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Question 1:
What are priority quadrantst? How do these matrix help in selecting projects? 
Answer: Priority quadrants are a simple matrix or grid which defines tasks or projects according to their importance and urgency. This matrix is illustrated below with its four quadrants;
	Quadrant 1 - Important and Urgent.  Crises and Emergencies
	Quadrant 2 - Imporant but Not Urgent.  Prevention, Planning and Improvement

	Quadrant 3 - Not Impotant but Urgent.  Interruptions and busy work
	Quadrant 4 - Not Impotant and Not Urgent.  Time wasters



Quadrant 1 - Important and Urgent
This quadrant contains tasks that are urgent and important. These are tasks that have to be done because they are inevitable. These can be ; going to hospital to have surgery.
Quadrant 2 - Important but Not Urgent
This quadrant has tasks that want time to invest on. These are tasks directly aligned with project goals and need to be achieved in the long-run. These tasks can be ; taken classes outside your job so that you advance your career.

Quadrant 3 - Not Important but Urgent
Also called the quadrant of deception, this quadrant is often confused with important tasks while in fact they are not or urgent tasks while in fact they are not urgent. Example; helping someone do something which is not directly helping you achieve your goal.

Quadrant 4 - Not Important and Not Urgent
This quadrant contains tasks that have no impact in achieving your goals or objectives. These are time wasters that have to be eliminated in project selection. These time wasters can be; playing video games, following facebook feeds etc.

These matrix helps effectively in project selection because they;
· Assist in deciding which projects are most important and urgent.
· Help in selecting projects which should receive the highest priority.
· Help in setting long-range goals and objectives.
· Show how important the project is to your organization.
· They help in analyzing and formulating strategies to reach project objectives.
· They help in scoring and comparing individual projects.
· Show which project will give us the greatest impact in the least amount of time/resources.
· They help in eliminating unimportant tasks.
· They help in finishing tasks before they become urgent.
· They help in allocating time for different projects.

Reference: Covey, S.R. (2003). The 7 Habits of Highly Effective People Personal Workbook. New York: Simon and Schuster.

Question 2:
What is SPIRIT? How it is used for setting goal?
Answer: SPIRIT is an acronomy that is used in remembering key elements in setting goals. This framework (SPIRIT) stands for Specific, Prizes, Individual, Review, Inspiring and Time-Bound. SPIRIT is explained below;
· Specific - The goal of a must clearly specify the outcome to be achieved and the objectives. It should have defined terms that do not offer any misinterpretations. 
· Prizes - Rewarding at end of milstones confirm's the apprecietion and recognition, in turn, makes it more likely for positive participation in the following project stages.
· [bookmark: _GoBack]Individual - All team members must be involved in setting goals. Team members must have full information plus full support from senior management, e.g. a goal chart stack on a wall can be encouraging and motivating with the progress showing.
· Review - Project goals must be reviewed periodically so that you cofirm that the work and results conform to the requirements and guidlines of the project as you move from stage to stage.
· Inspiring - Project goals should be high and relevant to the organization. Ensure that the objectives needed to achieve the goal are things you can do and are achievable.
· Time - Bound - Project goals must have a clear stated deadline. Without deadlines, its easy to put goals off and leave them to die.
SPIRIT is used for;
· Describing the goals and the overall objectives of a project.
· Motivation and giving team members full information about the goal.
· Encouraging interaction between managers and employees.
· Showing deadlines by which the goals and objectives must be met.
· Assessing and rewarding team members upon completion of milstones.
· Keeping employees addressed of the scope of the project.
· Keeping employees determined with what specific steps and tactics which should be used in achieving the desired goals.
· Providing necessary focus and sense of urgency to make the goal happen.
· Creating a summarized sentence of achieving objectives and goals.
· Providing an individual with more direction and a better ability to achieve a goal by the targeted deadline.
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