                  The difference between project and routine work
1) Projects are defined as unique, temporary endeavours with a specific beginning and end. Routine work constitutes an organization's on-going, repetitive activities, such as accounting or production. Projects have a fixed budget; on the other hand, Routine work have to earn a profit in order to run the business. Projects create a unique product, service, or result; Routine work produce the same product, aim to earn a profit, and keep the system running.


2)                                                         The stages of the project life cycle
A) Initiation
In this first step you provide an overview of the project in addition to the strategy you plan on using in order to achieve the desired results. During this stage you’ll appoint a project manager who in turn will select the required team members. 
B) Planning
The second step of project management life cycle is planning. It should include a detailed breakdown and assignment of each task of your project from beginning to end. The Planning Phase will also include a risk assessment in addition to defining the criteria needed for the successful completion of each task. 
C) Execution 
Execution involves acquiring and building a project team, performing work, and producing deliverables. It’s important to remain aware of the constraints such as time, cost, and performance which will drive and limit the project life cycle.
D) Control
The control phase tracks the team’s adherence to the plan, identifies discrepancies, handles change management, and provides feedback to update and progressively elaborate the plan                                                                                                                                                                                      
E) Closure
The Closure phase is typically highlighted by a written formal project review report which contains the following elements: a formal acceptance of the final product, Weighted Critical Measurements, lessons learned, project resources, and a formal project closure notification to higher management.



3)                                      Skills every manager should possess 
A) Leadership
As a project manager you’re responsible not only for seeing the project through to a successful completion, but you’re leading a team to achieve that goal. This requires you to motivate and mediate when necessary.
B) Communication
One of the essential skills for project management is the ability to communicate well, understanding and being understood. Great communication is important in any relationship and so the effectiveness of a project manager’s communication has an impact not only on the project team but the client and stakeholders too.
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C) Planning Skills

There’s the large scale planning a manager need to get right. For example, to  create great meeting plans, statements of work, estimates, timelines, resource plans and briefs. Planning is all about finding ways to do all that you need to do as efficiently as possible.
D) Problem solving 
Project managers work with a team of experts or consultants and use their mastery of handling issues in most effective ways.


