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About this Document



The Needs Assessment is created to document the possible questions we should ask the client (brief), foreseeable problems which may arise, and to identify the possible sources of information.



For more information about the procedures within this document contact Darryl Lyons (Project Manager) on (07) 3208 0213 or 0417 757 995.



This document was created using Microsoft Word.
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Purpose of project based on initiators



�




Performance problems



�

In order to tailor the web design project to meet the client’s needs, a consultation outlining these requirements was essential.  This allowed the project team to work to their peak performance within clear guidelines.






New Information



�

At the onset of the project the team is unfamiliar with the client’s organisation (Everhard Industries). A meeting with a representative from all of the involved sectors within the company
 appears necessary to familiaris
e the group of Everhard’s products, strategies, goals, policies, client base and standing within the market.  General knowledge of the history of the company would prove beneficial in the project development.  We need to determine what information is imperative to be included in the web site, that material which is flexible and material which should not be disclosed at all.  We need to understand the overall image Everhard want to portray through their presence on the web.



The group required contact details for all personal involved with the project and a structure needed to be devised in order to be able to arrange a conference or consultation.  This must be clarified as soon as possible.  Clear communication lines with the client are absolutely critical to ensure a quality product is delivered on schedule.  It was established that 48 hours notice would usually result in a physical meeting.



Responsibilities need to be defined such as who would have to look after the marketing aspect and the payment for consumable items.






Identifying sources



�




Company pertinent information



�


Essentially all information relating to such things including product specifications (catalogue items), trademark graphics and historical events will have to be obtained from the client. 



The company can therefore be considered the primary content providers.  It would be desirable for one individual to be the contact person for media acquisition, the client liaison perhaps (typically the project manager).





We predict that all the media is located on the companies premises.  This may present a constraint in obtaining the data that can not be sent by post due to the difference in project teams location and that of the company.  (Much of the media is in the physical form rather than digital)  A weekly exchange system could be organised which could suffice if coordinated carefully. 



Getting as much media as soon as possible may also prove to be an objective, so our team can ascertain what sort of project lies ahead for us. Developing a Project Plan and Work Breakdown Structure would be a much simpler exercise once the depth of content is at least known.



	


Other Sources of information



�


Competitor’s sites may be a source of inspiration or at least ideas about the structure of the new Everhard site. 



Sources of information to do with project management resources or key document deliverables may be directed to Cathie Sherwood.






Selecting the tools



�


Our main information gathering tool to be employed is a conference/interview situation.  In this situation any questions, concerns, issues could be voiced and mostly answered immediately.  All group members could be present to be informed on proceedings.  The client should prepare an extensive list of Needs Assessment questions for response. The responses should be documented for future reference in the Client Needs Assessment Questions document. 



The client may also wish to volunteer information and comments, which would also be documented.  The client could then elaborate on request any points deemed important. (As in a typical interview situation)



We would hope the meeting progressed from a formal question/answer scenario to a comfortable discussion.



Although potentially time consuming the interview technique generally guarantees immediate answers which in the long term could conserve time.



The group is also able to source necessary information through catalogues and brochures to be provided by Everhard.








Conducting the Needs Assessment



�


The Needs Assessment does not need to be time consuming but must be organised and treated seriously.  If the Needs Assessment is rushed over it will affect the quality of the project and may cause time delays later in clarifying details that should have been considered in the early stages.  It would appear that the interviewing technique would prove most successful for our purposes.  By carefully considering and listing our needs before the interview it will help us to stay focused and cover all aspects required.



A universally suitable time should be arranged. It would be most valuable for the project team to visit the company’s development premises to absorb the atmosphere of the company, which is information in itself.






Using findings for decision making



�

As a result of the conference with the client the project team can rest assured that the company will be most cooperative by exhibiting a willingness to coordinate efforts.  By providing us with their contact details it suggests that they can provide prompt and accurate communications.



Everhard’s main aim with respect to the redevelopment of their web page is for the project team to create an innovative experience to engage user’s attention to optimise the opportunity to promote the company’s image thereby directly influencing their retail profile.



All questions asked in the Client Needs Analysis Questions document were answered.
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