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ASSESSMENT

Answer the following questions:

1.    What is the difference between a project and routine work? 	        6


Answer

The Difference Between Projects & Routine Work

The line can sometimes get blurred between what constitutes a project and what is routine or routine work.  The definition of project varies from one company to another. In some cases, the word is used loosely to describe any task, exceptional or recurring. Thus, a “project” could mean any routine that demands time. That’s unfortunate because it diminishes the importance of actually planning out and managing a project.

The differences that separate a project from routine work that gets performed is covered below

1.	Routine Work Vs Projects

Routine works are those that take place on a regular basis and are often necessary for the successful ongoing operations of the business. Examples include opening and closing procedures for a retailer; bookkeeping for any company; computer, building and machinery maintenance; ongoing marketing; weekly or bimonthly payroll; and quarterly budget reviews or financial audits. If a company stopped any of these activities, it is likely to shut down.

Projects are activities that are helpful to a business, or tasks the business needs completed, that are performed once or on an irregular basis. Projects can be part of routine business, such as one-time promotions that are part of ongoing marketing strategies. Other examples include creating a new product or service and reviewing and analysing your existing products or services. As small businesses grow and add employees and managers, they often undertake a project to create formalised organization and company policies and procedures.

2.	A Project is an Exception

A project involves investigating, compiling, arranging, and reporting information outside the range of usual activities while routine work is defined within the range of a department’s function.

Example: The manager of a customer service department prepares monthly reports identifying customer contact trends (complaints, inquiries, suggestions) as part of the routine. When the task of investigating and comparing automated customer service software is given, it becomes like a project.

3.	Project Requirements / Constraints
Projects are also distinguished from routine works by the way in which they must operate under the three constraints of result, budget, and time. To a degree, all management functions operate within these constraints. For example, a department may be expected to perform and produce certain results; it’s subjected to budgeting controls; and its work is planned and executed under a series of deadlines.

4.	Project Activities are Related

Routines for recurring tasks performed in the department are related to the activities that define and distinguish that department only, whereas the activities involved in project phases are related to one another and to a desired end result. So, a project may involve coordinating work that not only takes place in the immediate department but extends to actions in other departments, as well as to outside resources.

Example: The customer service manager given the project of investigating automated systems may work with the IT manager, the marketing department, and several suppliers. Collectively, the internal and external information will help identify the points of comparison.

5.	Projects have Limited Lifespans

Projects are a frequent part of business. They differ from routine activities in that they usually have a narrow focus, specific deadline and may occur only once or infrequently. Some project types recur but differ in their goals. Understanding how projects can improve ongoing operations helps integrate them into the company’s culture with optimal results.

6.	Project Goals and Deadlines are Specific

Recurring tasks may be managed with departmental goals in mind; but these goals tend to remain fixed, or move forward only with time. The same is true of deadlines; you may face weekly or monthly deadlines for completion of reports, processing, and closing. Projects, though, have singular goals that will be either reached or missed. And projects have clear starting points and completion dates.

Example: The customer service manager is told to compare prices and features of software, make a recommendation, and complete a report within three months. This project has a clear goal and deadline. In comparison, her department’s routine goals and deadlines extend from one month to another.


[bookmark: _Hlk494825257]7.	Routine Work Vs Project Characteristics

Routine Work:   A common characteristic of a routine work is that it occurs frequently. Its execution doesn’t need to be planned and the people doing it don’t need daily instructions, permission or training. Routine work generally doesn’t have an end date because it occurs repeatedly. Many routine activities are necessary to a business; a company can’t continue operation without them.

Project:     When deciding whether something should be a project or become a routine part of business, its importance to the business needs to be examined, and whether a company can continue without it or not. If not, it should be made a project. If the activity is important to the business’s survival, and it isn’t required to be done immediately, make it a project. Projects have specific goals, start and end dates, benchmarks with deadlines that are used to manage the project, a project manager and a specific group of team members working on them. Each project a company undertakes should have a written plan that details expectations, schedules, costs, team members and the work product or benefit delivered.

8.	The Desired Result is identified

Routine works are aimed not at one outcome but at maintenance of processes, whereas the research, development of procedures, or construction of systems or buildings on a project produce a tangible, desired result.

Example: For a project, the customer service manager is expected to deliver a conclusive report. It’s a one-time assignment, not one that will recur each month. But the routine reports her department generates will still be produced as a maintenance function of her department.

9.	Project Outsourcing

Because projects often require special expertise and can take away the focus of your employees who handle routine activities, hiring consultants or service firms to handle projects probably needs to be considered. This gives access to expertise that may not be available at the company, while allowing the staff to contribute to the activity.


2.    Describe different stages of the project life cycle. 	  		     8
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Project Management Life Cycle

A project management life cycle assists the manager and his team in narrowing the project's focus, keeping its objectives in order, and finishing the project on time, on budget, with quality and minimum headaches.

The project manager and project team have one shared goal: to carry out the work of the project for the purpose of meeting the project’s objectives. Every project has a beginning, a middle period during which activities move the project toward completion, and an ending (either successful or unsuccessful). 

