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Introduction (page 1)

Within this assignment I will be demonstrating how necessary it is that in order to achieve the expected result on a project, the project management in itself shall be a reflection of the desired outcome. Within the twenty first century, businesses have to strive to succeed,(1) staying in the same lane with the same expectations and no new projects or aspirations to grow will only ensure that your business is either left in the shadow of another organization or is actually left to pick its own pieces up as there will not be any success remaining to the business itself. 
It is surreal how the following simple steps to project management, ensuring the correct tools and techniques are used by the project manager in itself and how, correctly evaluated, risk assessments are done, this can all take you the final destination that shall be success within the project.
Overall, I will be demonstrating how an affective project management can take one simple Idea to reach the level of a concluded project,(1) all within the Project management theory/methods that have been taught throughout the semester.

Content (Page 2)

Please view slide Page 2.
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The Idea, The Project, The Expectation (Page 3)

MCS Cleaning Services Ltd is a business that has been in the market for over seventeen years, providing housekeeping, porter, hotel, cleaning services in general. It had seen an exponential growth within of 2016 – 2019 where it gained service contracts with large Hostels within London, therefore having a higher demand on service, employees and a larger turnover for the company itself. 
With success came the downfall in 2020, due to the COVID-19 pandemic, we encountered ourselves in unprecedented times, having a decrease by 92% in demand for our services as our current customer base, the hotel industry, were forced to close. A company that had been well on its feet for over seventeen years was about to encounter the following options: to change and have a 20% chance of overcoming the huge downfall, or to remain the same and risk losing 100% of the business that had been created. 
The idea was, if we came up with a good enough idea for a new service, it would help us get throughout the pandemic without having to demolish the business in itself. That alongside minimalizing expenses, decreasing the amount of salary-based staff and re-evaluating previous expectations that now seemed unrealistic, we would have the new service that would give the business the gross income it needed to survive the pandemic in itself. 
After much research, gathering of ideas by the company director, managers and even just the housekeepers themselves, we established that we would open a new project to bring up a new service to the market, and the service we decided on would be: Pay As You Go Cleaning Services; The safe, easy way to keep your property clean and guilt free!
The idea that led to the service in itself is that everyone was, in one way or another, going through a downfall whether it was in income, business or just the fear of committing to something in these unprecedented times, therefore we knew we needed to ensure that the service, despite being is someway essential, would also be commitment free, no strings attached but with some invisible wires that would keep to customers coming back.
The service is a ‘pay as you go’ cleaning app provided by MCS Cleaning Services itself, it will ensure that the client can request for a service, within a wide range of selection, to be made. This will ensure that they can have their property deep-cleaned, sanitised, maintained, for an exclusive price without having to worry about paying for a long-term service. We would send the staff that we currently had on call, with all necessary precautions and personal protective equipment, to the location to complete the desired service.
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Open Project sponsors, stakeholders and scope (page 4)

