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Q: 1:   	 	 	 	 	 	 	 	            (15) 
1. Why is it important for a project manager to manage rumours during the project?                                                                                      
Rumours can be detrimental to a project manager, if left unmanaged they can delay your project and your reputation as a project manager. It is essential to deal with rumours in a timely manner, do not let them brew in the group.
Practical things you can do. Is there someone you can trust? they could be someone who could give you an early heads up that there’s rumours circulating in the group.
Develop robust communication channels and vehicles and ensure information shared in a timely manner, to the correct people, thus preventing rumours starting.
If you do become aware of a rumour from a creditability point of view, it’s important that you address it in a timely manner to ensure rumour don’t derail the project 

1. What is the importance of developing and understanding with team members?
It’s so important that you understand your team members to ensure that when communicating with them about the project that you select a method that facilities that your message gets communicated in a way that they can understand. 
Each stakeholder has a different set of requirements from the project, so one size will not always fit all.
For example: if you have a member of your team who doesn’t enjoy using email to communicate then a more suitable method for communicating with them about the project could be face to face or via the telephone. That you create an environment of mutual respect, as while undertaking the project you have a shared common goal of delivering a successful project. As the project manager its important you always remain professional so by understanding your team members you can address any issues, they may have in a way that triggers a positive outcome rather a negative response that could impact on the project.
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1. What should be done when things don’t work during a project? 
Things don’t always go to plan in a project, first thing to do is to determine if you feel that it’s your leadership skills, if this is the case you need to address this by undertaking some training. You  may feel at times under pressure to deliver this project on time in full and on budget – talking about this can make you realise that others in the group maybe feeling the same way so by creating a safe environment will allow those struggling to say and to get support from others around them.
However, something that needs to be remembered. If you don’t deal with things, they don’t go away on their own they simply get worse, you can’t run a project and avoid saying what needs to be said due to negative consequences. Letting things fester is usually much worse.
 
1. Describe communication essentials? 
As a project manager its essential that you keep communication flowing to all the invested parties i.e. team members, managers, sponsors   customers, anyone who will be affected by the project.
Communication is key as project manager soft skill – and you should look at it as a deliverable because projects that have technically delivered can be perceived as failed if the project manager did not adequately communicate.  
Building robust templates and understanding what type of communication is required those stakeholders will ensure you select a suitable communication vehicle 
A combination of “push” and “pull” communication styles tailored towards the recipients preferred method will generate better results for the project 
Don’t forget the sponsor is probably the most important customer  - these people can be very busy so speedy communication in the form of graphs and chats is greatly apricated.
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1. What is the importance of mutual respect in dealing with team members?
If you know you’re about to have a difficult conversation with someone and anticipate that there could be conflict, take a moment to consider what that other person is ultimately trying to achieve. It is most unlikely that the mean you any disrespect or harm and approaching you with positive intent. Its in your best interest to retain a mutual respect to allow the conversion to flow civilly 
 

Q: 2: 	Describe the ways to achieve effective communication with sponsors and executives in detail      (7)
It’s important when undertaking a project that you don’t forget about the sponsors/executives, as these are the people providing the resources and budget to deliver the project and they may have also personally selected you to manage the project. When you have been assigned to a project you should schedule in regular meeting with the sponsors and executives. By doing this at the begin of the project they can see that they are valued and high up in your priorities in communication of the projects progress. (by scheduling these meeting early on into the project also ensure that you don’t double book yourself or allow any meeting with them to be pushed or moved due to other commitments) 
In the 1st meeting with the sponsor/ executives its important that you clarify what they have in mind regarding the project so that you can ensure you are on the same page key question to ask.
· What is the result you expect at the end of this project? 
· What idea’s do you have for the project?
· What do you expect in terms of communication and in what medium and frequency?  
· What’s the budget? 
Following this meeting you can then ………
Set expectation - once you have formalised your communication plan - you can let the sponsor and executives know what to expect – this would be the perfect time via your calendars to invite/schedule them to regular face to face update meeting. ( These can either be formal or informal meeting  depending what information you have to share )  This is a good time to let them know if they have any questions how they can best get hold of you so you can respond to them in a timely manner 
Stagger deliverables – If the project is one that goes on for a period of time, by staggering deliverables keeps everyone on the project focussed and allows the sponsors/executes to see that the project is on track and target are being met , thus build confidence that the end result will be achieved.
Stay on track – Its imperative  to keep everyone informed of the progress that the project is making  - no one like surprises  - problems to occur during a project what your sponsors/executive want to see is that you acknowledge there is an issue but you have a plan to correct /eradicate the problem 
How you communicate these issues will depend on the severity of the issue.
(by including even small issues on your status reports and corrective action done or to be done with establish to the sponsors that you are in control of the project  
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Q: 3: 	Outline the 5 components of developing a communication plan 	 	 	(8) 
To deliver a success project, a key component is, to have a clear communication plan. The purpose of a communication plan is to keep everyone in the project in the loop at the right time and up to date with information that they need to ensure a smooth delivery of the project.The communication plan needs to have the following 5 elements:

Who - This is a list of all the people in the project who will need/benefit from a robust communication plan, See table 1
When - During what part of the project phase will you need to communicate with various people/ departments/functions.  (conceptual phase, Planning phase, Execution phase and termination phase) See table 1 
Why – Fully understand why you are communicating and what you are trying to accomplish by the communication.  See table 1
What - This is a detailed breakdown of what needs to be communicated and to whom in the project. See table 1
How - The how is a critical part of the communication plan, choosing the appropriate method of communication is key to keeping a project on time and in budget. Its about knowing those you are communicating with and selecting the appropriate medium so that the message gets across and is able to receive and understood by the recipient example of this would be face to face, email, newsletters, telephone and WhatsApp groups. See table 1 
Its also important to determine the frequency of the communication be it daily, weekly, fortnightly or monthly (the length of the project with determine the frequency needed)
Developing a template for status reports, pre project – will prove beneficial in the long run. You need to remain organised and manage your documentation so you no where it is at anytime so you can retrieve it in a timely manner to answer any question posed to you.
Table 1. 
Example of a communication plan for the introduction of an automated tomato slicer, in a production facility.
	WHO
	WHEN
	WHY
	WHAT
	HOW

	Operations
	All Phases
	Understand what they want the project to deliver
	Project is on schedule 
	Weekly 
Face to face & Email

	Contractor/supplier  
	Planning phase
	To give a spec. of our requirement 
	
	Fortnightly
Email & Telephone 

	Engineering
	All phases
	Ensure the kit is fit for purpose - Risk assessment undertaken 
	Project is on schedule – work done.
Outstanding task.
Timelines 
	Weekly
emails

	End users 
	Planning phase 
	What’s being purchased and how its operated 
	Where the project is against its time line 
ETA handover of equipment to production.
	Fortnightly Face to face & paper 
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