Every project management has five steps: Initiation, Planning, Execution, Monitoring /Control and Closure. Each step plays a crucial role in getting the project off the ground, through the race, down the stretch and across the finish line. Taken together, these phases represent the path a project takes from the beginning to its end and are generally referred to as the project “life cycle.”

Each project life cycle phase is described below, along with the tasks needed to complete it. 

1.	Initiation Phase

During the initiation phase, the project objective or need is identified; this can be a business problem or opportunity. An appropriate response to the need is documented in a business case with recommended solution options. A feasibility study is conducted to investigate whether each option addresses the project objective and a final recommended solution is determined. Issues of feasibility (“can we do the project?”) and justification (“should we do the project?”) are addressed.

Once the recommended solution is approved, a project is initiated to deliver the approved solution and a project manager is appointed. The major deliverables and the participating work groups are identified, and the project team begins to take shape. Approval is then sought by the project manager to move onto the detailed planning phase.

Broadly broken down, activities during this phase are as follows: -

(a)	Develop a Business Case

(b)	Undertake a Feasibility Study

(c)	Establish the Project Charter

(d)	Appoint the Project Team

(e)	Set up the Project Office

(f)	Perform Phase Review

2.	Planning Phase

The next phase, the planning phase, is where the project solution is further developed in as much detail as possible and the steps necessary to meet the project’s objective are planned. In this step, the team identifies all of the work to be done. The project’s tasks and resource requirements are identified, along with the strategy for producing them. This is also referred to as “scope management.” A project plan is created outlining the activities, tasks, dependencies, and timeframes. The project manager coordinates the preparation of a project budget by providing cost estimates for the labour, equipment, and materials costs. The budget is used to monitor and control cost expenditures during project implementation.

Once the project team has identified the work, prepared the schedule, and estimated the costs, the three fundamental components of the planning process are complete. This is an excellent time to identify and try to deal with anything that might pose a threat to the successful completion of the project. This is called risk management. In risk management, “high-threat” potential problems are identified along with the action that is to be taken on each high-threat potential problem, either to reduce the probability that the problem will occur or to reduce the impact on the project if it does occur. This is also a good time to identify all project stakeholders and establish a communication plan describing the information needed and the delivery method to be used to keep the stakeholders informed.

Finally, a quality plan will be documented, providing quality targets, assurance, and control measures, along with an acceptance plan, listing the criteria to be met to gain customer acceptance. At this point, the project would have been planned in detail and is ready to be executed.

Broadly broken down, activities during this phase are as follows: -
    
(a)	Create a Project Plan
    	(b)	Create a Resource Plan
   	(c)	Create a Financial Plan
    	(d)	Create a Quality Plan
    	(e)	Create a Risk Plan
   	(f)	Create an Acceptance Plan
   	(g)	Create a Communications Plan
    	(h)	Create a Procurement Plan
   	(i)	Contract the Suppliers
· Define the Tender Process
· Issue a Statement of Work
· Issue a Request for Information
· Issue a Request for Proposal
· Create Supplier Contract
· Perform Phase Review

3.	Implementation (Execution) Phase

During the third phase, the implementation phase, the project plan is put into motion and the work of the project is performed. It is important to maintain control and communicate as needed during implementation. Progress is continuously monitored and appropriate adjustments are made and recorded as variances from the original plan. In any project, a project manager spends most of the time in this step. During project implementation, people are carrying out the tasks, and progress information is being reported through regular team meetings. The project manager uses this information to maintain control over the direction of the project by comparing the progress reports with the project plan to measure the performance of the project activities and take corrective action as needed. The first course of action should always be to bring the project back on course (i.e., to return it to the original plan). If that cannot happen, the team should record variations from the original plan and record and publish modifications to the plan. Throughout this step, project sponsors and other key stakeholders should be kept informed of the project’s status according to the agreed-on frequency and format of communication. The plan should be updated and published on a regular basis.

 4.	Monitoring and Review

If project objectives are to be achieved against time and budget, careful monitoring against the key dates and milestones you have identified in the project plan will be needed. Few projects run without any hitches. So, the manager and his team will need to review the plan on a regular basis and deal with potential and actual problems by making any necessary changes to the plan if needed.

Status reports should always emphasize the anticipated end point in terms of cost, schedule, and quality of deliverables. Each project deliverable produced should be reviewed for quality and measured against the acceptance criteria. Once all of the deliverables have been produced and the customer has accepted the final solution, the project is ready for closure.

Broadly broken down, activities during this phase are as follows: -
    
(a)	Perform Time Management
    	(b)	Perform Cost Management
   	(c)	Perform Quality Management
   	(d)	Perform Change Management
   	(e)	Perform Risk Management
   	(f)	Perform Issue Management
   	(g)	Perform Procurement Management
   	(h)	Perform Acceptance Management
   	(i)	Perform Communications Management

5.	Closing Phase

During the final closure, or completion phase, the emphasis is on releasing the final deliverables to the customer, handing over project documentation to the business, terminating supplier contracts, releasing project resources, and communicating the closure of the project to all stakeholders. The last remaining step is to conduct lessons-learned studies to examine what went well and what didn’t. Through this type of analysis, the wisdom of experience is transferred back to the project organization, which will help future project teams.

