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‘y RITTEN QUESTIONS \

Part 1 — Manage Project Human Resources

1. Consider the following methods or processes involved in Human Resource
Management (HRM). In your own words, briefly discuss each.

Do not exceed fifty (50) words for each discussion.

HRM Methods

Discussion

Develop human resource
plan

Developing the human resource plan is the process of
identifying and documenting project roles,
responsibilities and required skills, reporting
relationships, and creating a staffing management
plan. Human resource planning is used to determine
and identify human resources with the necessary
skills required for project success.

Acquire project team

Acquiring the project team is the processes of
confirming human resource availability and obtaining
the team necessary to complete project assignments.
The project management team may or may not have
direct control over team member selection because of
collective bargaining agreements, use of
subcontractor personnel, matrix project environment,
internal or external reporting relationships, or other
various reasons.

Develop project team

Developing the project team is the process of up-
skilling, improving team interaction and team
environment. Overall, this will improve project
performance. Project managers should obtain skills
the knowledge to identify, build, maintain, motivate,
lead and inspire project teams to increase
performance and achieve project success.
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Managing the project team is the process of tracking
team member performance, providing feedback,
resolving issues, and managing changes to optimise
Manage project team project performance. The project management team
observes team behaviour, manages conflict, resolves
issues, and appraises team member performance.

2. The following are strategies for managing human resources. Match each

strategy to its correct description.

Write the letters that correspond to your answers in the spaces provided.

Strategy HR management Description

. A strategy involving projecting labour

B Conflict resolution needs and the effects they’ll have on an
organisation, or a project.

. A strategy employed for two or more

A HRM forecasts parties to find a peaceful solution to a

disagreement among them.

Learning and

The process of attracting individuals on a
timely basis, in sufficient numbers and
with appropriate qualifications, to apply
for jobs with an organization.

. An organisational strategy that

articulates the workforce capabilities,
skills or competencies required to ensure
a sustainable, successful project and that
sets out the means of developing these
capabilities to underpin performance
effectiveness.

D development strategies
E Performance monitoring
C Personnel recruitment

. A strategy involving assessing progress

towards meeting performance and
project objectives; sharing feedback on
progress relative to the project goals.
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3. Select two (2) strategies for HR management outlined in Written Question 6.
Provide at least one (1) example or situation relating to project management
in which they are best applied.

Complete the table below.

Application

HR .
management strategy (provide at least one (1))

A strategy involving projecting labour
HRM forecasting needs and the effects they’ll have on an
organisation or a project.

A strategy involving assessing progress
towards meeting performance and
project objectives; sharing feedback on
progress relative to the project goals.

Perfomance monitoring

4. Outline three (3) processes for measuring individuals’ performance against
agreed criteria and briefly explain each.

Do not exceed 100 words for each process you outline.

Assessment Workbook 3 Version No. 1.01 Produced 18 October 2018
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a.

One process that can be used to measure individuals’ performance is asking
project team members to use self-monitoring tool, such as project plans,
checklists, and activity logs to help them track their progress. These tools
help team members monitor whether they are meeting goals and deadlines
that are set in a project plan. By using these tools, members can also note
contemporaneously exactly what they are working on all day, and they can
also note whether a particular activity, assignment or task is completed.

Another process of measuring individuals’ performance is reviewing work in
progress on a regular basis. This can be done in different ways such as spot-
checks, review of end products, observing how a team member works, and
even casually asking a team member on how a particular assignment is
going. It is not necessary to actually keep track of everything every member
does, however, random samples of work collected on a regular basis creates
a form of monitoring that will get them to keep closer track of their own
work.

Project managers can also measure individuals’ performance through a
performance review or appraisal. A performance review is a systematic and
periodic process that assesses the member’s performance and productivity
in relation to certain pre-established criteria.
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5. Consider the strategies or techniques used for managing and improving team
performance. Match each strategy or technique to its correct description.

Write the letters that correspond to your answers in the spaces provided.

Discussion

Focuses on building life skills of the
individual with no specific agenda. The
returns are learning and affirmation.

. These are used to stay in touch with the

work and attitudes of project team members.
The project management team monitors
progress toward project deliverables,
accomplishment that are a source of pride
for team members, and interpersonal issues.

Objectives for conducting these during the
course of a project can include clarification
of roles and responsibilities, constructive
feedback, discovery of unknown or
unresolved issues, development of individual
training plans, and establishment of specific
goals for future time periods.

Strategy / technique
B Observation and
conversation
C Project performance
appraisals
D Coaching
A Mentoring

. Focuses on performance of tasks with a

specific agenda that comes with the job. The
returns are improved teamwork or
performance.
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Part 2 — Manage Project Procurement

1. Consider the following procedures involved in project procurement. Match
each procedure to its correct description.

Write the letters that correspond to your answers in the spaces provided.

General feature Description

a. It is the process of completing each project
procurement. It also involves
administrative activities such as finalising
open claims, updating records to reflect
final results and archiving such
information for future use.

C Plan procurements

b. It is the process of obtaining seller
responses, selecting a seller, and awarding
a contract. In this process, the team will
receive bids or proposals and will apply
previously defined selection criteria to
select one or more sellers who are qualified
to perform the work and acceptable as a
seller.

B Conduct procurements

c. This is the process of documenting project
purchasing decisions, specifying the
approach, and identifying potential sellers.

