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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. Short answers
i. A project
The definition of a project is the individual or collaborative enterprise that is carefully planned to achieve a particular aim. They have a limited duration and well-defined start and stop dates. A project involves a series of activities and a set of resources with the aim of accomplishing an agreed goal or objective. It often involves a team in which each member has a specific skillset that is needed to achieve the set goals or objectives. A project needs careful planning of all the steps, time, people and resources involved.

ii. Key players
It is typical for a project to have seven key players. 
1) The sponsor – This is the most senior team member that usually initiates the project. The sponsor is usually a member of the senior management and is the one that signs off on the objectives of the project.
2) The project manager – This person is responsible for the successful completion of the project. Its jobs is to ensure that objectives are achieved within the set time frame and within the established budget. The project manager is responsible for delegating different parts of the project, as well as making sure that all resources are available.
3) Stakeholders – The stakeholders encompass all people who have something to gain or lose from a project. This can include clients, managers, vendors etc.
4) Key team members – Key team members are the people on a project that have a high expertise is specific areas of the project. They usually work in close relationship with the project manager and the project manager depends on them for their expertise that he doesn’t have himself.

5) Team members – Team members are individuals who do the actual work that is necessary to complete the project. Usually each member focuses on one or more tasks that have been assigned by the project manager.
6) Customers – Customers are also key players as they have often a say in the objectives of the project and also in how the successes of the project are measured.
7) Suppliers – These are individuals that are responsible for the resources of the project and are important for the success of a project. They work closely with the project manager to deliver the resources on time and also within the budget that has been established at the onset of the project.

iii. Role of project manager
The project manager is the person within the team that is responsible for the whole of the project and must ensure its successful completion. This includes initiation, design, planning, execution, monitoring, reviewing and closing. They work on specific projects that have definite outcomes, set budgets and a timeframe in which the project needs to be finished. The project manager is also responsible for the day-to-day running of the project and must have a good understanding of every aspect of the project. However, he doesn’t need to be an expert, because for this he has team members that are experts of various parts of the project. The project manager is also the spokesperson of the project and must therefore be good in communicating with the client, suppliers, team members, stakeholders and management. 

iv. The priority matrix
A priority matrix provides an overview that can be used to decide which proposals to focus on. A priority matrix can adopt different forms. For example, a matrix with a simple 2x2 grid that plots pay-off versus difficulty, or cost versus value. Or a matrix to identify priority criteria for a project, which can be assigned points depending on overall value to establish which is the best project.

v. Work breakdown structure
A work breakdown structure is the breakdown of the tasks of a project into smaller components, in a deliverable oriented way. This helps defining and organizing the project. 

2. Various project planning tools
1) Action planning worksheets: These are simple lists of all the tasks that need to be done in order to meet the objectives of a project. They help to see each task laid out and make sure that you don’t miss any key steps. Seeing all the tasks together helps you to put them in the right order and to see the entire project from start to finish. This will also make it easier to see which tasks can be delegated.
2) Milestone charts: Milestone charts are essential points within the timeframe of a project that can be used to identify the progress of a project. A milestone chart is a list of key accomplishments of your project listed sequential. This is often adjacent to a timescale to mark when milestones need to be reached. The progress of a project can easily be tracked this way.
3) Program Evaluation Review Technique (PERT): This is a more complex planning tool that is of statistical nature, and is designed to help planning and identifying start and end dates, required tasks, resources and timelines. The information is shown as a network . You start with drawing up the objectives and numbered action steps with time estimates. Then a network of relationships must be drawn with the numbers of the steps shown in circles. PERT is a very useful technique to show interrelationships between tasks.
4) Critical path method: This is very similar to PERT, but with information displayed slightly different. The critical path, also shown as a network of tasks, shows the shortest amount of time needed to complete a project.
5) Gantt charts: Gantt charts are a type of bar graphs that show activities as blocks of time. They provide a graphical illustration of a schedule that helps to plan, coordinate, and tracks specific tasks in a project.
6) Flow charts: Flow charts are a visual aid highlighting the steps of a project flow. It displays graphically the projects objectives and how all the individual steps correlate with each other.
7) Network diagram: This is a way to organize and sequence all the steps in a project needed to meet the objective. It shows the path of the project, names the responsible people or parties involved, and lists the start and finish dates.

3. Project goals using SPIRIT
Objectives and goals are key for a successful project. Therefore, it is important to have a good method to set them. SPIRIT stands for specific, prizes, individual, review, inspiring and time-bound. Having your goals containing all these elements will make sure that your team puts in its best efforts and keeps the spirits high, which will greatly benefit the successful outcome of any project.
Specific: Make sure that the goals you set outline the criteria such as time, cost and resources, in a clear manner. At the end, they can be used to evaluate the success of the project.
Prizes: It is important for the team’s morale that accomplishments and successes of a goal are celebrated. If a goal spans over a long time, milestones can be celebrated instead.
Individual: Make sure that you use the expertise of each individual team member to its full potential to help you set the goals. This will also ensure that the team members are involved which helps to motivate them to accomplish the goals successfully.
Review: Ensure that at specific intervals the progress of the goals are evaluated. This makes sure that they move in the right direction, and are within the set timeframe and budget.
Inspiring: It is important for the team’s spirits that goals are challenging to accomplish, but are always achievable.
Time bound: Ensure that the deadlines of each goal are made clear from the beginning and make sure along the way that the team keeps them in mind.
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