The Project Management Cycle saves time and keeps everyone on the team focused. Modern technology provides a variety of templates that will take one from start-to-finish, which makes the Project Management Cycle user friendly no matter what your level of management experience may be.


3.    Outline the key skills every good project manager should possess.      6


The six must-have skills for project managers are as covered below

1. 	Communication Skills

90 percent of a project manager’s time is spent communicating. It’s essential that project managers effectively convey vision, ideas, goals, and issues—as well as produce reports and presentations, among other skills.

A first-rate project manager possesses the single most important characteristic of excellent communication skills. Written and oral communications are the backbone of all successful projects. During the lifetime of a project, there will be many forms of communication. Ensuring that the information is explicit, clear, and complete so that the audience has no trouble understanding what has been communicated is the job of the manager of the project communication (project documents, meeting updates, status reports, etc.). It is the responsibility of the person receiving the information to make sure they understand it, once the information has been distributed.

2. 	Leadership Skills

If you can lead, you can deliver. But most importantly, leadership is often what is missing in the project manager’s arsenal of highly developed technical skills. Thousands of resources exist that promote better leadership. 

Management and leadership are not synonymous terms. Leaders impart vision, inspire and motivate others, establish direction and gain consensus for strategic goals. On the other hand, managers focus on results and they are concerned with getting the job done according to the requirements. Project managers must exhibit the characteristics of both during different times on the project, even though leaders and managers are not the same. Understanding when to switch from leadership to management and then back again is a finely tuned and necessary talent.

3. 	Team Building and Management Skills

Besides leading a team from a strategic perspective, project managers also need to manage from an operational point of view. An effective team manager excels at administering and coordinating groups of individuals by promoting teamwork, delegating tasks, resolving conflict, setting goals, and evaluating performance. The team management makes sure your team has the right shoes.

Team building and human resource management skills will be heavily relied on by project managers. People from different parts of the organization often form the teams. These people may or may not have worked together before—so there may be some component of team-building groundwork that will involve the project manager. The tone for the project team will be set by the project manager. He will help them work through the various team-forming stages to become fully functional. The project manager may take on a variety of roles during this initial team-building process.

4. 	Negotiation and Influencing Skills

Going back to the communication skill—a lot of this communication has to do with negotiating the use of resources, budgets, schedules, scope creep, and a variety of other compromises that are unavoidable. Knowing how to negotiate well so that all parties are satisfied is a key skill for the successful project manager.

Effective problem solving requires negotiation and influencing skills. Negotiation skills are used by us all in one form or another every day. Negotiating is basically working with others to come to agreement. Negotiation on projects will be essential in almost every area from scope definition, to contracts, budgets, resource assignments, etc.

Influencing can be thought of as ability to get people to do things they wouldn’t do otherwise. It’s also the ability to change of the course of events and minds, and to influence outcomes. All areas of project management utilise these skills.
5. 	Personal Organization Skills

You cannot give what you do not have. You cannot get things done and organize work for other people, if your own personal life and projects are disorganized and going nowhere.  Get organized personally, and you will immediately improve as a project manager.


6.	Problem Solving

All projects like everyday life have some problems. Problem solving is a twofold process. Defining the problem comes first. When defining problems, we often end up just describing the symptoms instead of describing what the actual problem is. After the problem has been defined, some decisions have to be made. Examining and analysing the problem will take a little time. The situation causing it, and the solution alternatives available all will take time to be figured out. After this analysis has been made, the best course of action to take and implement the decision will be determined by the project manager.

7. 	Risk Management Skills

If a manager can predict and create solutions to issues before they arise, the chances of delivering projects successfully increase.  Risks by definition are not urgent; as a result, many project managers fail to consider risks as seriously as they should.

8.	Budgeting Skills

Project managers have to establish and manage budgets. So, they need knowledge regarding finance and accounting principles. Performing cost estimates for project budgeting is the most important skill in this area. Project costs can be calculated using different methods available. These methods range from estimating the project’s cost in one big chunk, to estimating individual activities and rolling the estimates up. You can start spending after a budget is determined. This is not as exciting as it sounds. Budgeting skills like reading and understanding vendor quotes, preparing or overseeing purchase orders, and reconciling invoices will be used by the project manager on most projects. These costs will be linked back to expense items in the project’s budget and project activities.

9.	Organizational Skills

Organizational and planning skills are probably the second most important skills of a project manager. Organization can be of many forms. There will be project documentation, requirements information, memos, project reports, vendor quotes, contracts, personnel records, and much more to track for the manager and he must be able to locate them in a short notice. He will also have to put together teams, organize meetings, and perhaps manage and organize media release schedules depending on your project.
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