.. It defines those project needs which can be
Administer ..
D procurements best be, or Ir}ust be, met by acquiring
products, services, or results outside the
project organisation, against those project
needs which can be accomplished by the
project team.

d. This is the process of managing
procurement relationships, monitoring
contract performance, and making changes
and corrections as needed.

A Close procurements

Assessment Workbook 3 Version No. 1.01 Produced 18 October 2018
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2. The following are general features of a procurement management plan.
Match each feature to its correct description.

Write the letters that correspond to your answers in the spaces provided.

General feature

Description

Contract management
process

. This includes details of procurement (both

contractors and purchases) needed for the
project; as well as the selection criteria
needed for each resource (this may be
provided in the appendices if substantial).

Resources to be
procured

These include details of the communication
arrangements of procurement to stakeholders;
as well as the responsibilities for staff and
team members when dealing with contractors.

Responsibilities to
contractors

Discusses the procedures for probity and
project governance constraints of the
procurement for this project.

C Probity and project
governance constrains

. This includes information of the

procurement process, from the
identification of the need for procurement
through to the procurement process itself
and how successful contractors are
selected.

3. List at least five (5) criteria that can be used to select vendors or suppliers.

a. Capacity performance
b. Qualifications

c. Availability

d. Background check

e. Price
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4. The following are documents required in the procurement process of the
project. Match each document to its correct description.

Write the letters that correspond to your answers in the spaces provided.

Documentation

Description

Procurement
management plan

These document the conclusions reached
regarding what project products, services,
or results will be acquired from outside
the project organisation, or will be
performed internally by the project team.

Change requests

These are often included as part of the
procurement documents. These are
developed and used to rate or score
seller / contractor / vendor proposals, and
may be objective or subjective.

Make-or-buy decisions

This documentation describes how the
procurement processes will be managed
from developing procurement documents
through contract closure. This
documentation may include guidance for
but not limited to types of contract to be
used, risk management issues, managing
multiple suppliers, etc.

Source selection criteria

These are proposals to expand or reduce
the project scope, modify policies,
processes, plans, or procedures, modify
costs or budgets, or revise schedules.
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5. Consider the structure of a contract. The following are sections that should
be included in both the preamble and the schedules of any part of the
contract.

Write P if the section is to be included in preamble of the contract and write
S if the section is to be included in the schedules of the contract. Write your
answers in the spaces provided.

P a. Governing law and jurisdiction

S b. Agreed schedule.

S c. Agreed payments.

P d. Insurance

S e. Agreed HR requirements (actual people, qualifications, etc.).
S f.  Any allowed subcontracting arrangements.

P g. Confidentiality

P h. Intellectual property

S i.  Agreed quality standards.

P j. Restraint

P k. Conflict of interest

P l.  Subcontracting

S m. Reporting and meeting requirements.

P n. Variation

P 0. Warrantee

S p. Anyrisk management activities the contractor is responsible for.
P q. Termination

S r. Description of work.

6. The following are general conditions of the contract. Match each condition
to its correct description.

Write the letters that correspond to your answers in the spaces provided.

General conditions Description

Assessment Workbook 3 Version No. 1.01 Produced 18 October 2018
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Variation

Covers the copyright ownership of any
written or artistic materials produced
during the course of the project. In nearly
all instances, ownership of copyright is
given to our organisation, but this must be
specified in the contract.

Intellectual property

Covers the closure of the project. It also
contains what happens if the contract is
ended before the deliverables have been
produced.

Restraint

This refers to the change management
process. The contract should stipulate that
all contract changes go through the formal
change management process.

Conflict of interest

There may be a clause preventing the
contractor engaging in related activities
for a set period of time following the end
of the project. This is not as common for
contractors as it is for employees.

Warrantee

This prevents the contractor from
performing activities that may damage the
interests of your organisation.

Termination

Statement indicating the contractor will
perform the services with reasonable care
and skill, and that the intellectual
property rights of any third party are not
infringed. There may also be a warrantee
period listed for a product post-delivery.
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7. Consider the legislation, codes and national standards relevant to types of
contract and associated procurement processes.

a. List the relevant federal legislation applicable to contract law.

b. List at least two (2) other pieces of legislation relevant to your
contractor.

Competition and Consumer Law Act 2010
Corporation Act 2001

Fair Work Act 2009

Work Health and Safety Act 2011

e oo

8. Which of the following statements are true regarding the Contract Law?

Select all that apply.

Contract law encompasses any laws or regulations directed toward
enforcing certain promises.

A verbal agreement or contract is as reliable as a written contract.

A contract is an agreement between two parties — either between two
individuals, an organisation and an individual, or two organisations.

Terms in the contract may be considered unfair when one party decides it is
unfair.

The first requirement for a valid contract is an agreement between two or
more parties.

The Australian contract law is divided into five categories including
X | formation, scope and content, avoidance, performance and termination,
and remedies.

