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Project:

You are required to document your role in administering a project. The project may be set in 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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Introduction

A project is temporary in that it has a defined beginning and end in time, and therefore
defined scope and resources. And a project is unique in that it is not a routine operation,
but a specific set of operations designed to accomplish a singular goal. So a project team
often includes people who don’t usually work together — sometimes from different
organizations and across multiple geographies. The development of software for an
improved business process, the construction of a building or bridge, the relief effort after
a natural disaster, the expansion of sales into a new geographic market — all are projects.
And all must be expertly managed to deliver the on-time, on-budget results, learning and
integration that organizations need. Project management, then, is the application of
knowledge, skills, tools, and techniques to project activities to meet the project
requirements. It has always been practiced informally, but began to emerge as a distinct
profession in the mid-20th century. PMI's A Guide to the Project Management Body of
Knowledge (PMBOK® Guide) identifies its recurring elements:

Project management processes fall into five groups:
Initiating — Planning — Executing - Monitoring and Controlling - Closing
Project management knowledge draws on ten areas:

e Integration

e Scope

e Time

e Cost

e Quality

e Procurement

e Human resources
e Communications
¢ Risk management

e Stakeholder management

All management is concerned with these, of course. But project management brings a

unique focus shaped by the goals, resources and schedule of each project.



Communication is an essential process in the world of project management. It is difficult
to master, but essential to make a good eff ort in achieving. Many times, on troubled
projects, project team members feel that if the communication had been better, the project
would have run smoother. Therefore, communication is often listed as one of the most
needed areas for improvement. To ensure the success of a project much information,
including expectations, goals, needs, resources, status reports, budgets and purchase

requests, needs to be communicated on a regular basis to all major stakeholders.
Literature review:

Communications Management includes the processes required to ensure timely and
appropriate generation, collection, distribution, storage, retrieval, and ultimate disposition
of project information. Effective project managers spend about 90% of their time
communicating with team members and other project stakeholders, whether they are
internal (at all organizational levels) or external to the organization. Effective
communication creates a bridge between diverse stakeholders involved in a project,
connecting various cultural and organizational backgrounds, different levels of expertise,
and various perspectives and interests in the project execution or outcome. There are no

misunderstandings; there are only failures to communicate. [1]

The analysis of the communication requirements determines the information needs of the
project stakeholders. These requirements are defi ned by combining the type and format
of information needed with an analysis of the value of that information. Project resources
are expended only on communicating information that contributes to success, or where a
lack of communication can lead to failure. A key component of planning the project’s
actual communications, therefore, is to determine and limit who will communicate with
whom and who will receive what information. Information typically used to determine

project communication requirements includes: [1]
* Organization charts,
* Project organization and stakeholder responsibility relationships,

* Disciplines, departments, and specialties involved in the project,



* Logistics of how many persons will be involved with the project and at which locations,
* Internal information needs (e.g., communicating across organizations),
 External information needs (e.g., communicating with the media, public, or contractors),

« Stakeholder information from the stakeholder register and the stakeholder management

strategy
Methodology

Project managers communicate by using different mediums to convey a message. The
important factors involve communicating how the project will be managed, including how
information will flow into and out of the project. There should be also a clear and concise
communication plan to address project responsibilities and the types of communication

that will take place.
1. Communication Item

This category describes exactly which piece of information needs to be communicated
and what vehicles, channels or methods project team members will use to carry out the
necessary communications. Some examples of necessary information might include
software updates, output from meetings (agendas, action items, handouts), a project
calendar, expectations of external vendors, resource requests, and the list goes on. This

list will vary widely depending on the scope of the project.
2. Communication Technology

This item determines what vehicles or methods project team members will use to carry
out the necessary communications. With the Internet and email, many creative solutions
can be found, such as servers, or a project intranet with postings, updates, and a

message board (Figure 1).



Communication technology

Type/technique Description

E-mail Allows project teams to communicate text, audio, and video files
between the team members

Interoffice memos Provides a formal forum to communicate key dates, policies, and
procedures

Instant Messaging (IM) Allows team members to communicate real-time

Project status meetings Provides regular status updates and reviews ot the project

Telephone/video conferences Provides a medium to involve team members located in other
geographic regions

Intranet, Internet boards Formally communicates status, progress, highlights, and objectives to all

Project road show Provides feedback to stakeholders or users

Walk-about Involves a hands-on face-to-tace approach with your team and clients

Figure 1

3. Communication Objective

This category describes what specific objective will be accomplished by delivering the
communications device. For example, if someone is held accountable for delivering a
status report to project supervisors, the objective may be to communicate progress and
the status of the project. Another possible objective for this scenario might be to review
the recent project successes and short-term future targets. The project should be carefully
analyzed: each piece of communication should have a specific objective. Otherwise, it

should be evaluated whether or not there is a true need for that communication.
Conclusion

Project managers communicate by using different mediums to convey a message. It is
truly critical for project managers to get the message across right the first time to avoid
failures in the communication process. The important factors involve communicating how
the project will be managed, including how information will flow into and out of the project.
There should be also a clear and concise communication plan to address project
responsibilities and the types of communication that will take place. The communication
plan — like the project plan - is a necessary part of the project. However, when thinking of
the project manager's role in communication planning, organizations and project teams
too often think solely of the documents that establish the frequency, roles, responsibilities,
recipients, and channel for which communication will be dispersed during a project. If the

project manager doesn't look beyond the written word and the outline prepared in the



early phases of a project, the project is setting- up for losses. While it is important to
understand who is involved in the project, it is equally important to understand what

information is needed and the level at which they need to receive it.
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