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1. What are priority quadrants?
The quadrants organize prioritization tasks framework based on important and urgency. In priority matrix it has four quadrants labels organized by urgency and importance, Example:

	
	URGENT
	NOT URGENT

	IMPORTANT
	Quadrant 1
Urgent and Important
	Quadrant 2
Not Urgent but Important

	NOT IMPORTANT
	Quadrant 3
Urgent but Not Important
	Quadrant 4
Not Urgent and Not Important



Quadrant 1: Is for immediate and important deadline task force.
Quadrant 2: Is for long-term strategy and development.
Quadrant 3: Is for time-pressured distractions. They are not really important but someone wants it now.
Quadrant 4: Is for the activities that have little value, often used to take break during time pressured and important activities.       
How do these matrix help in selecting projects?
The matrix enables project team to see clearly which projects are the most important to focus on first, and which if any could be put on hold or discontinued. It also supports structured decision-making such as: 
· Helps prioritize difficult or unclear issues 
· Provides a quick and easy method for evaluating options 
· When used with a group of people, it facilitates reaching agreement on priorities and key issues 
· Brainstorming objects that will clearly differentiate important from unimportant activities and rating progress scale  
· Mandate value tasks that brings to the clients
Example 
The figure below shows the project prioritization matrix a quality improvement team created to review a list of projects to be completed. The team determined that the most important factors are safety, training needed, reward, people, cost, and time. Since cost was very important, the team weighted it at twice the value of the other factors. After ranking each project against these criteria and summing the ranks, the term found project C to be the best project to complete at this time.
 
	
	Factors

	
	Weight
	

	
	1
	1
	1
	1
	2
	1
	

	Projects
	Safety
	Training
	Reword
	People
	Cost
	Time
	Sum

	A
	1
	4
	4
	3
	6
	2
	20

	B
	2
	2
	3
	1
	2
	1
	11

	C
	3
	3
	1
	4
	8
	4
	23

	D
	4
	1
	2
	2
	4
	3
	16



2. What is SPIRIT?
SPIRIT is an achievement collaborative teamwork, the Project Manager is required to behave as part of the team and be supportive in each team members so that the project can successfully completed. At times participants give up trying and no amount of pressure can persuade them to increase their contribution, they will leave and the project will fail.  Equal Collaborative team the participants feel that the team’s victory is their own personal mission despite as pressure rises during the task. Building a good team is the most important thing to achieve a successful project with the right attitude. 



Here are some examples factors, which generally lead to a good team:
· Shared belief in the value and achievability of the team's goals
· Awareness of the value of the individual's own role and contribution
· Recognition of the value of other team members (whether they are key specialists or just non-specialist, junior assistants)
· Desire to work collaboratively, sharing thoughts, ideas, concerns, etc,
· Friendship - enjoying working together with a common purpose
· Supporting each other in recognition that the team's success requires all members to be successful
· Coaching junior members rather than bossing them
· Listening to ideas and advice from other team members
· Making time to communicate with other team members
· Celebrating successes
· Rewarding good team behaviour in financial and non-financial ways
How it is used for setting goals?
Setting goals are the criteria to evaluate achievements in an individual project. These criteria include measuring time, costs, and resources to succeed desired outcomes.
Awards
Celebrate when you accomplish a goal, if the goal is long term label prizes when numerous milestones are achieved.
Individual
All members of a team must be involved in goal setting. Find ways for them to link into the project and get motivated. To keep everyone involved, it might be useful to keep a goal chart on the wall.
Review
Project setting goals also need to be reviewed periodically to make sure you have consensus need to be reviewed periodically to make sure you have consensus as you move from stage to stage in a project.
Inspiring
Goals should be high but achievable. Time-Bound Make sure that the deadline for the goal is clear.
Example:

	[bookmark: _GoBack]Personal Project Plan

	Specific Objective
	Measurement
	Achievable
	Relevance
	Time Frame

	Studying budget costs 
	Amount available for deposit and installment costs for 43 weeks
	Paying installment through bank account 
	Filling and sending via electronic emailing system all kind of required documentations also following up communicating via telephone making sure all necessary documents are met as well as not exceeding the agreement costs
	43 weeks

	Project Course 
	Use All Material units and complete all each modules assignments to get certificate
	Use personal tutor, internet and materials to support
	Project level one promotes my ambition as qualified in the management fields
	43-weeks study time frame from 21st Sept 2015 – 8th Jul 2016 

	Preparing to higher position job as project manager
	Earning professional level higher salary 
	Gained knowledge skills required
	Able to take team leader role and responsibilities professionally 
	By 8th July 2016

	Electronic feedback to spelling English language for my assignments, and other emails communication 
	I can produce better instruction as my skill increases

	Confident using PC applications when doing my assignments
	Developing improved written communication grammatically and verbally
	By 8th Jul 2016
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