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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 each of the following issues:

1.

N

8.
9.

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

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

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

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

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

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

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

Briefly describe how the progress will be monitored.

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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Dividing the Work between Team Members

Introduction:

Each one of us has been part of a team at some point in time. Many have also led a team.
The logic behind teamwork is to get the project done at the earliest with maximum
efficiency. But if team management is not carried out properly, even the group comprising
the smartest individuals cannot achieve its goals. And a crucial component of perfect
team management is to 'divide work equally' among the members. Most managers fail
when it comes to work allocation in a team since it is not everyone's cup of tea.
Experience, rationale, and intuition are essential to the appropriate allocation of

responsibilities.

Methodology:

This post by Startup Talky discusses a few ways to distribute work effectively among

people.

e Planning the project

Interview the Team Members

Assign Roles

Set Small Goals

Communicate


https://startuptalky.com/tag/time-management/
https://startuptalky.com/divide-work-equally-team/#crowdfunding_startups_Interviewallmembers
https://startuptalky.com/divide-work-equally-team/#crowdfunding_startups_Assignedroles
https://startuptalky.com/divide-work-equally-team/#crowdfunding_startups_Setsmallgoals
https://startuptalky.com/divide-work-equally-team/#crowdfunding_startups_Communicate

1) Planning the project:

Without careful planning it is likely that your project will fail to achieve its objectives.
In a small project it is possible that one plan may be used to define the entire scope
of work and all the resources needed to carry out that work. In all types and sizes of

project you must be prepared to re-plan in the light of experience.

A well-defined plan is the cornerstone of a successful project. Make a detailed plan,
divide it into different parts, and note down what must be done to achieve the
objectives mentioned in the plan. Employees generally have varying skill sets, so you
need to map individuals to different components of the plan. Utilize those skills to
complete the tasks at hand. If everything is going smooth, it means your work is

progressing in the right direction.

2) Interview the Team Members:

TEAM LEADER
INTERVIEW @

QUESTIONS AND ANSWERS

Once a detailed plan has been crafted for the project, you need to interview every

member. Ask them questions about their strengths and weaknesses and what they


https://startuptalky.com/tag/business-plan/
https://startuptalky.com/tag/job-interview/

can bring to the project. This exercise would allow you to gauge team members
accurately and to distribute tasks accordingly. Bring all the members in a room and
have an introductory meeting. The attendees will get to know each other better and
the meetup will enable them to open. The next challenge is the task division among

the team members.
3) Assign Roles:

Now that you know the team's capability and qualities, assign roles and designations
to the members. The main question at this point should be how to divide the tasks in
a team. Some tasks may need two people to complete while others may require three,
so assign the roles accordingly. However, the team should not feel pressurized by the
workload; teamwork is about easing an assignment, not complicating it. The second
guestion you should be able to answer is how to distribute work equally. No member
should be excessively burdened by the tasks allotted to him or her. You do not want
to cause a rift or create division among the staff. If there is a task that does not fit into

anybody’s skill category, brainstorm with your group to identify the solution.

4) Set Small Goals:

2_
0_
2 PLAN
1 ACTION _

A big goal can be achieved by breaking it into small targets. Make the task fun and
fulfilling by setting up small milestones. Be strict with deadlines! Not only does it
compel people to complete their work on time, having a deadline
increases productivity at the workplace. If a person finishes the given task before time,

reward him or her to show your gratitude.


https://startuptalky.com/tag/productivity/

5) Communicate:

A healthy environment is important for any team to work efficiently. It is necessary to
fill all sorts of communication gaps to realize this environment. People should be at
ease. Take everyone’s opinions and have a meeting with all the team members at the
end of the task. Use this meeting to encourage them to share their experiences and

opinions on the scope for improvement.

If a person does something wrong, criticism should not be your immediate reaction.
Stay calm and help him or her correct that mistake. Patience is the virtue of a great
leader. Your job as the team leader is to assist individuals in identifying when and
where they go wrong along with the solution. Timely communication is the key here.
Moreover, the team members should have the liberty to express their thoughts. If your
subordinate hesitates in approaching you, the existing setup is unhealthy. Have a

channel where people feel free to communicate.
Conclusion:

Teamwork is becoming increasingly important in contemporary organizations, and as long
as teams are formed, managed and implemented effectively, can provide a source of
competitive advantage in terms of increased employee satisfaction, creativity and

innovation. However, if teams are assigned to inappropriate tasks, are managed



ineffectively or not provided with adequate support, resources, and autonomy to carry out
their tasks then the effect of teamwork can be counterproductive. Teams are formal
groups assigned by management that have shared goals. There is a difference between
teams and groups; groups can exist without teams, but teams cannot exist without
groups. Therefore, the impact of group behavior and group dynamics will have a
significant impact on the overall performance of the team. Therefore, management must
be awareness of the presence of groups that create their own norms and personal goals,
which may deviate from the objectives of the team. Therefore, teamwork can be is a
complex management area, yet if carried out effectively, the results can be very

rewarding.
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