlpment from Follow up with UAE office Gain Formal Acceptance
_— KSA _— L suppliers M for budget _—
11.4 1.2.4 134 144 1.5.4

Meeting Suppliers in China
& India

1.15

Submit Project Plan
1.25

Send Material to Customer
1.3.5

Discusess on Milestone
1.2.6

After sales follow up
1.3.6

Follow up with customer
for Payment

1.3.7

Archive Files/ Documents

1.5.5
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Table No.1: WBS Details

Level WBS Code Element Name Definition

1 1 TAM Sales Development Start in 04-06-2021.

2 1.1 Initiation The work to initiate the project.

3 111 Request Meeting with UAE office (Stakeholders) Discuses on objectives and goals of “Sales Development”

3 1.1.2 Request Meeting with KSA office (Stakeholders) Discuses on objectives and goals of “Sales Development”

3 1.1.3 Request Meeting with my Team in KSA Solve problems and planning for “Sales Development”

2 1.1.4 Request Meeting with Clearing agent in KSA Calculate the Cost & Transportation

3 1.1.5 Meeting Suppliers in China & India Estimate the Time and negotiate the Prices, quantities and availability
3 1.2 Planning The work for the planning process for the project.

3 121 Collect Customer Data Base Required info mentioned in Paper

3 1.2.2 Study Market situation Required info mentioned in Paper

3 1.2.3 Study Competitors Required info mentioned in Paper

3 1.2.4 Study SWOT Required info mentioned in Paper

2 1.2.5 Submit the Project Plan To both Management in UAE & KSA

3 1.2.6 Discusses on Milestone With stakeholders

3 13 Execution Work involved to execute the project.

3 131 Send Samples to Customers Send Sample to Customer

3 1.3.2 Business trip to DAM JED RIY Do business trip to collect information

3 133 Email Contracts & agreed prices for Customer Get approved on Prices & quantities

3 1.3.4 Confirmed shipment from suppliers Get the confirmation from the suppliers on quantities & prices

3 1.3.5 Send Material to Customer Parallel dispatch to customers

3 1.3.6 After sales follow up Weekly Follow up with customer to get their feedback

2 1.3.7 Follow up with customer for Payment Weekly Follow up with customer to get payment on time

2 1.4 Control The work involved for the control process of the project.

3 14.1 Follow up with customer request Feedback Weekly calling ask if there’s new requirement

3 14.2 Follow up with my team to expand customer business Weekly meeting with my team to expand customer business

2 143 Follow up with suppliers updating prices Weekly meeting with our suppliers to updating price

3 1.4.4 Follow up with UAE office for budget Weekly meeting to calculate the budget

2 1.5 Closeout The work to close-out the project.

3 1.5.1 Audit Procurement An audit of all docs procured for the project

3 1.5.2 Document Lessons Learned Lessons learned meeting and documents the lessons learned for the project.
3 153 Update Files/Records All files and records are updated to reflect the widget management system.
3 1.5.4 Gain Formal Acceptance The Project Sponsor formally accepts the project by signing the acceptance document.
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Requirement Information - Study Market Situation (Get approved from UAE)

a) Are they currently buying from us or not?
b) From where they are buying?
c) What is the level of contact with them — how tight we know them?

d) What are the customer preferences (quality oriented — price oriented?)

e) If customer not currently active, did we approach the client ? how ? what was the feedback?

f) What are customers feed back?
g) Customer selling price?

Product ## Price, ## Price ## Price ## Price
(SR/kQ) (SR/kg) (SR/Kkg) (SR/Kkg)
CH4-Cl4
SL
ATF
SN

4) 5o 2AY zling Ja 5 O shaginsall daliaall Cilaal aa (a5 daga IS Jid JalS 5y 5811 8 daiia ga () 5S5 Jlaiy) ddad
Bl 51y g 5 e A e KD oy Cogas (815 Al pe JSI jlaliie A8 ghia (3l i a3 Liagls Y ol LealaY

Communication Plan for 1.1.2

Describe of Delivery Time Type of Target Who
Task y Delivery Stakeholders | Responsible
Meeting with End of
Team Weekend Report UAE Hamad
Meeting with End of each Email UAE Abdulsamad
Customer month
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