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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. Multiple Choice Questions 

i. D
ii. D
iii. B
iv. B
v. B

2. Short Questions

i. What is the difference between a project and routine work?

A project is a one-time effort and the amount of time, planning, resource needed used from the moment an idea is put forward to the completion date and follow up depends on the its size and complexity. Some projects may then require tasks that will eventually become part of routine work (on-going) however, the project itself has been ‘closed’ once all stakeholders have confirmed everything has been developed and delivered in line with their expectations; Routine work, on the contrary, can be define as tasks completed on a daily basis or following a specific time pattern and which become part of the day to day job description of an individual. Routine work could include for example small repetitive tasks that can be completed by different employees part of their roles rather than by a qualified project manager.



ii. Briefly outline the tasks that a project manager performs during the course of his project


Each project might be different in terms of requirements, cost, allocated time from initial kick off meeting to deployment, resources that are needed and changes made along the way however, there are specific tasks that each project manager should have in mind as milestones to be achieved and completed in order for the project to be a success. This is looking at:
· Initiation – identifying and mapping areas such as purpose and sponsor, objectives and budget, variables and fixed terms, required phases and resourcing, cost – time – resource correlations – mapping in essence best way to manage the project and everything will be involved to ensure the deadline and expectations are delivered as per the requirements.
· Project Planning and Organization – part of this task, some of the details and steps mapped during Initiation are further discussed, agreed and set in stone as part of the course of action and project build; resources involved, names, clear timings, individual and grouped tasks, risks and back-up plan – all these will be agreed, presented and documented as part of this phase.
· Implementing – this is when all the above gets moved into actions; each person will need to complete the tasks that have been allocated and agreed however it is still the project manager’s own responsibility to track and ensure everything is going as planned and to ensure there are no detractors or changes/risks/factors that may have a direct or indirect impact on the whole course of the project build; in case these are identifies, the sooner – the better as will allow the PM to adapt and change tasks around to ensure the end goal and timeframe are not affected; these actions fall under the monitoring and review stage as well which can’t really be defined within specific times but should always be kept as on-going in order to have a successful build.
· Project closure and evaluation – evaluation all has been completed and delivered as per agreement and everything works well as required and expected by all involved parties; part of this stage, it would be recommended to establish follow up tasks and frequency (if and where applicable) to ensure there are no changes or failures post a project being set up live.

iii. Describe the different stages of the project lifecycle.

1. Initiating – This will be the start of the project – very first stage looking to understand the reasons which triggered the project, scope, budget, if the project itself is feasible and if it’s result will have a positive feedback; looking at top level details which will then be analyzed and agreed/confirmed part of the planning stage. Sometimes final approval can also be included part of this stage as a clear indication that the project will be worked on and implemented due to its clear benefits across an organization/team etc
2. Planning – Once all the above confirmed, all actions, steps and timelines will be agreed part of planning; Individuals or various teams working on each task, deadlines and clear specifications of what needs to be achieved will be documented as part of the planning stage. Most of the times, a tracker will be created and used, to capture all agreed actions, owner, review dates etc and will be updated to track progress and sign off tasks as they are completed.
3. Executing – under this stage, all tasks and actions will be completed by each designated owner and to the agreed standards and requirements (documented and agreed part of the Initiating and Planning stages); 
4. Controlling – under this stage, all actions and tasks will be checked to ensure they have been completed to the agreed standards; some tasks and actions may require on-going controlling/quality check until completion whilst for other actions, testing or sign off will/ can be completed at the end. Depending on the project and issues identified or feedback provided part of the controlling stage, more planning could be needed or reviews of certain areas/actions; in this case and following the new provided instructions, some actions will have to go under execution again and be rechecked once completed.
5. Closing – once all tasks and actions have been completed to the agreed standard and signed off, a final wrap up should be completed looking to ensue and confirm nothing has been missed, all deadlines and requests have been achieved and the entire project can be sign off. Where applicable, some of the findings and feedback will need and continue to be discussed or investigated offline (part of an evaluation stage) for a better understanding as to what did no go according to the plan but mostly to identify how these scenarios can be avoided or impact minimized looking at future similar projects.