When working within a business where a new project is arising, it is essential to realise that there are certain people whose expectations have to be met, people in which you have to answer to and must always have the precise knowledge of how the project itself is working out. These people tend to always be the project sponsors and stakeholders. (2) It is important to realise that the expectations of these hold to power to decide whether the project in itself will be deemed a failure or a success. Once you have managed to efficiently comprehend your responsibilities to each of them, you may prioritize your reporting that you don’t have the constant need of satisfying everyone else. 
To be able to understand how we respond to sponsors and stakeholders we must first be able to identify the persona behind each, what they stand for and who they are, only after then can we successfully establish a method as to how the project will run smoothly without displeasing either one of these. 
A project sponsor in itself is mainly the person who ideally came up with the project, the person who have provided the information, the plans and expectations. These can be many kinds of people within the workplace; managers, supervisors a partner or a team, in many occasions even the business owner can be the sponsor, in which occasion, everyone that is working on the project duly must report back to them. The sponsor is usually more involved,(1) they demonstrate more interest in the progress that is being carried out, they may ask you to generate approval of specific actions that are taking place and consistently monitor where the project is going. 
In this occasion, the project sponsor will be myself, the General Manager of MCS, as the idea was produced by me and it was my aspirations that brought it all together, I have been deemed responsible of ensuring that everything runs smoothly and that all is done correctly.
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The stakeholders, on the other hand tend to have more of a desire of where the project is going, the outcome of it and not where the project is at. These are generally combined of customers, employees, lenders, the community. They’ll be less involved in the project itself usually meaning you don’t have to ask for their approval or disapproval but you may still have to let them in on how the project will be contributing to the capitol, health and profitability of your business.
In this occasion, the stakeholders of this are our current clientele, customers that despite the difficulty, still hold contracts and loyalty with us, they tend to be more involved in knowing if the business will survive this deep downfall and how we are planning to continue to provide the services toward their own businesses.(3) The lenders of the company are also some who are entitled to know what is going on, how their capitol will be achieved back and therefore we also hold responsibility to them, whereas there are people such as family of employees who don’t require any communication toward them as to how this project may turn out.
Now that both the sponsor and the stakeholders have been identified, it is important that we understand the hierarchy among them who must be given most notice and who shall be given least, who is more involved and who’ll simply benefit from the general aspect of it. On slide page 5, you may be able to see the pyramid of hierarchy between these. 
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Scope (page 6)
According to the PMBOK: "Managing project scope is primarily concerned with defining and controlling what is and is not included in the project.” (4)Therefore, it makes it the common understanding between both stakeholders and project managers about the limits and expectations that go on in a new project. 
Scope in itself is a written document which is always used as a basis of most, if not all, project decisions along the way. 
The PMBOK recognizes 6 major scope management processes that are involved in both defining and managing a project's parameters. These of which you may find on slide page 6.[image: ]
The reason as to why SCOPE is so extensive yet so necessary within project management is the simple fact that everything needs boundaries, people tend to have different expectations of the same thing, therefore making it very difficult to achieve success when everyone has a different idea of what that may be. This is where scope comes in place, scope is where a common ground is reached, it’s usually best to be made as one of the first priorities of a project, where people may set out the rules and reasonable outcomes, therefore never extending nor spending overboard on something that has a precise limit to it. 
It is crucial to have this in place in every new project, it’s the best, most civil ways to ensure that a project will be well orientated and little confusion shall arise from it.

Tools & techniques of project management (page 7)
It is important to comprehend that it takes many aspects for a project to succeed, many steps and a lot of effort therefore, along the years of project management, many techniques have been acquired to help those who are managing a project to have more insight and less difficulty in doing so. 
A Gantt Chart is one of the mentioned techniques of project management that involves a visual chart, therefore making all the required information being visualised by a chart that has both the visual element among all the information. 
When setting up a Gantt chart it is essential that we need to have thought through all of the tasks that are involved within the project. Within this same process we will need to establish who will be held responsible for each task,(3) the time the task may take, and the risk assessment of what problems may inevitably arise from the task. 
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This critical thinking ensures that the oriented schedule is workable, realistic, that the correct people are assigned to the correct task and that they will be capable of going through with it whilst still ensuring what the workarounds will be if any problems or issues shall arise. 
The whole process itself helps you, as the project manager, successfully identify how the project is running, how long each task will take the order in which tasks are completed and how long the project itself shall take to be fully completed. It is deemed to be very beneficial in several aspects, especially when having to provide visual information to stakeholders in where the project is, what is being done and what still needs to completed. (5) It is a visual frame of the realistic expectations of where the project shall be at.  
Please view page * on the slideshow to view an example of a Gantt chart that will be used in order to complete the MCS project. 
Alongside the Gantt Chart, we also find another method which would be the CPM, The critical path method. This method is mainly combined of several steps in which need to be done within a specific order and time so that the project itself manages to get done in the timely manner. Based on this plan you can determine the duration of each stage of your entire project, therefore also having the end time result. 
Excel is an excellent tool in which you may use to create the Gantt charts, you may also create a graph for the CPM that will both calculate and demonstrated by excel. 
In order to successfully use the CPM technique there are some straightforward steps we must follow, (see slide page eight.) 
In conclusion, the CPM itself holds several advantages that includes prioritizing tasks, clear understanding of the time intervals of a project which also allows you to reduce the expected time of a project.(6) It both assesses risks and ensures that there is correct team member distribution whilst also keeping focus on the main goal that should be achieved.

