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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 

	Please insert your completed assignment ( in word format)  here:

1.1 - Projects are a group of planned tasks that once completed achieve a specific objective. Projects are often put in place to introduce change, once the change has been introduced and implemented the project is complete and can be closed if all stakeholders are in agreement. A project has an identified start and end date and works to a set budget. An example of a project is to move a team from one building to another in order to save money on rent. In November 2015 I was one of three Project Managers who moved 42 admin and clinical NHS teams out of 16 different leased sites in to one large site as part of Solent NHS Trust’s estate rationalisation strategy. The relocation provides a better facility for staff.to work from as well as increasing integrated working within the healthcare environment.  

Routine business is general tasks that aid the day to day operations that keep the business running smoothly. For example budget setting and reporting on expenditure and income. Project Managers need to report on the expenditure of a project to ensure that the finances are in check. A routine task that I have to complete is filling in a Project timesheet each week to show how much time I have spent on each project, this is then sent back to finance so that they can assign my time and the cost to each project.

1.2 - The tasks that the project manager needs to undertake and complete depends on what stage the project is at.

Initiation – The project at this point is just an idea. The project manager needs to complete feasibility studies, hold initial meetings with stakeholders, and write a Project Initiation Document (PID) so that they can then establish the budget, timeframe and scope of the project. Depending on the size of the project this then needs to be approved by the project board or even the board of directors in an organisation. Currently I am at the initiation stage of a project. I have met with end users to look at the space they currently occupy and the space that is being proposed they move in to. I need to understand both their staff and patient  requirements and needs for the new space not only for now but also for the future to ensure the right choice is made and ensure the longevity of this move. 

Project Planning – Once the initiation stage has taken place, the project can be planned. The project manager has overall responsibility and control of the project. The project manager has to plan in detail what tasks are required, who they need to complete that task, how long it will take and how much it will cost. The project manager produces GANTT charts to show the different stages and tasks involved in the project and the timescales for each. At this stage the following would be taken into account Risk Registers, updating the PID, highlight reports, setting up meetings such as project boards and user briefing meetings. Overall sign off from the stakeholders will enable the project to move forward on to the Execution stage. At this stage resource would be planned and in the role I do within the Estates team, Tender documents sent to a number of different companies to ensure quality and value for money from the chosen contractor. I have  supported  the planning stage of a project as I had to go to a number of sites and gather information to complete the project delivery plan. I was looking at things such as, how many computers/laptops are on site, how many telephones and what are the extension numbers for them, how much documentation is on site and how much will need to be transferred and also how many boxes will be needed to move each team to the new location.

Execution Stage – This is the physical start of the project. At this stage the project manager will be completing tasks such as monitoring and reviewing the project by looking at the plan and making regular visits to site, reporting progress at engagement meetings and via communications with stakeholders. The project manager needs to make decisions, problem solve and manage time, people and budgets this ensures the smooth running of the project. As mentioned previously from the project delivery plan I was able to check with the end users that they had everything they needed to pack up their current site and also to unpack at the other end. I then met with them to ensure they were on track and reported back to the programme manager. This ensured the smooth execution of the project.

Closing – The closing down stage cannot take place until all aspects of the project are finished no matter how big or small. At this you might have a lesson learnt or final stakeholder meeting as the project will need to be signed off by the stakeholders. Within the Estates team that I work this ensures there is agreement with a service that the project moves to business as usual.  I recently attended a project meeting with all stakeholders present. We discussed how the project had gone and shared any lessons to be learnt to inform future projects.

1.3 - Every good project manager should possess the following key skills:

Communication – A project manager needs to be able to communicate with all different types of people (Directors, Stakeholders and Contractors) in a clear, concise manner to ensure that whoever the communication is intended for are able to understand what is being said without confusion. Project managers need to be comfortable with all types of communication, verbal and written such as stakeholder updates, reports for the project board and user group meetings.

[bookmark: _GoBack]Listening – A Project Manager needs to be a good listener, to ensure they fully understand what is being asked of them. This could be listening to the stakeholders to ensure the correct requirements are met or listening to the end users to establish their needs.

Organisation/Planning – Project managers need to be organised and have good planning skills as they will be managing various aspects of the project all at once and often running more than one project at a time. They need to keep on top of things at all times. Project managers use tools to aid organisation and planning such as  GANTT Charts, Project Documentation (PID’s, Risk Registers, Highlight and/or exception reports) meetings held on specified dates and diary reminders.

Management – Timescales, Budgets and People – To ensure the smooth running of the project the project manager should possess excellent management skills. The Project Manager needs to manage timescales to ensure the project finishes on time, the budget to ensure they know exactly what has been spent so that they do not go over budget and people – the project manager needs to ensure they set clear objectives and have a good working relationship with the project team.

Leadership – Leadership is different to management and the Project Manager needs the skills and trust from the project team to ensure they support the delivery of the project andfollow the project managers lead to achieve the eventual goal.

Problem solving – No matter how well the project has been planned, problems / issues / risks will still arise. The project manager will need to be able to think on their feet and identify a solution or a form of mitigation to reduce the impact on the project. This involves adaptability, if a person doesn’t adapt to something quickly and think fast on their feet, time and money will be wasted.

Decision Making – This works on its own and with problem solving. The project manager is the person with overall responsibility for the project and will need to make decisions. In order to make good, positive decisions knowledge and listening skills are key.

Negotiation and Influencing – The project manager needs to be a good negotiator as with projects there are a lot of people involved whether it is contractors or stakeholders. The project manager need to gain trust and get people to agree on the best outcome for the project, this is also where being a good influencer comes in.

Ability to Delegate – It is important that the project manager has the ability to delegate so that they are getting the best person with the appropriate skills, knowledge and experience to do the job. It also helps to relieve some of the stress of the project and allows the project manager more time for their role and overall accountability for the works.

Accountability – A project manager needs to have accountability for the project as at the end of the day they have overall responsibility for the success of that particular project.
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