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Project:

You are required to document your role in administering a project. The project may be setin a
business, social, sporting, or family environment but must be of a significant size and scale. If
you do not have an actual project to write about you may complete the project hypothetically.
This report will be between three to six pages in length. This is a significant research project.

Your report must address eaeh ONE of the following issues:

1. Identify and describe the purpose, scope, and objectives of the project. Display this
information using an appropriate tool.

2. Describe how the team is given an outline of the project.

3. Describe the strategies that are going to be set up to maintain communication with the
team members.

4. Describe the tools that are going to be used to monitor the goals, time frames or
milestones.

5. Identify project milestones and activities. Display this information using an appropriate
tool.

6. Create a budget and link the costs to the key milestones for a project.

7. Describe how you are going to divide tasks and resources amongst a project team.
Display this information using an appropriate tool.

8. Briefly describe how the progress will be monitored.

9. How are current project records maintained? Who has responsibility for this? provide
some recommendations on how this process could be improved.

10. Describe the current procedure for finalizing projects. Create your own procedure and
identify how you will evaluate the success of the project.

11. Legislation that may affect the project including health and safety, and anti-
discrimination legislation.

Best of luck...
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Managing Several Project Account for your company (Portfolio)

Introduction

For a project manager, most of the time, managing multiple projects means a couple of
things — a massive number of projects, a switchover from one to another, a resource-
less environment, and attention dispersed throughout multiple clients and needs, and so
on and so forth. Even worse, project managers are often exposed to time-consuming

administrative work, such as everlasting re-planning in a spreadsheet.

The more projects you get to manage in parallel, the more likely it is that you can get
limited in time. Keeping track of multiple projects becomes supper difficult otherwise you
have a solid overview of what’s happening right now. Updating your plans is another
step. Working in a multi-project environment, you’ll face many changes along the way

and you’ll have to see how they reflect on your plans.

Before you jump to managing multiple projects, objectives, and deadlines, you need to
master the art of how the team is given an outline of the project. Make sure you

know how to create a Statement of Work with clearly defined tasks, resources, costs,

and dependencies, and practiced enough to take multiple ones.

Literature Review

This paper focuses on what seems to be one of the main causes of failure: the need to
management multiple project interdependencies assuring their mutual compatibility at
the portfolio level. Every different project portfolio selection, therefore, could—and
generally does—change either the risk or relevance of each project. This situation is
exacerbated when the projects selected have no clear relation or link to the corporate

strategy.


https://www.forecast.app/blog/10-steps-to-make-a-complete-statement-of-work

Methodology

Develop a master plan and schedule

The first step would be to put together a full list of projects, milestones, and tasks you
and your team consider to be important into one connected whole. Having one
integrated plan and one schedule to track all the milestones instead of a pie chart is a
far better approach. Thus you eliminate the proliferation of different plans and schedules

when managing resources across multiple projects.

Choosing integrated planning over other approaches, you can plan across multiple
functions, levels, locations, and other settings and connect them to align operations,

strategy, and financial performance to get a comprehensive overview in the end.

In fact, a master plan will let your team stick to a single project management
methodology, and literally help everyone stay on the same task list page. Particularly,

you’ll see the benefit of having a shared plan working with cross-functional teams.

Assign work

One person can’t do it all. In fact, project managers name delegation, or getting work

done through others, as one of the best parts of being a project manager. It’s also the

most important management skill. Breaking the projects down into tasks, you'’ll need to
assign responsibilities without doing it all, even if you’re too hands-on. A multi-project

environment will call on you to delegate or assign responsibility every time.

Allocate a team member to a schedule activity
Let responsibility for an action item, issue or risk
Share responsibilities on your to-do list to someone else as part of your personal time

management strategy


https://www.forecast.app/blog/being-a-project-manager

Decide on aresource disruption type

Task Allocation

Task allocation is essentially a slot of tasks you assign to your team. It works best when
you have a list of requirements from your client that can be translated into tasks in

advance.

Project Allocation

If you don't know upfront what tasks your team will be working on, but you do want to
book a team member for let's say 100 hours over the next 3 weeks, you will want to

allocate your team members to a project.

Review and balance the workload

To effectively manage work on multiple projects, it’s crucial to spend some time
reviewing the workload. You'll need to have a clear workload management strategy and
visibility. So what is workload management exactly? It is the process of allocating and
managing work across the team when it is in progress to see if there’s a fair share of
tasks, if everybody is participating, if nobody is overloaded. Paying attention to
employee utilization rates, you can maximize employee performance and leave
everyone focused and satisfied. Fair allocation will keep your teams confident about

their work volume and increase velocity.

Have regular check-ins with the team

In addition to balancing the workloads and monitoring the progress on all of your
projects, it makes sense to still get into the trenches with your team and have check-ins
and one-on-ones with everyone. Managing multiple projects, many obstacles can and
will appear. Be ready to listen to what your team members say as they stand on the

project front lines. This way, you’ll stay on the same page with everyone not only on the



screen. In fact, it is a good way to create a culture of psychological safety based on
constant two-way feedback delivery.

Manage expectations

Project-based work, especially if there are multiple initiatives run in parallel, always
involves a dialogue with all your stakeholders. To hold a constructive dialogue when
managing expectations on several projects, you might benefit from using the pipeline in
Forecast and generating customized real-time reports to show how each project is

progressing (together or separately) to the stakeholders.

Results and Discussion

Managing multiple projects is a challenge within many organizations because of current
practices that ignore the basics of project priorities, project categories, project
standards, and multiple tool applications. Lack of priorities, categories, standards, and
uniform tool applications complicates the startup and initiation of projects especially in a

multiple project environment.
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