11




Project Plan
Name
Institution
Date













Project Plan
Please name the project you will manage, give a brief description of what it does, and a brief description of why it needs to be done.
The project I intend to manage is organizing a problem-solving meeting at the workplace. Since the workplace incorporates different individuals with different personalities and tasks to perform, it is inevitable for problems to arise. A problem-solving meeting is a gathering of all relevant parties to try and solve the issues they are currently facing as individuals or as a team (Graesser et al., 2018).
 The main purpose of a problem-solving meeting is to develop strategies that can help counter present issues or prevent the occurrence of similar problems in the future. A problem-solving meeting is necessary at the workplace to ensure that there is increased productivity among all workers because they will unload their issues in the meeting and await solutions to be implemented. A problem-solving meeting will also ensure that the cases of dysfunctional conflict at the workplace reduce significantly.
Why do you care about this project or how well it is done?
I care about this project because I am well aware of how problems can negatively affect the workplace environment. If problems are allowed to build up without being addressed, it may lead to employee dissatisfaction, which may translate to poor performance or increased turnover rates. Failure to solve problems may translate to unproductivity at the workplace, thus failing to accomplish the set goals (Mohaghegh & Furlan,2020). A problem-solving meeting will ensure there is better communication among all the employees at the workplace, which will translate to increased understanding, higher commitment, decreased possibility of bias, and improved team potential.
How are you accountable for the completion of this project? What consequences will there be if the project is not completed or not completed well?
Being a responsible employee, I am accountable for overseeing that the problem-solving meeting is prepared, attended and all participants get an opportunity to air their views and opinions regarding all the problems existing at the workplace. The consequences that will arise as a result of the project failing include; possible employee turnover, increased dysfunctional conflict, and increased tension which may cause absenteeism from work.
Since no specific individual wants to work in an environment that is toxic for them. Failure to complete this project would mean that most employees would fail to turn up for work on most days because they deem the workplace environment stressful. If the situation happens to gets worse, the firm will record a high rate of employees quitting their jobs to go and search for other conducive working environments for themselves. The increased tension that would develop due to the unsolved problems would also lead to the emergence of petty and dysfunctional conflict at the workplace, which would, in turn, lead to a lot of time wastage s the human resource department attempts to be dealing with disciplinary issues on a more frequent basis.
Who will participate in this project? You may either give names, titles, or descriptions of individuals or groups.
This project's main participants will include the workplace managers, the employees, the head of the counseling department, and other stakeholders such as company investors. The meeting participants consist of all attendees who are directly involved in the problem and the other group of people present to offer necessary possible solutions to solve the problem at hand (Beck & DeSutter,2020). In this project, all the workplace employees and the manager fall under the category of being directly or indirectly involved in causing the problem, while the potential investors and the counselor fall on the other side of trying to offer the best solutions to solve the workplace issues.
The workplace manager will be the meeting facilitator or leader because he has authority. The counseling department will ensure they manage any wrangles that may arise during the meeting and also ensure there are fairness and objectivity throughout the entire process. The stakeholder's role will be to offer alternative solutions for the table's issues during the meeting. The employee's obligations will include airing their concerns and being part of brainstorming alternative and logical solutions for some of the problems.
 The meeting facilitator is the individual who is in charge of offering some direction and authority throughout the problem-solving process. The person chosen to be the facilitator should have the most comprehension of the situation or the individual with the highest rank at the workplace (Nickerson, Yen, & Mahoney,2012). In this project, the meeting leader or facilitator will be the workplace manager. They will be responsible for directing the other team members throughout the guided process.
Who cares about whether and how this project is completed? Why do they care?
The parties concerned about how this project is completed are; the employees, the management, and the stakeholders. The employees care because they want their grievances addressed so that solutions can be implemented as soon as possible in order to ensure a safe working environment. Completing this project will mean that the employees will work better, thus translating to higher productivity and performance levels at the workplace.
 On the other hand, the management cares that the project is completed to reduce friction with the employees and resume work activities to accomplish the set goals. The company investors want to see the project completed to resume normally, thus increasing profits and improved company performance in the competitive arena.
How will you know if this project has been done well? Could performance be measured? If so, how?
I will know if the project has done well by evaluating the outcome of the meeting. If the project is successful, there will be a reflection in the employees' performance, morale, productivity, and contentment. There will also be fewer wrangles between the management and the employees. There will also be less conflict among the employees and more cooperation in general at the workplace. The performance will also be measured by the type of feedback that the employees, management, and investors offer to the organization after the reached solutions are implemented for some time.
If the feedback is mostly possible, that will mean that the project was well done, but if there are more complaints than positive comments, that would only mean that the project failed. The other measurement that would determine whether or not the project was a success is the flow of communication within the workplace environment. If the project were successful, the organization would record fewer communication misunderstandings and improved communication flow among the employees and team members. The investors will be happy because the company will make more profits and remain ahead of the competition.
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Figure 1: https://www.signupgenius.com/business/office-party-games-to-kick-off-meetings.cfm

