1) What is the difference between a project and routine work?
A project has a clear start date and end date (even if the end date is pushed constantly, a project has to be finished one way or the other) whilst routine work represent a process that will never finished.
2) Briefly outline the tasks that a project manager performs during the course of his project
3) Describe different stages of the project life cycle
Project life cycle comprises of the four main stages and these include initiation, planning, execution and closure. Initiation involves starting up the project, by documenting a business case, feasibility study, and terms of reference, appointing the team and setting up a Project Office. Planning involves setting out the roadmap for the project by creating the following plans: project plan, resource plan, financial plan, quality plan, acceptance plan and communications plan. Execution involves building the deliverables and controlling the project delivery, scope, costs, quality, risks and issues. Closure which is the final stage involves winding-down the project by releasing staff, handing over deliverables to the customer and completing a post implementation review.
4) Outline the key skills every good project manager should possess
There are seven major skills that a good project manager should posses and these include:
Skill 1: manager must be highly organized and a good multi-tasker: A good project manager knows how to "manage multiple projects or tasks and track issues on a daily basis," 
Skill 2: Take charge and know how to lead: Project managers need to be good leaders, because projects need to be led in a fashion that builds consensus while also fleshing out the real risks and roadblocks. Effective project managers paint a picture of a better tomorrow and inspire confidence in their team's abilities to realize that vision. They build credible relationships with key stakeholders to ensure alignment to the project's objectives and exude the confidence necessary to hold everyone participating in the project accountable."
Skill 3: Be an effective communicator:  Being an outstanding communicator requires the project manager to consistently ensure they are clearly understood by all stakeholders; that all stakeholders understand what is expected of them throughout the project lifecycle; and that all stakeholders communicate effectively with one another as well as with the project manager.
Skill 4: Know how and when to negotiate. "Project managers must be excellent negotiators. A good project manager will invest time to understand and negotiate these relationships and figure out these stakeholder's interests, so that she/he can triangulate what will make her/his project continue to move forward. 
Skill 5: Be detail-oriented: Project management is all about the details--big ones and small ones. Therefore, project managers must be meticulous about managing the details of every project and the impact each detail may have on the overall project success. 
Skill 6: Recognize and solve problems quickly: Project managers must be able to recognise and solve problem quickly; inevitably, there will be times when problems and obstacles arise that involve immediate solutions.
Skill 7: Possess the necessary technical skills: project manager must have solid knowledge of the platforms, software and programs that your company regularly works with, even if your job is not actually technical.
5) It is said that there are five process groups and nine knowledge areas in project management. Name all the process groups and knowledge areas.
Process groups are:
Initiation, Planning, Executing, Monitoring and Controlling Closing 
Nine Knowledge areas are:
Project Integration Management, Project Scope Management, Project Time Management, Project Cost Management, Project Quality Management, Project Human Resource Management, Project Communications Management, Project Risk Management, Project Procurement Management, Project Stakeholder Management 
 	
1. My organisation was involved in a project to equip the rural school pupils and youths with computer literacy skills in response to the need of such skills I the 21st Century. The goal of the project was to provide computer literacy skills to  school pupils and youths in rural areas.

	STAGE
	LENGTH OF TIME INVOLVED 
	KEY ACTIVITIES

	1.INITIATION 

	       5 months
	· Research on the number of rural population who were computer literacy.

· Setting of the goals for the project


· Documenting a business case


· Carried out a feasibility study on the relevance of the project on the  rural population 

· Appointed a team to spearhead the project (recruitment of human resources with qualifications in Information and Technology ) and setting up a Project Office

	2.PLANNING 
	2 months
	· Set the  roadmap for the project by creating the following plans:

· Project plan- which involved clarifying the road map as to when the trainings would start and ends.

· Resource plan – through noting the needed resources (human. Financial, physical) for the project and their quantity.

· Financial plan – Budget of the funds needed to sustain the project from its inception up to its zenith (estimated budget was established and contingency plans made).

· Quality plan -   Agreed with the help of experts of the ideal computer skills which the target group were supposed to acquire after completion.

· Communications plan- Planned the form of communication all the learning hubs in diverse provinces were to employ to promote efficiency and effectiveness of the project.
· Consulted key stakeholders in the community, education sector and other organisations in computer literacy development on how to implement the project.


	3.EXECUTION 
	

6 Months
	· Opened learning hubs at selected government schools  in all the remote provinces in Zimbabwe.

· Trained school pupils and the youths in the communities starting with computer basic skills.

· Imparted information on how computer skills are beneficial to the development of the economy to students.


· Established ways to test the target groups on acquired skills before graduation.
    
· Monitored the project in the implementation stage

	4.CLOSURE
	1 Month 
	· Ended the project 

· Graduated successful students of the tests after 6 months of training and linked them to available job markets.

· Reviewed the success  (considering the projected 60% rural population to be trained) and failures of the project and setting  up of recommendations  (Evaluation)
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