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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. 
	Multiple Choice:
1i) D
1ii) D
1iii) A
1iv) A
1v) B

2)
i) What is the difference between a project and routine work?
A project has a predetermined and definite and unique outcome limited by the balance quandrant of time, scope, product and quality.  It can be calculated in terms of time, cost and quality.  It can be of any size and over any predetermined time period.  It always has an outcome which is of interest to a variety of stakeholders who may not even be in the department or area the project is in.  Routine work, however; is a known and recurring task or tasks. It does not have a prescribed deadline or budget and is performed within an organization’s usual staff and resources.
ii) Briefly outline the tasks that a project manager performs during the course of his/her project.
As well as the project tasks themselves which of course vary project to project, the main tasks identified as being significant for a project manager to accomplish for a successful project are around managing the people.   In his research study, Project Manager Leadership Role in Improving Project Performance, Anantatmula (2010) concludes these can be summarised as: 
“Create clarity in communication. Defining project goals and likely project outcomes clearly and early in the project is critical, and failure to do so would lead to identifying some of the project requirements at a later stage. This would cause changes to the project plan resulting in time and cost overruns. 
Define roles and responsibilities. At the outset, defining roles and responsibilities of project team members without ambiguity is imperative for improving performance and managing conflicts. This practice will lead to effective use of the project team members and help functional departments extend their support. 
Communicate expectations. Defining project outcomes and establishing what is expected from all the stakeholders will eventually eliminate perceived and actual incidences of not delivering expected results. This is specifically true with stakeholders within and outside the project who are not routinely involved with projects. 
Employ consistent processes. Developing and deploying consistent and formal project management processes assist in improving operational efficiency, managing risk, and reducing ambiguity. Ultimately, these processes would lead to project management maturity.
 Establish trust. An environment of trust is influenced by the organizational culture which promotes transparency and openness in their communications. Trust among the project team members to work cohesively would lead to knowledge sharing and collaboration. 
Facilitate support. Top management support translates into willingness of everyone in the organization to support the project. Obtaining support is a challenge in traditional organizations where functional managers control resources. 
Manage outcomes. Clearly defined project mission and objectives would help us develop a formal evaluation of project outcomes to determine project success. It promotes performance, motivation, recognition, and synergy in teams.”
[bookmark: _GoBack]V. S.  Anantatmula (2010) p.16

iii) Different stages of the project life cycle
Initiation:  This is the project brief.  Here the project manager is fact finding the key information of the project: 
It’s aims and objective, scope, and budget; identifying key stakeholders and the outcomes they expect; key milestones or achievements that must be met along the way; the deadline; understanding possible constraints such as available skills/resources.
Planning: Here the project manager takes the ideas of the brief and moves it into a concrete reality by determining how will the project take place. Key staff or contractors will be identified, and their time commitment and costs to the project understood. An over view of the timeline for the project is drafted. Timings for the key milestones will be identified.  Agreement is made with stakeholders as to what will be communicated to them, how and when. The quality or scope of the project may have to be renegotiated at this point if it appears to be unworkable in any way.
Executing: The agreed project is carried out as planned.
Monitoring and Reviewing:  The project is monitored and reviewed constantly to ensure it is on track as agreed.  The key milestones, costs or other elements may need adjusting as it proceeds. These changes must be communicated to the stakeholders.
Closing: Once the end of the project is reached the project manager must complete any final report for stakeholders, prepare any handover work to anyone who will then manage the outcomes of the project ( eg in construction project for building a new bridge, specific information on its build would need to be handed over to a maintenance company who will be contracted to its upkeep).
iv) Good project managers should possess:
Excellent communication skills: whether it be written reports, chairing meetings or writing an email.  
Organizational skills: they should be able to prioritise their workload and that of the project key dates and resources.
Budgeting: they have to assign the project budget to the different areas appropriately. 
Problem solving: Being able to understand the problem, and identify how best to overcome it and prevent it occurring again.
Negotiation and influencing- they should be able to effectively argue a case for change or compromise.
Be a leader: to have and show a clear vision of the project to all stakeholders throughout its lifespan and enable others to follow this vision whilst still meeting the project objectives as agreed.
Team building and understand human resources: the project manager may have to work with a variety of teams or staff many of which may not have worked together before.  In the time restraints of a project it is important they quickly get on and work effectively. 
iv) What are the five process groups and nine knowledge areas in Project management? 
Process groups are:
Initiation, Planning, Executing, Monitoring and Controlling, Closing.
Knowledge areas are:
Project Integration Management, Project Scope management, Project Schedule management, Project Cost Management, Project Quality Management, Resource Management, Risk Management, Project Procurement Management, Project Stakeholder Management.
(The Project Management Academy, 2018. [Online]

Activity
Use this activity to define the key activities of a project within your organisation – 
i. Select a project that you have been involved in or affected by during the past year. 
ii. Identify what the different stages were and approximately how long each stage lasted. 
iii. Note the key activities of each stage. 
Project title: The Lens Show
A multi supplier sales event run at our London store.
	Stage
	Time Taken
	Activity

	Initiation
	One day total.
	Discuss the brief with line manager.
Confirm budget, aims and outcomes for footfall and sales.
Identify and inform internal key stakeholders of proposed event.

	Planning
	Over Two weeks- six months ( venue is usually booked well in advance of other planning activities)



	Set date of event in agreement with stakeholders and considering other similar events by checking on online.
Identify and cost venues and finalise date.
Arrange and conduct meetings with design team to discuss requirements and deadlines.
Arrange and conduct meeting with sales team to discuss requirements and deadlines.
Arrange and conduct meeting with IT department to discuss requirements and deadlines and costs/resources.
Discuss requirements with warehouse manager.
Arrange and conduct a site visit to venue.  
Arrange and conduct a meeting with departments where we would require to take staffing from for running the event; eg retail, contact centre, to get agreement on numbers available.  Any additional training required?
Inform HR of event re heads up for payroll.
Find and cost up marketing assets: freebies and printing.
Communicate event date, venue and purpose to the suppliers.  Get responses to inform the floor plan.
Create floor plan.
Book or agree with suppliers’ additional activities at the event- models, speakers or demonstrations.  Create an events programme for the day.
Agree a budget and plan for promotion with the social marketing team.
Create a roughly costed budget together for the event.
Assign tasks to events team members.

	Execute
	Over Four to Six weeks
	Put event on website and begin social media promos.
Sign off the design team brief.
Sign off the sales team brief.
Order freebies and printing.
Write and communicate the risk assessment for the event.
Communicate event details to staff that will be running the event- arrange and conduct a briefing with them.
Book transport, accommodation and food for staff.
Sort and brief prizes for free prize draw.
Set up show at venue.
Ship gear to venue.
Run the event.

	Monitor and control
	Over four- six weeks, overlap with Execute activities.
	Check deadlines are being met in a timely manner.
Rearrange staffing as required.
Rearrange transport etc as required.
Increase tickets if required. 
Order equipment if necessary.
Revisit venue with design team and/IT team.
Reassess budget as actual purchases are made and the various teams may have reassessed their costs.
Monitor ticket sales and change the social media plan accordingly.
At Event: check H&S and set up and floor plan.  Ensure staff have breaks. Check on sales and suppliers. Manage check in for tickets. 
Check customer feedback.
Ensure equipment is working.

	Close
	Over a week.
	Tidy up venue and return gear to warehouse.
Thank staff and suppliers.
Finalise budget.
Debrief meetings with teams: IT , retail, staff, design, social, sales.
Email wider company with feedback- how it went.
Write report on the event- things that went well and those that didn’t. Send to stakeholders.
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