What activities make up this project, and how do these activities depend upon each other?
The very first project activity will involve setting a simple and clear objective for the problem-solving meeting (Giampaoli, Ciambotti & Bontis, 2017). Setting a clear purpose for the meeting beforehand will help keep all the meeting attendees focused on the goal and avoid deviating too many deviations from the main objective. Identifying a location where the meeting will occur will also be a vital activity in this project. The location should be able to host all the attendees comfortably. The location should be spacious and have adequate lighting and air conditioning systems to avoid air pollution, and incidences of some attendees are suffocating or any form of discomfort whatsoever.
Deciding on a day and time for the meeting will be a difficult task since it will need to be a time that is most convenient for all the meeting attendees. The activity of communicating the meeting agenda to all the participants before the meeting will require great creativity. Depending on the anticipated number of meeting attendees, the channel used to disseminate the agenda should be easily accessible for all of them. Organizing refreshments for the meeting will require the meeting facilitator to avail a variety of refreshments because people have different tastes and preferences. 
The main activity of the project will be conducting the actual meeting. The meeting facilitator should ensure that the starting time is communicated to all the attendees and the meeting starts on time to minimize time wastage. During the meeting, data on the issues raised should be recorded by the meeting secretary. The suggested solutions will be discussed by all members present until they all come to an agreeable conclusion.
 Thereafter, the meeting will be disbanded ad the logical and relevant solutions implemented at the workplace. The management and meeting committee will be sure to do follow-up activities to see that implementations suggested are implemented effectively, and everyone assigned to do specific tasks is doing them accordingly. At a later time, there will be a review and evaluation of whether the project was successful or not for the organization.
	Activities
	How does this activity depend on the other activities if participants want to complete and perform well on the project?

	1. setting a simple and clear objective for the meeting
	 It will highlight the purpose of the project/ meeting.

	2. identifying a location for the meeting
	It will be influenced by the number of meeting attendants.

	3.Deciding a day and time for the meeting
	It depends on the availability and adaptability of the meeting attendants.

	4.Disseminating the meeting agenda
	It depends on the channel to be used for disseminating the agendas.

	5.organizing refreshments for the meeting
	It is dependent on the prospective number of attendants.

	6.conducting the actual meeting
	It depends on how many people will be in attendance, and what problems they will raise.

	7.Gathering data on the proposed solutions
	It will depend on the openness and cooperation of the people attending the meeting.

	8.Implementing the relevant solutions arrived at in the meeting
	It will depend on the management commitment to implement the changes.

	9.Doing a follow up to see if all workplace members are satisfied
	It will depend on the workplace employees and the management.

	10.Review and evaluation
	It will depend on the facilitator of the meeting and the workplace management.

	
	

	
	



The process of problem-solving during the meeting.
The very first step I will indulge in during the meeting is defining the problems at the workplace. Identifying the problem is usually more about diagnosing the symptoms rather than focusing on the problem on its own (Yen & Lee, 2011). It is essential to distinguish facts and opinions when addressing a problem. After identifying the issue, it is vital to establish the underlying causes that triggered the problem in the first place. Adequate data regarding the problem should be gathered, analyzed, and interpreted effectively during the early stages of problem-solving. I will request all members present in the meeting to openly air their concerns and issues or write their problems on paper anonymously. Thereafter the problems put forward will be read out aloud for the meeting attendees to agree or disagree.
The next step to be followed in the meeting will be getting possible solutions for all the issues addressed. The meeting facilitator will collect alternative solutions so that all the meeting attendants feel included in the problem-solving process. The solution alternatives will then be categorized into short-term and long-term. After collecting all the alternative solutions, the meeting committee will evaluate and select the suitable solutions for the problems addressed. The last activity involves implementing the stated solutions and making a follow-up to check if they are working.
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Figure 2: https://asq.org/quality-resources/problem-solving
	 
Challenges in problem-solving meetings.
One of the most anticipated challenges for this project is identifying the workplace's real issues and dealing with them effectively (Dyrvold, & Bergvall, 2019). All the meeting attendees leave the meeting feeling okay with the decisions arrived at during the gathering. This difficulty can be handled by requesting all the meeting attendees to prepare a list of issues that they will air directly to the meeting facilitator prior to the day of the gathering, so the meeting leader can categorize the issues under different classifications for easier management and purposes of saving on time. The other anticipated severe challenge with organizing the problem-solving meeting and seeing it to completion is meeting attendees' conflicting opinions on matters. While it is common for people to have different perspectives on things, the challenge comes when people decide to merge in groups and fight each other rather than address individual issues. The most convenient way to solve such a challenge is going to be to create a win-lose situation such that each group has to compromise and get a win in the issues brought to the table.
[bookmark: _GoBack]Defensiveness is yet another challenge that comes up in problem-solving meetings.  Defensiveness usually takes place when one side of the conflicting parties becomes too attached to their solutions such that they consider other options useless and bad for implementation (Pratiwi & Sofiawati,2018). This may result in further problems when other members feel like their opinions in the meeting are not valued or appreciated by the other group. The best way to avoid such a scenario will be to encourage all the meeting attendees to be open and empathetic t other group members' ideas before offering critical defenses on why their thoughts are wrong and irrelevant.
In most cases, problem-solving meetings are bound to take more time than the one allocated. This is because all the meeting attendees need an opportunity to air their grievances and make sure that their alternative solutions are considered for implementation. To manage this challenge, I will ensure that the meeting facilitator comes up with a meeting agenda which they disseminate to all prospective meeting attendees before the actual day of the gathering. The agenda will serve as a guide on how the meeting will be scheduled. In addition, there will be a fine put in place for all members who decide to come to the meeting late.  This fine will serve to ensure there is discipline among the meeting attendees regarding attending the meeting on time to avoid catering for the fine.
Lastly, coming up with a day and time suitable for all meeting attendees to be able to turn up for the meeting will be a challenge. This is because all the employees in the firm have different work schedules. This will be managed by putting the meeting to happen on a day when all employees are free such as a weekend or one weekday afternoon. This decision will be heavily dependent on what the meeting committee and the attendees will suggest.
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