Project Communication Methods (page 9)
Project communication may be one of the most essential aspects within project management, it is the art of knowing different variations of communication methods and therefore ensuring that the message you are trying to deliver is utmost received in the most effective manner among your colleagues. 
It is important to understand that each method should be used in regard to the context of the communications itself. Whether you would need to notify one person or if the entire group of the project shall be made aware. This may also result in how the individual who is receiving the feedback reacts or responds to the message itself. 
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Please view slide 9 in order to view how the communication process works. 
You can choose to use both emails and instant messengers when requiring more privacy when talking with an individual, the benefits of this is that these both systems hold a conversation history therefore,(7) if required, may be used to prove if a  message was delivered and how the individual responded to this.
You may use meetings when at the finish line of a point, when people have been made aware of the issue and know that a final decision will be taking place. As this is not a ‘behind the screen’ conversation, it provides more liberty among the stakeholders to honestly demonstrate how they feel toward an issue instead of getting misread between the lines of an email. 
You can use a form of ‘story telling’ in order to engage more with the stakeholders. When an occasion appears, if storytelling is viable, then it ensures that it is more likely that the person taking the message will relate more to it, whilst also believing that it isn’t anything personal as it could have happened to anyone as it has ‘apparently’ happened before. 
Body language is essential when communicating with someone, it demonstrates how you personally feel about the issue, if you’re confident or in doubt, if you are sure of the mistake and believe it needs to be rectified or if you simply thinks it is a one off thing that will not generate much of an impact on your surroundings. 
Now one of the most efficient methods I believe there are, is the personal agreement. When speaking with someone directly either if it’s through a phone call or a one on one meeting,(8) it may prove more efficient as the receiver takes it on directly, takes more responsibility and opens up more as they feel you are being fair and understanding by speaking with them on a more private scale instead of condemning them for their mistakes. 
It is important that the correct communication method is used so that yourself, as the project manager, does not get caught up in a communication loop where something takes the wrong, longer turn, due to the incorrect method of communication being used. 
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Benefits of project management (Page 10)
It is crucial that we understand the benefits of project management, what makes it such a powerful tool that brings tremendous advantages to businesses of all sizes. 
Project management provides your business with various techniques, tools, repeatable processes and guidelines in which help you to efficiently manage the tasks, people and expectations involved within your project. Effectively, project management promises you to have more control over your project, (7)the time it will take and more control over the budgets, methods and final expectation. It also establishes an effective communication system between the project sponsor and the stakeholders, ensuring a more profitable environment.  
(Please view page 10 for the list of benefits.)
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Characteristics of project managers
Being a project manager is not a job for anyone. To be a successful project manager, specific qualities need to be obtained by a person. 
When one sets off to be a project manager, it is essential that they have the effective communication skills for the jobs; this means that they are able to communicate with people on all levels, they are able to clearly and effectively explain the project’s goal and how each member will have the task that will overall lead to the goal itself. It’s the manner of speaking with someone, telling them what their responsibility, expectations are whilst still demonstrating respect and understanding toward them.
One must also hold strong leadership skills, they must be able to work well amongst the team whilst also being able to motivate and drive everyone within his surroundings to ensure that the performance is to a maximum so that their goals are achieved. 
There are always hard decisions to be made, instant choices that will give you a lifetime of consequences and for this reason it is essential that an effective project manager should be able to have decision making skills as the decisions never stop coming through, there’s no time for doubt in this title.
This may seem like a ‘modern’ aspect to the job, but a project manager must have an insight to technical issues, as most techniques and tools are based on an IT perspective, it is essential that a project manager is able to create, understand and build these systems and therefore ensuring they are in place. This will without a doubt ensure that things are running as smoothly as they should be. 
It is a key quality to be visionary and being able to share your vision with your team members. A strong Project manager is able to share his vision amongst his colleagues whilst also ensuring that they are being empowered by this and take this vision upon themselves.