It is recommended that all project contracts need to be in writing to save
any confusion.
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9. Consider the probity and project governance constraints that relate to
project procurement in a project provided below.

a. In your own words, briefly discuss how each constraint relates to
project procurement. Do not exceed fifty (50) words for each
discussion.

b. For each constraint, include at least one (1) specific example or
situation in your current industry or an industry you would most

likely work in.
Problt.y and Provide at least one (1)
project c c c .
Discussion industry-specific example or
governance A
c situation
constraint
When evaluating, recruiting
and selecting team members
and suppliers/contractors, A potentiol employees medical
Ethical project managers must remain | information must remain
behaviours | independent. Privacy and confidential if it is disclosed the
confidentiality must be the project manager.
maintained during the selection
process.
The project manager doesn’t
usually have the authority to A sub-contractor is needed to
enter into contracts on behalf of .
. complete the project. The
.. the company and in turn, g .
Limits of . contracts team will negotiate
. usually not required to
authority . and select the sub-contractor
administer the contracts once . .
e prior to the project manager
they’re in place, although are being involved
still required to have the 5 '
knowledge of the contract.
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Part 3 — Manage Project Stakeholder Engagement

1.  Consider the different project stakeholders listed below. In your own words,
discuss each project stakeholder in terms of the following;:

a. The project stakeholder’s interest in the project

b. The project stakeholder’s expectations of the project

c. What is expected of the project stakeholder

Complete the table below.

Stakeholder

The project
stakeholder’s
interest in the
project

The project
stakeholder’s
expectations of the
project

What is expected of
the project
stakeholder

Project sponsor

Provide funding for
the project -
usually the owner

To recieve a quality
product, in their
desired timeframe

Provide funding
when required and
take over the
project on
completion

Project manager

Ensuring the
project deliverables
are met.

To ensure the
project is
supported, as
required, by the
project sponsor

To ensure that the
project is delivered
in effectively in a
timely and efficient

to team members.

and supporting
tasks.

and senior matter.
management.
Responsible for the El};i[;he?go] ect
Proiect team deliver of N rog riatel To completed the
) individual tasks ppropriate’y tasks required to
member(s) . communicating . .
along with support . finish the project.
to team members and supporting
* | tasks.
Responsible for the ?nlzli[;heiri);oj ect
deliver of a rog satel To completed the
Contractors individual tasks cgglmll)micat?n tasks required to
along with support 5 finish the project.
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Procurement

Provide the process is To deliver
Suppliers materials required | completed materials required
pp to complete the correctly and to complete
project. supported by the individual tasks.
project manager.
The finished
The end user Benefits from the | product meets n/a
finished product. | their needs and
requirements.
PI‘OV}deS the The produres and . .
required . To provide advice
. deliverables of the .
. standards/laws in . on compliance
Regulatory bodies project meet the .
regards to the C Toge requirements as
sality of the relevant legislation required
quality and standards. q '
product.
The ensure the Tl?os.ggpr?lgt;:eer in
Corporate project is ProJ 148
. . . all 10 functions
Senior executive | governance of the | completed with a
. " throughout the
whole project. profit to the .
complany entirety of the
’ project.
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2. Consider the different levels of stakeholder engagement below. In your own
words, briefly describe each.

Do not exceed fifty (50) words for each discussion.

Stakeholder
engagement levels

Discussion

Unaware

The stakeholder is not aware of the project or its outcomes. If
sufficient effort is expended in identifying stakeholders, your
projects should ideally not have stakeholders who are
unaware of the project or its potential benefits and impacts.

Resistant

The stakeholder is aware of the project but does not support
it. These stakeholders are aware of the project, of its
potential impacts but are resistant to change. Stakeholders
classified at this engagement level can seriously jeopardise
the project deliverables. It is all the more problematic if the
stakeholders who are resistant are also those who have a high
power or influence over the project.

Neutral

The stakeholder is ambivalent about the project and its
outcomes. Stakeholders having this level of engagement are
aware of the project but are neither supportive nor resistant.
In most scenarios, not much will be required to be done here
except when the neutral stakeholders have been identified as
having high power or influence over the project.

Supportive

The stakeholder feels favourable about the project and its
outcomes. Stakeholders are aware of the project and are
supportive of changes. This should be the desired
engagement level of most stakeholders.

Leading

The stakeholder is actively engaged in promoting the project.
Stakeholders are aware of the project and its potential
impacts and are actively engaged in ensuring the success of
the project. Stakeholders with high influence on the project
should ideally reach this level of engagement
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3.

Consider the different methods, tools, and techniques used in stakeholder
engagement provided below. Match each to its correct description.

Write the letters that correspond to your answers in the spaces provided.

Methods, tools, and
techniques

Description

Stakeholder analysis

To ensure comprehensive identification
and listing of stakeholders, judgement
should be sought from groups or
individuals with specialized training or
knowledge on the subject area such as
senior management, SMEs, and others.

Expert judgement

This is a method of systematically
gathering and examining quantitative
and qualitative information to determine
whose interests should be taken into
account throughout the project. It
identifies the interest, expectations, and
influence of the stakeholders and relates
them to the purpose of the project.

Interpersonal skills

These involve the act of directing and
controlling a group of people for the
purpose of coordinating and
harmonizing the group towards
accomplishing project objectives.

Communication methods

These include skills in building trust,
resolving conflict, active listening, and
overcoming resistance to change to
manage stakeholder expectations.

