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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 is the difference between a project and routine work?
A:    Projects are a recurrent part of business. They vary from routine work activities in that they usually have a narrow focus, exact deadline and may occur only once or occasionally. Some project types reappear but differ in their goals. Understanding how projects can improve your ongoing operations helps you incorporate them into your company’s system with optimal results.

When determining whether something should be a project or become a routine part of your company business, look at its significance to the business and whether your company can continue without it. If not, make it a project. If the activity is crucial to the business survival, but you don’t need it 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 your company undertakes should have a written plan that details expectations, schedules, costs, team members and the work product or benefit delivered. A common characteristic of a routine business work is that it occurs frequently, to the point its execution doesn’t need to be planned and the people doing it don’t need daily instruction, permission or training. Routine work generally doesn’t have an end date because it occurs repeatedly. Many routine actions are obligatory to a business; a company can’t continue operation without them.

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 are few examples for Routine business works. 

To develop a website; developing a marketing campaign; production of a new product; construction of bridges are few examples for a project works.



	2. Describe different stages of the project life cycle.
A:    The Project Life Cycle refers to a series of activities which are necessary to fulfill project objectives. Projects differ in sizes and complexity, but, no matter how large or small, all projects can be planned to the following life cycle structure:

· Initiation : Starting the project

The initiation phase of a project involves an overall description of the task and what it involves. The project manager needs to first document the purpose of the project, including its objectives for approval by the relevant body in the business or the stakeholders. For the start-up of the project, the project manager needs to discuss with his superiors the prospective estimates on the budget, the time period for the project, the required staff and the resources needed to accomplish the project.

· Planning : Organizing and preparing

The planning stage in a project management model involves in depth research to develop a useful plan based on the available information on the project, such as the necessary equipment and resources for the project, including the finances and where to obtain them. It is important for the project manager to have a team to assist in devising the project and come up with beneficial ideas to improve on the task or point out unnecessary risks or activities. The project manager then assigns the individual duties for the project task team.

· Execution : Carrying out project work

The execution phase involves the project manager executing the activities of the actual project by following the provisions reached at the planning phase. The project manager is in charge of supervising the workforce, providing employees with the necessary resources and informing them of the performance of the project during its execution. During the course of the project, project manager reviews and quantifies the performance of the project at the current position as per the original baseline plan and may need to make modifications in the initial planning for issues such as budget, inadequate resources or unforeseen risks. The project manager needs to inform on regular basis the relevant stakeholders and team on the necessary adjustments needed and their effect on the project.

· Monitory and Controlling Process : Tracking, reviewing, and regulating project 

The monitory and controlling phase involves implementation of taking a careful and detailed measurement of and to complete a through monitoring of the project execution to date. The purposes of monitoring and controlling processes include a reflective view in hopes of possibly applying corrective action in the event that any action of this type is deemed necessary. This can be the case when any particular phase of the project has taken a wrong turn or has possibly fallen behind schedule in regards to the execution elements. The act of monitoring and controlling project processes is essential to maintaining an efficient and effective workflow throughout the project. 

· Closure : Closing the project

The closure phase is finalized after completion of all the activities of the project. The project manager with project team evaluate the performance of the project, including the achievements and the failures, and their impact on the final result. The project manager shall develop a final report for all the relevant stakeholders including observations concerning the project and any necessary recommendations for future purposes.


	3. Outline the key skills every good project manager should possess.
A:    A good project manager should possess following key skills but not limited to, in order to be successful and to deliver the project as planned within budgeted cost to benefit the organization :

· Leadership Skills

Leadership is an essential skill required to lead, understand and communicate with the team to deliver the project under the timeframe and budgeted cost.

· Problem Solving Skills

A project manager must be resourceful and creative in finding the solutions to issues of all magnitudes throughout the project phase.

· Excellent Communication Skills

Project manager must effectively deliver vision, ideas, goals, and issues as well as produce reports and presentations.

· Quality Management Skills

Project manager must ensure quality as per design and requirement of the project standards.

· Planning and Cost Control Skills

Planning and scheduling the project with proper allocation of resources and distributing the task is important for a successful project achievement. 

· Time Management

Time management is an essential tool for a project manager as becoming productive with time seeking to make constant and never ending developments throughout the project will lead to success.

· Risk Management 

Risk management is to predict and create solutions to risk before they arise, the chances of delivering projects successfully will increase.

· Health and Safety Management

A project manager must be aware of health and safety regulations relevant to the project standards to ensure safety of the project team to avoid any fatal causalities. 

· [bookmark: _GoBack]Negotiation Skills

Knowing how to negotiate well so that all stakeholders are satisfied is a key skill for a project manager.
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