As there are different cultured, different upbringings and different customs within a workplace, it is expected that not everyone will act and view things in the ways you believe to be correct. The way to overcome this is to ensure that the project manager is able to create a union with the team members and personally evaluating each person so that they are undertaking a task that will compensate positively on the whole team. 
It is a certainty that there will be constant pressure by the stakeholders on the project manager, therefore the project manager must be effective in being able to act under pressure, they must have the control over their emotions so that they are able to override any traits of insecurities that might affect their actions within the project managing itself. They must maintain grounded.
A good negotiator is able to reach the highest places, this is why it is highly effective that the project manager is a good negotiator. A good negotiator is able to work with much more than a physical value of something, they are able to work with people, with tasks and with time. (9) This is a key element in a project manager as they must find ways to ‘negotiate’ success for the project.
‘Don’t forget you’re still human!’ Everyone still has emotions, pressure and responsibilities, it is important that the team knows that they aren’t expected to act as robots, they should still feel that there is empathy from the project manager and that this comes to show that the project manager demonstrates that the project itself will be obtained by teamwork and not from a one man team. 
Lastly, a good manager has a clear view of what he is doing, he has his foot on the ground so that he knows where he is going and therefore can initiate new projects as well as face upcoming challenges and succeed through them, even if there is no easy way. 
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Organisational structures to support projects
It is key to understand that an organisational structure is what might either make or break your project as a whole. There are specific tasks or projects which will involve layers and layers of people, permissions and authority, this may make things difficult when a simple team member is trying to decide on what time something should be done, and then have to go all the way up the pyramid to get access. 
Functional Organisational Structure is a structure that the project manager along all  resources work within the same company division; marketing department, sales etc. In general, the functional manager will have a higher authority than the project manager. 
Although you will have less power as a project manager you will also uphold some benefits (you may find on slide page 12).
The Project organisational structure on the other hand provides the project manager to uphold responsibility on behalf of most, if not all, project team members. This mainly means that all the team members will report only and directly to the project manager, he who will therefore deal with the project sponsor or project board. 
(Please see slide page 13)
Then there is the Matrix Organisational Structure, where a lot of negotiation may occur as the team members may have to divide their reporting duties as they may have to report to both the division team manager and the project manager itself which implies an even larger layer of power and communication. 
(please see slide 14)
It may be hard for a perfect fit of an organizational structure for a new embedded project as it isn’t your everyday work of order, a complete new order is enforced and you may need to view which is best for your project. 
Within my project at MCS Cleaning Services, I have established that I, as the project manager, will have ultimate power. The reasons to this is that the team itself is no larger than eight employees, therefore being easier to manage and to sort things out in less layers of communication. All decisions need to go and be approved through me which will in long term help avoid any miscommunication and any misunderstandings among the team member themselves. 
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Types of project; the project life cycle, PRINCE2[image: ]
PRINCE2 is actually an acronym which stands for the following; 
PRoject
IN
Controlled
Environments. 
This methodology was updated in 1996, therefore making it the second version, hence the 2. Summarising, this principles states that a project must have a controlled start, middle and end for it to reach its best potential.
It fully states that throughout the project itself you should always be thinking on the return that the project is bringing you in regards of investment. Always being one step in front, noting and thinking if the project, at its current status is still living up to its potential. 
It also ensures that all team members learn from their mistakes, keeping a lesson log where all previous mistakes are stated inside. 
It’s also crucian that everyone understands what their responsibility is along what their teammates’ is so that there is respect and no confusion shall arise. 
The good thing about the PRINCE2 method is that as the project is broken into states, it makes to easier to evaluate and learn from any mistakes made from that stage, therefore reinstating if the project is on the right course to success. 
It is essential that the team understands that all tasks, schedules and day-to-day managements falls on the project manager, that the team itself shouldn't have accessibility to the project board. 
Quality is literally the best quality! The team should always bear in mind that all the resources for a high-quality project has been given therefore meaning they should work to the best of their abilities. 
Just take a note that it isn’t specifically necessary that you live the PRINCE2 to the letter, you may adapt it to suit your project best, as long as it covers the basic standards. 
(please see slide page 15 & 16)