Management skills

These involve the act of sharing
information among project stakeholders
and they can be broadly be classified into
interactive, push, and pull.
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4. List four (4) management skills that can be utilised in stakeholder
engagement.

a. presentation skills

b. negotiating

c. writing skills

d. public speaking

5. List four (4) common problems relating to project management that lead to

variances in stakeholder engagement.

a. Incorrect or misleading content.
b. Missing reports.
Stakeholder complaints.
d. Untimely distribution.
6. The following are key components of stakeholder engagement. Match each
key component to its correct description.
Write the letters that correspond to your answers in the spaces provided.
Key Component Description
Stakeholder a. Plan out each con.sulta{tlve
. . mechanisms, consult inclusively,
G Identification and
. document the process, and
Analysis .
communicate follow-up.
b. Involve directly affected stakeholders
in monitoring project impacts,
F Information Disclosure mitigation and benefits, and involve
external monitors where they can
enhance transparency and credibility.
c. Establish accessible and responses for
A Stakeholder stakeholders to raise concerns and
Consultation complaints about the project
throughout its life.
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Negotiation and
Partnerships

. Build and maintain sufficient capacity

within the company to manage
processes of stakeholder engagement,
track commitments, and report on
progress.

Grievance Management

For controversial and complex issues
enter into good faith discussions that
satisfy the interest of all parties. Add
value to impact mitigation or project
benefits by forming strategic
partnerships.

Stakeholder Involvement
in Project Monitoring

Communicate information to
stakeholders early in the decision-
making process, in ways that are
meaningful and accessible, and
continue this communication
throughout the project life

Reporting to
Stakeholders

Invest time in identifying and
prioritizing stakeholders and assessing
their interests and concerns.

Management Functions

. Report back to stakeholders on

environmental, social and economic
performance both those consulted and
those with more general interests in
the project.
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7. Which of the following are key principles of stakeholder engagement?

Select all that apply.

Relationship: Try to engender trust with the stakeholders. Seek out
networking opportunity.

Remember, they are human: Operate with an awareness of human
feelings.

Take responsibility: Project governance is the key of project success.
It's always the responsibility of everyone to maintain an ongoing
dialogue with stakeholders.

Celebrate success: Ensure that all other project stakeholders are
aware of your accomplishments.

Consult, early and often: Always ask the right questions to get the
useful information and ideas. To engage their support ask them for
advice and listen how they feel.

Understand what success is: Explore the value of the project to the
stakeholder.

Communicate: Before we are aiming to engage and influence
stakeholders, it's crucial to first seek to understand. To ensure
intended message is understood and the desired response achieved.

Simple but not easy: Show your care. Be empathetic. Listen to the
stakeholders.

Quantity over quality: The more project stakeholders in involved in
the project the more chances of ensuring the project’s success.

Plan it: Time investment and careful planning against it, has a
significant payoff.
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Part 4 — Manage Personal Work Priorities and Professional Development

1. Discuss the principles and techniques involved in the management of
organisation by completing the table below.

Further guidance is provided in the table.

behaviour.

Simply put a project manager
needs to have strong
leadership skills.

Aspects in Provide a brief description of | Provide at least (1)technique
management of | the principles behind this you would use to manage this
organisation. aspect: aspect in your own workplace:
Performance measurement is
the process of collecting,
analysing and/or reportin .
Performance . Y g / .p 5 The volume of materials
information regarding the .
measurement 2 shifted.
performance of an individual,
group, organisation, system
or component.
As the primary point for all
stakeholders, project
managers need to have some | g, ow strong integrity — to
strong qualities of personal | «yalk the talk”. Serving the
Personal behaviour

interests of the team, not own
self-interests.

Self-awareness

Self-awareness is the capacity
for introspection and the
ability to recognise oneself as
an individual separate from
the environment and other
individuals.

Perform daily self reflection
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Identification of
your own personality

The ability to indentify your
own actions attitudes and
behaviours. Including the
openness to experience,

Having an understanding of
the Myers-Briggs indicators of
yourself and your team
members can be very useful in
understanding the dynamics

personality traits of
your team member

openness to experience,
conscientiousness,
extraversions, agreeableness
& neuroticism.

traits conscientiousness, of the group. Though it’s not
extraversions, agreeableness always a good idea to put
& neuroticism. people into “boxes”.
Having an understanding of
The ability to indentify your | the Myers-Briggs indicators of
own actions attitudes and yourself and your team
Identification of the | behaviours. Including the members can be very useful in

understanding the dynamics
of the group. Though it’s not
always a good idea to put
people into “boxes”.

Setting your own
goals

Setting goals for personal and
team/company development
using techniques such as the
SMART method, Specific,
Measurable, Attainable,
Realistic and Time-targeted.

Using the SMART method
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Managing your time

Time management is
absolutely essential for
project managers.You will
need to get into a routine that
will allow you to manage your
time well.

Stay focused on the big
picture. As the old saying
goes, don't sweat the small
stuff, that's the job of the
various project personnel
hired to bring the project to
completion. Putting undue
attention on relatively
insignificant aspects of the
project can also quickly bring
the project off schedule.
Experienced project
managers know where they
can “let go” versus knowing
which things demand their
attention.

Your personal
development plan

Creating a personal
development plan to actually
achieve the goals that you
have personally set yourself or
the goals of the project you
are undertaking.

Visualise where you would
like to be in say one or five
years’ time. What would you
like to be doing? What role
would you like to be in? What
do you hope to have
achieved?
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2. Write a two-year plan for your personal development of your own
management skills.

Your plan must be of between 200 — 400 words in length.

Guidance: Ensure that you set goals that are S-M-A-R-T (specific,
measurable, attainable, realistic, and timely) and that you include including
specific opportunities and options you could pursue, and include specific
timeframes for achieving each item in this plan.

