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What is the difference between a project and routine work?
A project is work involving a chain of activities and resources, aimed at achieving a certain output, considering limits like time, quality and cost (fixed budget) compared to a routine work which is a regular method of doing things in a particular order
The activities involved in project phases are related to one another and to a desired end result, whereas routine work involve repetitive tasks performed in a unit that define and distinguish that unit only

Project have specific goals and when the goals of a project are accomplished, it is completed and when they cannot be accomplished project is cancelled and it ends while routines are managed with departmental goals in mind though they tend to remain fixed.
Projects are unique with specific deadlines which may be weekly to monthly for completion of reports, processing, and closing while routine work are ongoing (without an end nor distinction) and permanent with repetitive output.
A project is considered a success if it meets the expectations of the stakeholders usually to start something new or create a new objective while routine work are successful when it produces the same output, or provide a repetitive service.
A project has a fixed budget and when accomplished creates a unique product or service, or results; while routine work on the other side produces the same product, with the intention to earn profit, and keep the system running.
1. Describe different stages of the project life cycle
For a project to push through it has to go through five different stages; starting the project (Initiating), then actually doing the project, (Planning, Executing, and controlling phases), then finishing with everyone happy and a strategy for the future in place (Closing).
Stage 1: Project Initiation. This is the start of the project, with goal being to define the project at a broad level, research whether the project is feasible and if it should be undertaken, it’s requirements, cost and people involved then creating a project deed
of the project.    
 
Stage 2: Project planning and organization. Here all the project’s stakeholders get involved and the project begins to move from here, this stage involves identifying and scheduling the work activities necessary to perform the work and can determine its success or failure.
Stage 3: Implementing the plan. This stage involves the action proper; acquiring and building a project team, performing work, and producing deliverables. How well the team works together, and how effectively the project manager can lead and motivate them will determine the success of the project.
 Stage 4: Monitoring and review. This stage tracks the team’s devotion to the plan, identifies differences, deal with potential and actual problems by making any necessary changes to the plan if needed, and provides feedback to update and progressively elaborate the plan on a regular basis.
Stage 5: Project closure and evaluation. This is the end of the project and may involve a written formal project review report containing: a formal acceptance of the final product, a match between the initial requirements against the final delivered product, lessons learned, project resources, and a formal project closure notification to higher management. 
In reality, although each stage has a clear purpose, it is rarely neatly classified, stages may overlap, for instance, monitoring and review is inseparable from putting the plan into practice and the activities within each stage may continue to the next stage. 
The five stages involved in a project cycle are interactive thus not a one-time process, the project manager should be aware of this and that these stages will be revisited several times as the project is refined and be confident enough to manage this variability without losing control of the project.

2. Outline the key skills every good project manager should possess.

A project manager should possess written and oral communication skills ensuring that information communicated is clear, and complete so that the audience will have no difficulty in understanding circulated information thus leading to successful projects. 
A project manager should possess organizational and planning skills, involving  project documentation, requirements; information, memos, project reports, vendor quotes, contracts, personnel records, put together teams, organize meetings in a short notice when needed.
A project manager should possess budgeting skills to establish and manage budgets. As such they need knowledge regarding finance and accounting principles, performing cost estimates, preparing or overseeing purchase orders, and reconciling demands.
All projects like everyday life have some problems, thus a project manager should possess problem solving skills involving defining the problem, examining and analysing the problem (takes a little time); followed by the solution which is determined by the project manager.
Effective problem solving requires negotiation and influencing skills. A project manager should possess these skills which will enable him/her not only to work in agreement with the people involved in the project but also induce the accomplishment of the project. 

A project manager should possess leadership skills thus are able to impart the vision, inspire and motivate others to work towards the project, establish direction and gain harmony for strategic goals. They should know when to switch from leadership to management and back. 

