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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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Introduction

In projects, effective communication among the project leader/manager, the team,
and the involved stakeholders remains one of the most critical parts that determine the
remains one of the most critical factors that guarantees the success of a project. Effective
communication in projects highly relies on the project leader’'s communication skills, the
communication channels and mediums, and teamwork, among other strategies that help
in eliminating misunderstandings and promote a peaceful and healthy environment and
working relationship among the team members. Therefore, project managers have a
responsibility to design and implement proper communication channels and
communication processes that ensure effective communication with the team at all times.
To maintain effective communication with the team members, the strategies that will be
implemented include holding regular team meetings, one-on-one interactions, instant
conflict management, developing an internal project website for team members, video
conferencing and video calls, phone calls and instant messages, and delivering
information through hard-copy documents.

Holding Regular Team Meetings

Regular team meetings for the entire team will be held on selected dates and times
wherein the Project manager will discuss various matters arising while conducting the
project. During these meetings, team members will have a chance to be updated on the
project’s activities and current changes, share specific team members’ status updates on
the assigned tasks, and voice ideas concerns based on the current status of the project.
Each team member will receive a copy of the meeting through their preferred
communication channels before the meeting and a notification message through tailored
messages to each team member since people have different ways of receiving and
interpreting information. This information, including details concerning the time day, and
duration of the meeting, will also be posted on the Project's Inter Portal. This
communication method will mostly be emphasized among the project manager and the

internal team to promote the project manager’s effectiveness and clarity in communicating



the project’s goal and objectives, project team roles, promote a sense of the laid mission
and build trust within the team.

One-On-One Interactions

One-On-One interactions between the project manager and specific team
members will be scheduled based on specific concerns raised by the project leader, team
member/s, and other stakeholders. However, these interactions are mostly aimed at
enabling the project manager to build trust among the team, motivate and inspire, and
gather honest feedback on each other’s perspectives more clearly. These interactions will
take place through different communication channels based on the urgency of the matter
at hand, reliability, convenience, and the available communication tools among other
factors that may arise during the project. Additionally, during this interaction, project
managers and some team members will also offer some form of training and guidance on
the use of specific communication tools that prove difficult to use among some team
members. These measures also include guidance on areas one has stuck while

performing their assigned duties.
Managing Conflicts

During undertaking the specific responsibilities in projects, internal conflicts may
arise among different team members. If the conflict is not effectively handled on time, this
issue can deter effective communication among the team, a factor that threatens the
overall progress and success of the project. To ensure possible conflicts are handled, the
“confronting” technique will be implemented. This process will involve the project manager
scheduling a meeting wherein the conflicting parties meet face-to-face to discuss and
reach an agreement that satisfies both parties' concerns. This approach remains the best
for resolving conflicts in the project since the team comprises a small number of members
with unique and specific skills and responsibilities therefore, to avoid wasting precious
time and escalating the issues, it's best to find a solution that satisfies all the conflicting

parties through a win-win-style.



Internal Project Website

Technology remains one of the major factors affecting communication among the
project team. Before the project commences, an internal Website accessible to all the
team members will be developed and launched as a means of providing access to all the
necessary information about the project. Through the site, team members can access
selected portions of respective project information and also communicate with other team
members through the chat group. The chat groups aim at improving collaboration and
engagement among the team and also ensure that members are up-to-date regarding the
project progress. The project manager can also interact with specific members on a
private messaging channel through the portal. The managers also posts different
information and updates on the project progress, schedules meetings, and monitor each

member’s progress through the project portal.
Video conferencing and Video Calls

Video conferencing is a valuable collaboration tool that aids project managers in
streamlining the processes and gets better results and also enhances effective
communication among team members in different geographical locations. Since some
team members may sometimes fail to physically attend team meetings due to
unavoidable circumstances, in such circumstances online video conferencing systems
and tools including Zoom and Skype will be utilized. Through these communication tools,
team members can virtually participate in the meetings, share their progress through
virtual presentations, and also engage in both formal and informal communication as a
means of promoting collaboration and engagement among the team members.
Furthermore, project managers can communicate in a one-on-one virtual call and discuss

matters concerning specific members.
Phone Calls and Instant Messages

In cases of urgent matters or follow-ups, phone calls and instant messages will be
used to ensure the intended receiver receives the message as soon as possible. This

method will highly be incorporated during the progress since it is convenient to use, cost-



effective, and also saves time. Furthermore, some of the stakeholders prefer telephone
calls to digital and intranet services meaning that this method remains one of the most
effective to distribute information among the team.

Emails

Most of the team members are familiar with the use of emails. Additionally, this
channel allows sending and receiving large amounts of information in different formats,
therefore, making email a convenient method to share information. For example,
members who may not access different reports concerning the project through the
Internal Website or experience technical difficulties can easily access these reports since

an email system stores information that can be accessed at the receiver’s convenience.

Hard Copy Documents

Communication will also be maintained through the use of hard-copy documents
which will be issued to the team. These documents include closing reports, status reports,
project plans, and budget reports. Although the team and stakeholders will be issued with
hard copies of these documents, soft copies will also be available on the project Website
and also sent via email to ensure every member access the information and deliver their
feedback where necessary. Additionally, employing multiple communication channels
also aims at creating a backup for the project data to avoid the risk of losing some

important data needed for effective progress and completion of the project.
Conclusion

This report explains the strategies planned to be set up to maintain effective
communication with the team members during the project. These strategies include
holding regular team meetings, one-on-one interactions, instant conflict management,
developing an internal project website for team members, video conferencing and video
calls, phone calls and instant messages, and delivering information through hard-copy

documents. Effective communication remains one of the most critical parts of a project



meaning that the project manager needs to determine the most effective strategies that
maintain communication with the team members. After analyzing the team members'
and stakeholders’ information, these strategies proved effective means of ensuring

communication is maintained and ensure successful completion of the project