The two year plan on my management skills with be focused on my self
management.

Specific ;Raise capital to demolish and build a new house to sell and make profit.

Measurable: The house to be built will be to high end quality to appeal to the
targeted market for the area, whilst ensuring that the project is not over capitalised,
the period of time that the project has been allowed for is 18 months this includes
raising the capital and construction of the dwelling, cost for the construction is
$650,000 . Quality will be monitored by the builder, contractors, council, building
certifier and as well as stake holders inspection.

Attainable: Assuming that the budgeting for the raising of capital has been properly
considered, the deposit required should be raised in the period of time allowed for
the project. In regards to the construction of the dwelling the chosen builder will
supply a contract with a program that will allow for the project to be completed on
time, research into previous projects of similar nature will be undertaken to ensure
that they are capable of completing the construction under the parameters that are
outlined.

Realistic: With the time line that has been set out, the project can realistically be
met in terms of time frame. In regards to making profit a comparative market
analysis shows that the chosen design and construction should make profit in the
current market.

Time frame: If the outlined milestones are meet than the project should meet its
deadline.
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3. Consider the different learning types provided below. In your own words,
discuss each learning style and provide at least one (1) specific strategy or
approach appropriate for accommodating each learning style.

Do not exceed fifty (50) words for each discussion.

Learning style

Discussion

(Do not exceed fifty (50)
words for each discussion)

Approach / strategy
(Provide at least (1) for each
learning style)

Visual

A visual learner learns best by
seeing what they are being
taught. They prefer to learn
through diagrams, mind
maps, word webs and other
visuals. They learn through
using highlighters and flash
cards. They don’t do well with
verbal instructions.

Provide them with plans and
pictures of similair jobs.

Kinaesthetic/Tactile

A tactile learner learns best by
doing physical activities and
manipulating items. They do
well with simulations, and role
plays. They learn best through
a variety of lessons where they
are allowed to touch things.

supervise them whilst they
undertake the task that is
needed to be completed,
correct them if they arnt
correctly doing the task

Auditory

Auditory learners learn best
through hearing the
information verbally and
taking aloud. They are very
good at remembering the
things they hear, being good
with words and language.

incorporate multimedia
applications utilising
sounds, music, or speech
(use tape recorders,
computer sound cards/
recording applications,
musical instruments, etc.).
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Taking the role of a project manager, what methods would you apply to
achieve a healthy work-life balance?

Provide three (3) methods and briefly describe each. Do not exceed fifty (50)
words for each discussion.

Be flexible. Although you should be aiming to finish work at the same time
each day, this may not be realistic for when there are tight deadlines or
sparks of creative imagination. However, you should balance things out over
each week. Make sure the hectic days are balanced out by some well-
deserved time out.

. Let go of being perfect. As covered in the previous Learner Guide, you will
be constrained by timeframes and budgets. You will obviously have to meet
quality standards, but there usually isn’t the time or budget for
perfectionism. Unfortunately, there is no such thing as 100% perfect so if
you are trying to be perfect all of the time; you are setting yourself up to fail.
Take some time each day to exercise. Try to aim for about half an hour each
day, even if it’s in five-minute intervals of walks around the block if you are
having a busy day. You can always start small and work up to achieving
bigger exercise goals.

Provided below are methods and practices that are used to improve one’s
performance. In your own words, briefly discuss each.

Do not exceed fifty (50) words for each discussion.

Methods and practices Discussion

Take some time each day to exercise. Try to aim for about
half an hour each day, even if it’s in five-minute intervals
of walks around the block if you are having a busy day.
You can always start small and work up to achieving
bigger exercise goals.

Professional
development

Coaching and mentoring are development techniques
based on the use of one-to-one discussions to enhance an
individual's skills, knowledge or work performance. It's
possible to draw distinctions between coaching and
mentoring although in practice the two terms are often
used interchangeably.

Coaching and
mentoring
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Reflective practice

It is the capacity to reflect on action so as to engage in the
process of continuous learning. It involves paying critical
attention to the practical values and theories which
inform everyday actions, by examining practice
reflectively and reflexively. This leads to developmental
insight.

Seek feedback

Feedback is the cheapest, most powerful, yet, most
underused management tool that we have at our disposal.
Feedback is powerful as it helps people get on track; it
serves as a guide to assist people to know how they and
others perceive their performance.
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Part 5 — Lead and Manage Team Effectiveness

1. Explain how group dynamics can affect the project team’s performance.
Your response must include discussion on the following;:

a. How does group dynamics support team performance?
b. How does group dynamics hinder team performance?

Do not exceed 300 words.

a. Positive group dynamics help teams get things done more efficiently and
effectively, as evident in the constructive discussion for synergy and sharing
of information. Judgements and decisions made from the decision making
processes within the group represent each member better. Through
discussion, questioning, and collaboration, project team members can
identify complete and robust solutions and recommendations.

b. There are also certain factors in a group that negatively impact team
performance. These include diffusion of responsibility, wherein team
members tend to feel less accountable for outcomes for group decisions;
weak leadership leading to a lack of direction within the group, power
struggles, or a focus on the wrong priorities; groupthink, wherein people
place a desire for consensus above their desire to reach the right decision.
This prevents people from fully exploring alternative solutions, and
freeriding, wherein some group members take it easy and leave their
colleagues to do all the work.
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2. Which of the following are strategies that directly support team cohesion,
participation, and performance?

