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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. 













1 - What are priority quadrants? How do these matrix help in selecting projects?
Priority quadrants are a time management tool used to classify the importance and urgency of tasks and or situations. In today’s world there are several software tools that help build these types of matrix. The priority quadrants are essential for selling a project and crucial for its success and / or failure.
The priority quadrants are a matrix divided into 4 quadrants and these are classified as urgent, non-urgent, important and non-important. These classifications will help defining the importance of each task and for the senior management better understand how the project will be shaped. Below you will find the quadrants explained in more detailed with some useful examples.
If a task falls into urgent and important this means that we may have an emergency or crisis. If it’s important but non-urgent then it could mean we need to improve a process or take more into consideration planning. If non-important but urgent then we may be looking at a phase of busy work. Finally, of non-important and non-urgent then this is just a time waster situation.
In life as in work we spend most of our time worried about urgent things and not important things. We should spend most of our time on important but not urgent tasks and for this we need to be able to plan better, prevent issues and improve relationships so we can control and have more discipline under critical situations. 
Dealing with a non-important but urgent is where most people fall into. An example is when we have an important meeting scheduled for a long time to pitch an idea to our manager and we know he is busy man and can only spare 25 minutes but we just find a way to waste time. For examples just before the presentation starts your phone rings and you cannot ignore and answer as a result you lost 5 or 10 minutes of your precious 25 minutes as a result your message may not be understand clearly of some of your points and time was wasted with non-urgent situations.
A non-important and non-urgent task is when we spend time with trivial work, surfing the web or watching TV these are normal activities called wasters of time.
Creating these type of matrix is more efficient on the long run as for a project we can add tasks or actions to each quadrant of a matrix so if we encounter an issue or challenge is easy for everyone to take an action and know if it’s really worth it to worry about. If we keep using the old fashion tools such as a calendars, post-its or a task lists we may lose some necessary action time for what’s coming. 
For the reasons mentioned above it is essential to create matrix so the team involved in the project have a clear message on what is important and urgent and who will deal with which situation improving the time management and effectiveness of the project.
2 - What is SPIRIT? How it is used for setting goals?
As a project manager there are certain characteristics that can be learned and grown into in order to succeed at each project.
S.P.I.R.I.T. is a set of goals that can be written by the project manager at a start of any project to help him and the team achieve the best result. 
S.P.I.R.I.T. stands for S – Specific, P – Prizes, I – Individual, R – Review, I – Inspiring, T – timeline and deadline. 
Project managers are not only managing the project but they also should transmit to the team involved some short of inspiration and motivation so all the stakeholders move at the same rhythm and work more enthusiastically.
In order to accomplished a good work environment and well developed project we can set up golds according to SPIRIT to help us define what needs to be achieved at the end of the project. 
The project needs to have a specific goal meaning the end result needs to be well defined, for example is the project was meant to set up the sale of a new product a specific goal could mean that the company needs to sell £1 million pounds worth of goods. 
About the goal P for prizes it is a good idea to reward people for a good job performed or with a nice praise or with some drinks with the team to celebrate a milestone of the project in course. 
Essential to the project completion and good management is also to review the progress of it from time to time so if something is not working properly adjustments can be made. 
It is necessary to set up achievable goals creating a positive frame of mind in the team working on the project, for example be inspiring meaning pick a sentence from an inspiring public figure and frame it in the wall so everyone can look at it during the good and bad times of the life cycle of the project.
Finally, use the timeline deadline to set up feasible goals and tasks to the team. If no timeline is defined on your goals to be achieved it is easy to get lost in time and lose control of the project. A clear picture of what needs to be accomplished and when is crucial for the success of any project. 
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