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

Each Project Manager’s activity will be evaluated looking at knowledge and performance. 
A successful PM should have the following skills as a minimum:
· Be Personal – everyone should feel a Project Manager is approachable, opened, happy to help and explains everything by using common language for everyone should understand rather than using very technical terminology. 
· Have good Communication Skills – as per above, it is extremely important for a PM to be able to communicate efficiently, using terminology and examples that would be understood by everyone who will be working on a specific project. Looking at written communication, same applies – professional, clear and accurate written communication with clear examples or step by step guides attached to ensure everyone is clear on tasks, deadlines and requirements; this is a critical aspect as communicating clearly right from the start will help avoid further delays, miscommunication or mistakes taken place
· Have good organizational skills – whilst this is more part of the planning stage, it is important every PM has a strong understanding and experience on how to plan, prioritize, assign tasks and actions, establish deadlines or milestones to be achieved to ensure that the project with all actions included are achievable and a true reflection of the work and steps involved.  
· Budgeting Skills – A successful PM should ensure each project is completed within the allocated budget and if any tasks or actions that may arise once after a project has been started are discussed, planned and worked on to ensure there is no negative impact on the initial budget or, if this is not possible, clear costs and impact are highlighted and approved before actioned; This skills goes hand in hand with the organizational one as well as with the communication one to ensue a project will be successfully completed and delivered.
· Problem Solving – whilst planning will always be a critical aspect of each project, it is sometimes impossible to cover or predict some issues or situations that may arise once a project has been started. As such, it is extremely important that the Project Manager knows and makes the best decision to resolve any new or existing issues; this will have to take into consideration all factors involved as part of the project looking at: deadlines, cost, resource, impact.
· Negotiation and influencing – on top of being and efficient communicator, a successful PM must have strong negotiating and influencing skills. These are critical looking at every stage of any project – from initiating to completion. The PM will have to discuss not only with internal colleagues or members or the organization but also with external parties and suppliers hence having strong negotiation and influencing skills is a must to ensure the project will be a success. Sometimes these skills can be used to help finalizing a project ahead of its initial deadline or at a lower cost that the one initially agreed which might increase the profit margin. This however must de done without any impact on the quality of the work completed or expertise provided.
· Leading: Leading by example, be able to manage people and tasks is also a very important skill a successful PM should have. Some projects may be simple and completed with no issues, in line with the initial plan however, others might prove to be more challenging and with external factors having an unexpected impact. By using great management skills, the project manager will ensure all is under control and correct and best actions are completed each time.
· Team Building and Human Resource – different people from different departments will become part of a team working on a project and most of the times external stakeholders will need to also get involved; it is important for a PM to be able to build relationships, be fair and transparent and ensure individuals part of a project can work really well on their own as well as part of the team; whilst the PM won’t become their direct line manager, it is crucial they lead by example, they communicate and bring people together, they set up the tone and ensure everyone’s workload is fair and achievable and if any issues to appear, they are addressed fairly and in accordance with the company’s policy.

v. It is said that there are five process groups and nine knowledge areas in project management. Name all the process groups and knowledge areas.

The five project management process groups are:
1) Initiation
2) Planning
3) Executing
4) Controlling
5) Closing

The nine Knowledge areas in project management are:
1) Managing people/personal
2) Communication 
3) Organizational
4) Budget
5) Problem Solving
6) Negotiating 
7) Influencing
8) Leading
9) Team Building and Human Resource

Activity:

i. Select a project that you have been involved in or affected by during the past year.
ii. Identify what the different stages were and approx. how long each stage lasted.
iii. Note the key activities of each stage.

Project Title: RETAIN Performance Dashboard (for existing clients)
Different stages and time taken:
· Initiation – 3 days
· Design and Discovery – 4 weeks
· Planning - 1 week
· Configure – 12 weeks
· Controlling (end to end process) – 2 weeks
· Closing – 3 days

Key activities under each stage:

· Initiation – writing a business case to specify scope of project, requirements and highlighting new features and enhancements the Dashboard will bring; providing financial analysis to showcase forecast in additional revenue and growth as well as retain existing clients. Once completed, this has been presented and discussed with the MD for his signature and approval. 
· Design and Discovery – the account managers and field team working together to look and capture existing enhancements but mainly to add, explain and priorities all the new features and enhancements the new Dashboard will have to include; these have been captured following customer feedback and topics included in their wish list for future enhancements, ideas from existing and new team members as well as ideas following several team webinars and workshops on how our product can be better; Some team members where as well as the field team was also responsible for market analysis, latest trends in the industry and how these can be captured/included part of our project. All requirements have been captured into a brief manual shared with everyone involved in the project.
· Planning – after the 4 weeks gathering all requirements, we have spent a week deciding what will remain and what will have to become part of a future project or updates to our new Dashboard as well as in which order these will be configured, build and testing to ensure all it is completed in a logical and chronological order. The budget allocated was also a key aspect to ensure all retained tasks and work completed will remain in the total approved cost; some features have been marked as future enhancements part of product upgrade. Team members have been assigned as key members of each department were involved in this stage or the process;
· Configure – Throughout this stage, we have built the new website, developed and linked the new features, having daily 20 min sessions to track, update and inform key members of departments involved on progress made. Some of the features and builds had to also be tested part of this stage to allow us to progress with other that were dependent on the previous being built and fully working. The project plan was kept up to date, every Friday the next weeks and tasks reviewed to ensure all on track and no disturbances have or might arise to have a potential impact on the project build.
· Controlling - testing has been completed on individual tasks, linked processes and requirements as well on the end to end process from design to functionality to ensure it has been built and working as per initial brief.
· [bookmark: _GoBack]Closing – a final ticking off exercise has been completed to ensure all has been completed in accordance with the project plan; actuals have been written down looking at time spent, budget used, all team members involved, milestones achieved, and dates set up for future reviews and post go live period check.
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