Select all that apply.

a) Risk analysis

X b) Coaching

X ¢) Performance reviews

X d) Mentoring

X e) Communicating each team member’s roles and responsibilities

X f) Team building

g) Record keeping

X h) Modelling desired behaviour and practices

i) Micromanaging team members

X j) Consultative mechanisms with team members

3. Discuss at least three (3) strategies you would utilise to gain consensus in a
team. Do not exceed fifty (50) words for each strategy.

a. Ask the team members who are blocking group consensus to explain the
criteria they are using and why they hold the opinions they do. Encourage
team members to give an example or tell a story that would help the team
understand the reason for their opinions.

b. Wait in silence when the meeting becomes tense or deadlocked. Give people
time to think. If the deadlock continues, suspend the team's judgment.

c. Gather new information. Sometimes a consensus is not reached because
team members are operating on false assumptions. More information can
shed light on the issue.
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4. In the life cycle of a project, you are most likely to encounter unexpected
problems, issues, and questions along the way. Which of the following are
strategies that can be best applied to handle and resolve such issues?

Select all that apply.

a) Identify and understand potential risks and issues to the project prior
to commencing.

b) Refer and turn over all issues to supervisor.

¢) Implement a tool to document issues as they arise within the project
such as an Issues Log.

X d) Learn from previous projects to predict potential risks and issues.

e) Explore small issues and let them escalate into bigger ones.

f) Allocate responsibilities within project team members for resolving
different types of issues.

X g) Set criteria to determine an issue’s priority task.

h) Communicate issues to team members who are not directly involved.

X i) Establish a plan for communicating issues within the project team.

j) Single out team member(s) who are responsible for the issue and carry
out disciplinary measures.
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CASE STUDY \

Instructions to Student

These case studies are hypothetical situations which will not require you to have
access to a workplace, although your past and present workplace experiences may
help with the responses you provide. You will be expected to encounter similar
situations to these in future as you work in a project team environment.

In the real world you are likely to encounter the situation where you enter a project,
taking over from another project manager. The documentation that is handed over to
you is not necessarily up to scratch, and there could be serious issues with the
project. This assessment captures that real life scenario.

The case studies are the first part of dealing with “multiple complex projects”
required in all the units of this subject. The other assessment covering this
requirement is the practical assessment. When you have completed the case studies
you will be able to commence the practical assessment which covers the generic skills
needed to function as an effective project team member. This assessment on the
other hand covers the application of the underpinning knowledge and background
theory.
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You have been called back as an independent consultant in the Awesome
Landscapes project which you have worked on in the previous workbooks.

Note: For the purpose of this assessment, today is 12 December 20xx, where 20xx
refers to the current year. Awesome Landscapes is based in your own home / state
territory.

There have been substantial changes to the project. It has come almost to a
standstill when Massive Eco-Development went into administration on 19
November causing all work on site to stop. No one saw this coming. The
administrators ordered work to stop on the project, but three weeks later, they
have advised you that a buyer has purchased all of Massive Eco-Development’s
assets, including this project.

The buyer is the Cascade Peak Hotel, currently the largest and most successful
accommodation provider within the town. They have seen the opportunity to
expand their business and as a result have hired the project manager and project
director of Massive Eco-development Corporation on temporary contracts to see
out the rest of the project. Cascade Peak Hotel will have sole ownership of the
resort, so the proposed marketing project will no longer go ahead.

You have just met with the senior management of Cascade Peak Hotel and have
negotiated to get the project back on track. They have agreed to pay Awesome
Landscapes an extra $100,000.00 to compensate for lost time and have agreed to
fully support you. However, there are two issues at hand:

1. Cascade Peak Hotel has asked J.P Digging (one of the contractors) be
removed from the project. They have worked with this contractor before and
had bad experiences with them. You have found they have been a lot of hard
work but otherwise meeting the schedule until the takeover. When the
contractor found out that Cascade Peak Hotel has taken over the ownership,
they asked if they could terminate their contract. Cascade Peak Hotel agrees.
You will need to find a new contractor.

2. Through the uncertainty with the project being stopped, you have lost two
landscapers. They have both handed in their resignation, left the area and
taken jobs interstate where employment opportunities are admittedly a lot
better.
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To reflect these changes, the project documentation has been updated and signed
off a week ago on 7 December 20xx. Sam Ng has warned you though that a lot of
the issues have not been thought through and he has therefore brought you in as a
consultant to help get the project back on track when construction recommences
on 7 January. There is a lot of work to be done between now and then.

Sam has provided you with the updated project documentation via the following
links:

Project Charter version 3 (.pdf)

Project Plan version 3 (.pd

Project Gantt Chart version 3 (.mpp)

Project Gantt Chart version 3 (.pd

Project Network Diagram version 3 (.pd
(Username: cstclearner Password: CstcPty@123)

Note: These documents were generated in year 2016. For the purpose
of this assessment, refer to ‘2016’ as the current year and ‘2017’ as the
succeeding year.
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1. Awesome Landscapes uses the following template to advertise for new
positions. Write the content in the template to create an advertisement for
the vacant positions.

