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BSBPMG516 
Manage project information and communication


	PRACTICAL ASSESSMENT INSTRUCTIONS

· The following practical assessment will require the participant to complete work related activities.
· Observations will be conducted of the participant’s work to determine whether they display sufficient practical skills and knowledge.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that the assessor provided clear instructions and the participant understood what was required to complete this assessment.
· The assessor may substitute a Practical Task with another task of equal value.
· Alternate tasks must be fully documented by the assessor.




	Participant name
	Justin Thomsen

	

	

	Participant signature
	



	Assessor name
	Adam Treade

	

	

	Assessor signature
	



	Date
	9/04/2021




	Number of tasks
	Number of tasks completed
	Satisfactory?

	1
	
	Yes
	No

	
	
		



	ASSESSOR COMMENTS

	


	BSBPMG516
Manage project information and communication

	Practical Task 1

	Description of task:
A suitable observer is to verify the participant’s ability to plan, implement, maintain and review information and communication management systems and processes. The participant is required to link people, ideas and information at all stages in the project life cycle, ensuring timely and appropriate generation, collection, dissemination, storage and disposal of project information through formal structures and processes. 

These tasks may be simulated or real. The participant is to gather evidence of how they have completed each component of the Practical Task, which is to be submitted with this Practical Assessment sheet. The observer is to provide detailed comments on the tasks completed by the participant. The assessor is to verify the observer’s comments in the Assessor Comments section, and provide the Practical Assessment outcome on the front cover of this document.

	Resources required: 
Project documentation, Computer.

	Assessment of task

	Name of participant:
	Justin Thomsen

	Name of observer:
	Adam Treade

	Role of observer 
(Confirm suitability to sign)
	supervisor

	Email address of observer
	atrede@fredon.com.au

	Signature of observer:
	
	Date:
	11/04/2021
	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Plan information and communication processes

	1.1A.  [bookmark: _Ref523831893]Using input from stakeholders, identify, analyse and document information requirements – ensuring:
· Consideration of alternative communication methods, media and systems, and their application on various projects
· Use of clear language in verbal and written interactions with stakeholders
· Consideration of non-verbal communication 
· Use of active listening and questioning to confirm understanding and agreement
	
	1.1B.  [bookmark: _Ref523831896]Within delegated authority, develop an agreed communication management plan to support achievement of project objectives.
	
	1.1C.  [bookmark: _Ref523831943]Establish and maintain a designated project-management information system to ensure quality, validity, timeliness and integrity of information and communication. 
	
	2 Implement project information and communication processes

	1.2A.  [bookmark: _Ref523831947]Manage generation, gathering, storage, retrieval, analysis and dissemination of information by project staff and stakeholders.
	
	1.2B.  [bookmark: _Ref523831950][bookmark: _Ref387224637]Implement, modify, monitor and control designated information-validation processes to optimise quality and accuracy of data. 
	
	1.2C.  [bookmark: _Ref523831954]Implement and maintain appropriate communication networks.
	
	1.2D.  [bookmark: _Ref523831957]Identify and resolve communication and information-management system issues.
	
	3 Assess information and communication outcomes

	1.3A.  [bookmark: _Ref523831961]Finalise and archive records according to agreed project information ownership and control requirements.
	
	1.3B.  [bookmark: _Ref523831964]Review project outcomes to determine effectiveness of management of information and communication processes and procedures.
	
	1.3C.  [bookmark: _Ref523831967]Identify and document lessons learned and recommended improvements for application in future projects. 
	
	The participant’s performance was:  Satisfactory     Not Satisfactory



	OBSERVER COMMENTS

	1.1a) Through the stakeholder analysis in the project management plan, we were able to understand the specific needs of individual stakeholder’s communication requirements.
1.1b) communications plan, in the project management plan, demonstrates the methods how each stakeholder is to be comminated. It also outlines key messages that each stakeholder is responsible for communicating on the project and the timing of the communications.
1.1c) it is a combination of the stakeholder Analysis, the communications plan and the communications requirements analysis that clearly outline the stakeholder communication process. The stakeholder analysis highlights the stakeholder’s specific needs and timing considerations, while the communications plan focuses on specific communication methods to be implemented.
1.2a) information is managed by documents like lessons learned where project knowledge is stored for use on future projects. The risk brainstorming worksheet is an appropriate tool to be used at the commencement of the project to gather and disperse information among the project team. The storage and retrieval of this information is easily accessed by any of the project team at any time through company servers. 
1.2b) tools like the variation register control the input to the project and aid in optimising the financial status of the project. The risk register draws attention to any potential hazards and how they can be avoided across the project., and the project status report is a strong tool to monitor the project and quality output.
1.2c) communication networks are clearly opened with weekly team meetings and weekly site subcontractor meetings. Information from these meetings is combined to announce as required to the workforce in prestart and toolbox meetings.
1.2d) Any information issue has been negated with pre project training in the use of company software to be implemented on this project. This involved the whole project team.
1.3a) the formal acceptance and closure templet in the project plan is a good closing out document with areas for all stakeholders to sign that they have accepted the project’s completion.
1.3b) lessons learned combined with the quality audit templet were all discussed in team meeting.  Both were reviewed and team inputs noted. All information store for review on next project.  
1.3c) there are 2 lessons learn in the project plan. one being the difficulty found when installing light fittings. This has been assessed and methods have been introduced to comprehend this problem on the next project, being modifying the fitting at a manufacturing stage. The second lessons learned focusses on the procurement stage. This was a positive lesson to take to the next project. Here procurement was streamlined by the involvement with the manufacture and the wholesaler in the delivery of product to site. By having the wholesaler aware of the project timeframe, deliveries were statically stage to be onsite at a particular time in the project, avoiding product sitting onsite and not being installed (potentially getting damaged). This overall had the impact of a more streamlined delivery of the product to the workface.   
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