Risk management techniques
[image: ]
Risk management of a project is of upmost importance when completing a job, it comes in handy to make sure that even to the worst risks you find a response, never to allow it to overwhelm or make you lose faith in where the job is going. 
Please see slide page 17.
It is important to comprehend that there can be both negative and positive risks within project management. What that means is that a negative risk is “that possibility of loss of injury”, the reality of this is understanding the potential problems that may arise and how to insure your project against these problems. 
A positive risk on the other hand may be certain things that happen but may result in something good, an opportunity more or less. It may overall have a positive impact on the project itself. 
The end goal of planning risk management is that it will document procedures for managing risks throughout the project, provides information for the team as a whole to see the suitable way to react to the risk and how to view this, whether as an opportunity or as a negative. 
The way of identifying risks it the process of comprehending what potential issues may arise to enhance something in particular within the project. You may find the tools and techniques for this on slide page 18.


Appreciation of soft skills
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Despite hard skills being a ‘MUST’ within the project management sector, soft skills may be found even more rewarding when realising how much they actually come in handy. The simplest of things may affect how your project overall comes to life.
As a project manager you are automatically seen as a leader to the team that you will be working with, therefore leadership is a very important aspect within the search of the efficient project manager. These characteristics include being boing professional yet understanding. Assuring that goals need to be set but also being realistic within the human limits and knowing that mistakes are bound to be made, but not risking the team member due to this. A good leader makes a good team. 
Motivation also falls under the leadership hat, being able to motivate your teammates, showing them their true capacity and making them believe that if they have been assigned to something, it’s because they are capable of it. That they are as important a member as the whole team itself. Motivation always keeps them going. 
Communication is one of the most important aspects of all these, good listening skills, engagement and speech is a key thing that you must have as a project manager. Know how to listen to the team, see where you may be failing, see where they may be failing and working together, always keeping a trail that communication was made so that no one feels as if you aren’t approachable, if this happens, the whole project will suffer as a consequence. 
Managing conflict is essential, as conflicts are inevitable, the best thing is to know how to approach, identify and solve these conflicts. View what can be solved on the surface and what may need more attention from you, what affects the team will always seem to affect the project. Make sure no one feels over worked, everyone should feel as though they have the correct amount of time to accomplish something. 
There MUST be trust building within the walls of the team, good leaders insist on this as it will most definitely provide a higher level of respect and loyalty. Being open about situations, problems, conflicts with the team, if they believe you are being transparent with them, they will in return be transparent with you. Always demonstrate a show of faith toward them, let them know that you believe they are capable of their duties independent of your nagging on them to do it. 
There are always decisions to be made, always! Therefore, you have to be a good decision maker, fast on your feet whilst also being considerate of the consequences the decisions may bring you, therefore being well grounded and considerate of the feelings of your team members, how others may be affected by this. 
ORGANIZATION is key! You must have, beside the management organisation techniques, an automatic checklist that enables you to remember how things should be happening, the order within them. You must be able to track multiple tasks, team members and deadlines. Time management is vital within this, where organisation will either build or break your project. 


Project closeout and termination
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When reaching completion of a project, it is important to realise that there are specific steps that need to be completed in order to perform a respectable closeout. 
(Please view slide page 19) 
The purpose of a project closeout is to ensure that all facets of the project has been concluded to the satisfaction of the managing board before team members start to lose focus on the goal. 
It is essential that we follow the phases of the closeout correctly as things such as team members may start to leave as they don’t understand that they might be needed till the closeout stages, or even functional managers tend to withdraw their team members thinking the ‘hard’ work has been done and now they won’t be needed. This all results in unresolved and incomplete issues arising, therefore making the job harder for those who haven’t been able to run away.
The project closeout is the first thing that shall be done. This is where either one or two team members are assigned to document that all tasks, duties etc have been completed. Complete a memo on each task, whilst reviewing, to ensure that nothing is left unmanaged, incomplete or without the appropriate final. 
We have to then ensure that the client closeout is done, which is when we receive the assurance that the client has accepted the deliverables and that they are efficiently pleased with the result of the project itself. This is important as the client must have had the opportunity to evaluate, test and review each aspect of the project. Their feedback is key to ensuring the project has reached its expectations. 
The next thing to perform is the organizational closeout, this is key to the organisation and financial aspect of the business. By selecting one member of staff to ensure that all equipment has returned to its designated place, that all resources required for the project has now been complete of its purpose. That all pending emails, appointments, scheduled events have been effectively completed and that overall, the invoices have been paid and there is nothing outstanding on the financial side of things. Preparing memos of appreciation to functional managers and other stakeholders is a subtask of this work package. In every memo, attempt to identify a unique contribution or help the team received for which the team is grateful. Write a memo to the project manager stating the results.
After this we need to ensure that the subcontractor closeout has been conducted. To accomplish this, we will need to determine that there are no outstanding duties for the subcontractors, they have completed all duties that have been dealt to them and have no outstanding issues with us. We then need to ensure all financial dividends have been settled with them and write a letter of appreciation for all their completed services and duties.
We have to then gather all risks, either positive or negative, and ensure that a final risk assessment has been performed. We must ensure that we list the following within the risk assessment; residual risks, deliverable transference, improper operation, training, maintenance, fielding, cash flow, organizational politics, constituency acceptance and legal risks. The report consists of the documents listed above plus a cover memo summarizing the findings.
We have to then finalize the project by providing a final report on it. (view slides)
Finally, we must conduct a team closeout, this includes providing a final lesson learned session, viewing the successes and things that could’ve been done in a different manner. Speaking about their own experiences and accounts on the project production and ensure that all these are a physical contribution to what will lead to the net result of the project. We must then write letters of appreciation to those who have been high performing, who have been noticed to have offered their best attempts at what they were working at. Don’t forget to celebrate, a last lunch, dinner, drink! Ensure that everyone feels extremely satisfied with the outcome and experience, let everyone feel your gratitude toward them. 