Guidance:

a. All applications for people applying for roles within this project must
e-mail their applications to sam.n@awesomelandscapes.com.au.

b. Although these positions are specifically required for this project, the
employment of these landscapers will need to be ongoing.

c. Landscapers working for Awesome Landscapes are paid $18.00 per
hour plus leave and superannuation entitlements as required by
legislation.

d. They will be formally reporting to the project manager even though
their day-to-day duties will come from the site supervisor.

Job Advertisement Template

Job Title Landscaper
Job Location Cascade peaks chalets
Awesome Landscapes is the Premier landscaping
Introduction to organisation in the Cascade Peak area, with having
organisation completed the landscaping work for most large projects in

the area in recent years.

Who the position ~ Sam Ng - project manager

reports to
Initially the roles and responsibilty will include the
landscaping and vegetation maintenance throughout the
cascade peaks project. For the correct candidate, there is a
high posibility of ongoing work. Form part of landscaping
team.

Description of the job
role and purpose

Assessment Workbook 3 Version No. 1.01 Produced 18 October 2018
Page 38 © CSTC Pty Ltd



The ideal candidate must:
- have a minimum of 2 years experience as a landscaper.
- strong knowledge of local vegetation
- high attention to detail

Selection criteria  _ have the ability to work within a team or on their own
- good stamina and physical health

- uphold neat presentation and personal hygiene at all
times

- machinery licenses a benefit but not necessary

Salary and $18.00 per hour plus leave and superannuation
superannuation entitlements as required by legislation
details

Hours of work - standard hours Monday - Friday 7am -3pm
with the possibility of overtime as required.
Leave - includes annual leave, personal/carers leave,

Employment compassioonate leave, community service leave and
conditions parental leave.

Public holidays - employees are entitled to gazetted public
holidays.
Accommodation to be provided

Instructions for Please send your application by e-mail to:

applying .f01° the sam.n@awesomelandscapes.com.au

position

2. Complete the employment contract for the new landscapers to sign when
they commence work on the project.

Guidance:

a. The landscapers have not yet been hired, so keep the name field
blank.

b. Assume they will commence employment on 7 January 20yy, where
20yy is the succeeding year of the current year.

c. In accordance with company policy, the project manager signs off on
the employment agreement.
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Ltd

1.1

1.2

1.3

1.4

EMPLOYMENT AGREEMENT

Dear [insert name of employee]

Employment agreement

This letter sets out the terms of your employment with Awesome Landscapes Pty

In this letter, words in bold type have the meaning described in the definitions
section at the end of the letter.

EMPLOYMENT

Commencing position

Awesome Landscapes Pty Ltd will commence employing you in the
position of Landscaper on a full-time basis, reporting to Sam Ng, starting
on 7 January 2017.

Acknowledgment
You acknowledge and agree that:

(a) you have a lawful right to work in Australia and perform the duties
and responsibilities of employment contemplated by this letter;

(b) you will immediately notify the company of any circumstance that
might prejudice this right at any time during your employment by the
company; and

(c) in order to enable the company to verify at any time that you have
this right, you will provide to the company upon request sufficient
evidence to establish this fact.

Hours

Your ordinary work hours are 38 per week, but you will be required to work
such additional hours as may be reasonable and necessary for you to
perform your duties in a satisfactory manner. Your hours of work will be
averaged over 6 months. If you consider that you are being required or
requested to work unreasonable additional hours you should raise this with
your manager in the first instance.

Location
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3. List at least three (3) criteria to be used to assess the candidates for the
landscaper position.

Guidance: Use the quality criteria from the Project Plan version 3.

a. Qualifications - appropriate qualifications in landscaping or horticulture;
national park landscaper permit

b. Knowledge / Skills inc. past employment history with maintaining native
plants

c. Availability to work - transport, location etc.

4. Access and carefully go over the Interview Notes (Username: cstclearner
Password: CstcPty@123) gathered from the interviews with the candidates.

Write a recommendation to Sam advising which candidates are most
suitable and why. Your recommendation must be of 150 — 200 words in
length.

The two candidates that are recommended and most suitable for the positions are Karen
Pearce and Aaron Barben.

The following recommendations are based on the following attritubutes each candidate
displays:

Karen Pearce, showed a lot of passion for the role. and was well-mannered and quickly
gained rapport with the interviewer. Her skills involve native plant maintenance and
management. « Landscaping construction work including bobcat operation. Her
qualifications are Certificate II in Horticulture (2008). « Certificate III in Horticulture
(2009). « Diploma of Parks Management (2013). « Bobcat licence.

She has also recently moved to the area and is ready to start on the desired date, the
references provided where all positive in rergards to her work and character.

Aaron Barben showed a lot of passion for the role. was well-mannered and quickly gained
rapport with the interviewer. His skills and involved all landscaping and planting work,
Active member of the local horticultural club. « Showed a passionate interest in local
environmental issues around the preservation of indigenous flora. « Very high knowledge
of the local native species.

He also lives locally Lives in Cascade Peak town, and can make himself available to start
work on 7 January. « Has own car to get to the resort site.
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Date

Deliveries

3-5 August 2016

Delivery of all landscaping equipment and the
glasshouse

3-6 August 2016

Delivery of road gravel

9-10 August 2016

Delivery of all onsite vehicles for the project

27 August - 1 Septempber
2016

Delivery of all granite boulders
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As the project has vulnerabiltiy for errors with the nature of work being undertaken
in regards to the sensitive vegetation and change in sponsorship of the project,
appropriate training must be provided to the new employees.