Conclusion
Finally, after all these different methods and techniques, specialised tools and reviews, through following the correct aspects and guidance it makes the difficult job of project managing, a tad easier. It is undeniable that the amount of preparation and research to be a successful project manager, is simply overwhelming, whether it’s trying to please the sponsor whilst keeping the stakeholders at bay, if all balanced in the correct liability, you won’t drown. 
In these unprecedented times, everything seems risky, difficult and, honestly, ‘too much’, but with a well-researched project, the correct methods and techniques along a generous structure, it may just save your business, and cost less than what it would’ve to give it up. 
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SCOPE OF PROJECT MANAGEMENT

1. Planning scope
management: A scope
management plan is created
based on input from the project
plan, the project charter, and
consultation with stakeholders.

2. Collecting requirements: A
requirements management
plan is created based on the
scope management plan plus
stakeholder

input. Interviews, focus group
discussions, surveys, and more
will be used to understand
requirements. This will all be
documented.

3. Defining scope: A project scope
statement is produced based on all
the requirements documentation
plus the project charter and the
scope management plan. This
definition will be the basis for all
project activity.

4. Creating the Work Breakdown
Structure: A Work Breakdown
Structure (WBS) is built

after analyzing the project scope
statement and the requirements
documentation. The WBS is basically
the entire project broken down into
individual tasks, and deliverables are

clearly defined.

5. Validating scope: Here,
deliverables are inspected and
reviewed. Either they're
accepted as complete or
further revisions are
requested.

6. Controlling scope: As the
project is executed, scope
must be controlled.
Performance reports are
compared against project
requirements to see where
gaps exist, which may result in
changes to the project plan.
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ORGANISATIONAL STRUCTURES TO SUPPORT
PROJECTS

PROJECT ORGANIZATIONAL
STRUCTURE

ADVANTAGES

e Teams can have a strong sense of identity. It is the easiest structure
within which to create a strong team culture.

e The whole team is focused on the team'’s goals, so conflict of loyalty
exists with the day job for the people working on the project.

e Resources are dedicated to the project, so it's much easier to
schedule work.

e Projects run in this structure are great environments for improving
your project management skills as well as more technical
leadership skills.
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ORGANISATIONAL STRUCTURES TO SUPPORT
PROJECTS

MATRIX ORGANIZATIONAL STRUCTURE

ADVANTAGES

e Resources are used efficiently and can move around between
projects as needed.

e You can work on lots of different things

e Teams and individuals can be very responsive. If a new project
comes along that has to take priority, it's easy enough to pivot and
suddenly focus on something else.

e The structure requires that everyone use the same project
management lifecycle and methodology, so moving between
projects is easy.
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PROJECT COMMUNICATION METHODS

EVERY COMMUNICATION METHOD IMPLIES
DIFFERENT LEVELS OF RESPONSIBILITY

1.Use Emails for Everlasting Trails: people are reluctant to share thoughts and
concerns in emails. They tend to keep it as formal as possible. it is not the best way
to get support and brainstorm

2.Instant Messengers to Warm up Engagement: deemed to be more private.

3.Meetings: an excellent place to make a final decision when everyone is on the same
page already. Use meetings to share information, sync up and generate ideas with
stakeholders.

4. Storytelling:Use stories to find a root cause of a problem. You can help people
visualize processes and activities. You can explain “how could it happen” in a more
vivid way.

5.Body Language: Your body translates lots of additional information while you are
speaking. use your hands to help you explain concepts. Keep eye contact. Control
your posture to communicate confidence.

6.Personal Agreements: delicate problems can be solved this way. You can find out a
lot of useful information in private talks.
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RISK MANAGEMENT TECHNIQUES

Brainstorming: This starts with reviewing the project documentation, looking over historic
data and lessons learned from similar projects, reading over articles and organizational
process assets. Anything that can provide insight into issues that might occur during the
execution of the project. Once you've done your research, start brainstorming

Root Cause Analysis: a systematic process used to identify the fundamental risks that are
embedded in the project. This is a tool that says good management is not only responsive
but preventative.

SWOT: To apply this tool, go through the acronym. strengths, weaknesses, opportunities,
threats,illustrate your findings in a four-square grid. The top of the square has strengths to
the left and weaknesses to the right. Below that is opportunities to the left and threats to
the right.

Risk Assessment Template for IT: a numbered listing of the risks, to keep them in order, and
then an out that risk is and the control environment. The spreadsheet has a built-in
calculator that figures out the likelihood of a risk in fact occurring and then multiples that
against the impact it would have on the project or the organisation.
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APPRECIATION
OF SOFT
SKILLS

1.Leadership: tasks and goals should be clearly defined and understood
by everyone on the team along with assigning tasks based on each
team member’s capabilities, is the responsibility of a leader.

2.Motivation: as a manager it is important to understand what their
motivations are for each team member so as to tap into that and
influence their behaviour in a positive way.

3.Communication: Open and honest communication from top-level

leadership helps result in the same communication and trust from all
other members of the team.

4. Conflict Management: When managed well, a conflicting situation
has the potential to bring team members together and make them
more focused on achieving the overall objectives of the project.

5. Trust Building: Having faith that cohorts will fulfill their duties with
skill and speed while providing honest feedback helps create a sense
of trust between team members.

6.Decision Making: During the decision-making process, managers
should always consider how others will be affected, and when in
doubt, consult their peers or colleagues.

7.0rganization: A good candidate can track the multitude of tasks,
issues, action items, milestones and decisions, all while ensuring
accountability.
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BENEFITS OF PROJECT MANAGEMENT

- e improve your chances of achieving the desired result

e gain a fresh perspective on your project, and how it fits with your
business strategy

e prioritise your business’ resources and ensure their efficient useset the
scope, schedule and budget accurately from the start

e stay on schedule and keep costs and resources to budget

e improve productivity and quality of work

e encourage consistent communications amongst staff, suppliers and
clients

e satisfy the various needs of the project’s stakeholders

e mitigate risks of a project failing

e increase customer satisfaction

e gain a competitive advantage and boost your bottom line
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ORGANISATIONAL STRUCTURES TO SUPPORT
PROJECTS

PROJECT ORGANIZATIONAL STRUCTURE

DISADVANTAGES

e Having a team dedicated to one project is an expensive
commitment. It tends to be an option only on big projects.

¢ If you remove people from their functional jobs, they might find it
difficult to go back, especially if the project is long.

e Sometimes closing a project can mean losing your job if the
business has moved on.

e Project managers in this type of structure do line management for
their teams, too, which means spending time and effort on human
resource tasks you wouldn't have to do in other structures.
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TYP ES OF p ROJ ECT; 1. Continued Business Justification;

A project must make good business sense. There needs to be a

TH E p ROJ ECT LI FE clear return on investment and the use of time and resources

should be justified.

CYC LE, p R I N C Ez 2. Learn from Experience

Project teams should take lessons from previous projects into
account. A lessons log is kept updated for this purpose.

3. Define Roles and Responsibilities

Everyone involved in a project should know what they and others are doing. This includes knowing who the
decision makers are.

4. Manage by Stages

Difficult tasks are better off broken into manageable chunks, or management stages.

5. Manage by Exception

A project running well doesn’'t need a lot of intervention fromn managers. The project board is only informed if
there is or might be a problem.

6. Focus on Products

Everyone should know ahead of time what's expected of the product. Product requirements determine work
activity, not the other way around.

7. Tailor to the Environment

PRINCE2 can be scaled and tailored. Projects that adapt PRINCE2 to their needs are more likely to succeed
than projects that use PRINCE2 dogmatically.
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OPEN PROJECT SPONSORS, STAKEHOLDERS

SPONSOR

an individual with overall
accountability for the project.
Provides business context, expertise,
and guidance to the team.

“selling” and marketing it
throughout the organization to
ensure capacity, funding, and priority
for the project.

Acts as an additional line of

communication and observation
with team members, customers, and
other stakeholders.

Acts as the link between the project,
the business community, and
strategic level decision-making
groups.

STAKEHOLDERS

e anyone with an interest or investment in your project.

e Internal stakeholders; people or groups within the
business, such as team members, managers, executives
etc.

e External stakeholders are; people or groups outside the
business. This includes customers, users, suppliers, and
investors.

Power-Interest Grid

a

High
Keep Manage
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]
2
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PROJECT CLOSEOUT AND TERMINATION

T)Perform project closeout

2

)
)

Perform client closeout

3)Perform organizational closeout

4)Conduct subcontractor closeout

6

)
)
)

5)Perform final risk assessment

Werite project final report or briefing

7)Conduct team closeout
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TOOLS & TECHNIQUES OF PROJECT MANAGEMENT
CRITICAL PATH METHOD

The CPM calculates the longest
path of planned activities to the
end of the project, and the
earliest and latest that each
activity can start and finish
without making the project
longer.

This process determines which
activities are “critical” (i.e., on the
longest path) and which have

Critical Path = 4 Days “total float” (i.e., can be delayed
without making the project
longer).

1.Break Down the Project: List all the tasks needed to complete the project.
2.Estimate Task Duration: how long each task will take.
3.Determine Task Dependencies: when one task cannot start until another one has been finished.

4.Add Milestones: Having milestones helps to keep you on track, so you can make sure you're
meeting your baseline schedule.
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CHARACTERISTICS OF PROJECT
MANAGERS

1. Effective communication skills; a 6. Team-building skills; give each
good communicator so that he can of them the importance they need
connect with people at all levels. by focusing on their positive traits,
2. Strong leadership skills; being able to  has to be fair and just in the way
motivate his team and drive them to he treats them.

maximum performance so that they can 7. Cool under pressure; be

achieve their goals consistently grounded so as not to
3. Good decision maker; there will ose himself and adversely affect
always be decisions that need to be his relationship with the team.
acted on 8. Good negotiation skills; to settle
4. Technical expertise; needs to have the issue and maintain harmony.
sound technical knowledge to 9. Empathetic; It includes
understand the issues that are related to understanding the needs of the
the technical aspect. project and its stakeholders.

5. Inspires a shared vision; A visionary 10. Competence; knows what he is
person can lead his people to the right doing, initiates new projects as
direction as well as easily adapt to the well as face their challenges.

~chanaec that came in the \wwav
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ORGANISATIONAL STRUCTURES TO SUPPORT
PROJECTS

FUNCTIONAL ORGANIZATIONAL STRUCTURE

ADVANTAGES

o works well for small teams and small projects because the function has full
control over the team members.

e You can easily access the experts you need because they are in the same
functional area.

e It's quick to get everyone together to resolve problems related to the
project.

e You can limit the project coommunications tools.

e enthusiastic team members who are keen to work on the project because
it provides them with career opportunities.

e |f you are handing the project over to a functional team, it will be the
functional team you work in, which can make closing a project easier.
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TOOLS & TECHNIQUES OF PROJECT MANAGEMENT
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GANTT CHARTS

1.Know what's going on in your
projects
2.Improved commmunication and
team cohesion
3.Avoid resource overload
4. Measure the progress of projects
5.See overlapping activities and
task dependencies
6.Experience more clarity
7.Practice better time
management
8.Work with remote team
members and motivate them
9.Create a sense of accountability
10.Boost flexibility
T.Promotes transparency
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MCS Cleaning Services Ltd Presents

PAY AS YOU GO
| Cleaning Services:
D The safe, easy way to
J keep your property
clean and guilt free!
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OPEN PROJECT SPONSORS,
STAKEHOLDERS AND SCOPE
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