The new employees must be inducted onto the project where site specific rules will
be outlined and copies of any required tickets and qualification provided.

Karen will be required to undertake a national parks landscaper permit. Aaron will
have to provide evidence of this permit as he has already worked in the national
park. If he can not provide evidence then he will be required to complete and attain
the permit.

As Aaron has no formal qualifications after his probation period, it would benificial
for him and Awsome landsacaped for him to undertake the appropriate training
needed to work in enviromentally sensitive areas. Both candidates and awsome
landscapes would benefit in extra training such as extra machinery tickets and
horticultral training.

7. List four (4) performance measures to be used in assessing the successful
candidate’s performance.

Guidance: Refer to Appendix 9 Quality Analysis Tool of Project Plan
version 3.

Ability to follow a plan
Knowledge of the job

The amount of work completed compared to the allocated time

Ao T P

How they follow landscaping procedure documentation

8. List five (5) responsibilities as part of the site supervisor’s role.
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Ensure all plans are followed and the most up to date plans are being used
Ensure all procedures are being followed
Ensure all goods arrive on time and in good conidtion

All onsite risk management is being adhered to

® oo T

Ensure all tasks are completed in the required time, with the quality level
required.

9. Now that you have selected your replacement landscapers, write a short
recommendation to the director of Awesome Landscapes regarding which
landscaper will be allocated to each task.

Do not exceed fifty (50) words.

Guidance: Landscapers, Dave Furphy and John Zhuche have left the
project and the successful candidates will be replacing them.

Karen Pearce to replace dave as she has a good knowledge of native plants and also
has the required tickets to operate a bob cat, although she does not have previous
experience in the area it would be best if she was buddied with another local
landscaper.

Aaron Barben to replace john would be best suited to all remaining tasks which
require specific knowledge to the enviromentally sensitive plants as he has worked
in the area for the last four years.

10. Consider how you will communicate the updated resource allocation.

a. List three (3) documentation in the Project Plan that needs to be
updated?

Guidance: Consider the documentation you have already updated,
and all other templates that required changes to employee landscaper
names.

b. To whom does this information need to be communicated to?

c. How will this information be communicated to each stakeholder?
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a. Resource pool description template

detailed resource allocation
organisational chart

b. As this will be a change to the Project plan, this must communicated to all
members in the steering committee - General manager of cascade, director
of Awesome Landscapes, Project Manager for Awesome Landscape and
Timeber Construction company, stakeholders form council

c. Changed documentation is examined at a face to face meeting by Terrence
Mackay (General Manager, Cascade Peak Hotel) and then to the Site
supervisor which is then forwarded to the team.

11. The Project Plan has been updated showing all the work J.P. Digging (the
previous contractor) has completed. They have contacted Sam to advise they
have not been paid their last progress payment, nor have they been paid for
the additional work completed before Massive Eco-development went
insolvent.

Examine the work done to date as per the project plan and provide a short
recommendation regarding how much should be paid to J.P. Digging.

J.P. Digging has completed all phase one works and some of the phase two works.
The amount paid for phase 1 was $26, 950

J.P Digging has also completed some works in phase two,

Total amount owing = $ 19 000

All payments will be subject to an audit on previous payments to ensure that no
payments have already been made.

12. Which of the following are additional finalisation activities that need to take
place to close the contract with J.P. Digging?

Select all that apply.
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X a. Contract variation

b. Postimplementation review
X c. Audit
X d. Archiving of contract

e. Project closure report

13. Document the lessons learnt regarding the loose ends left by the old
contractor. Complete the Lessons Learnt template below.

Guidance: The date must be in the range of mid to late December.

Project Name: Cascade Peaks Chalet

Prepared by: Haydon Hall

Date: 18.12.2016

Lesson Learned Number: 01

Lesson Learned Proposed Name: Incomplete works left by old contractor ( J.P
Digging )

Project Team Role: Manage and minimise project outcomes and deliverables.

Process e L Plannin ) Controlli )
Initiating x | Executing X x | Closing

Group:* g ng

Specific Project Management Process Being Used:

Specific Practice, Tool or Technique Being Used:

What was the action undertaken?

Previous project sponsor went into administration, a new project sponsor has now
been appointed due to previous experience with J.P digging and the new sponser
the contract has been terminated.

What was the result?

Contract with J.P digging was terminated and a new contractor must be selected.

What might have been a more preferred result?

Original contractor completing the project and regaining a rapport with the new

sponser
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What might have created the more preferred result?

Discussions between sponser and contractor, finishing already started phases

What is the specific Lesson Learned?

Staff and contractors to have background checks

How could one identify a similar situation in the future?

Back ground checks undertaken with previous non conformences checked.

What behaviour is recommended for the future?

A more in depth selection process, including reference checks on previous projects.

Where and how can this knowledge be used later in this current
project? Ensure that the new contractor selected has had all relevent reference
checks completed prior to signing their contract.

Where and how can this knowledge be used in a future project? ? All staff
and contractors to have background checks completed, stating any previous safety
or quality issues on previous project.

Who should be informed about this Lesson Learned: (check all that apply)

x | Executive(s)

x | Project Manager(s)

Project Team(s)

All
Staf
f

Other: New contractor

How should this Lesson Learned be disseminated? (check all that apply)

X | E-mail

Intranet/Web site

X

Tip Sheet/FAQ

Library

Others: project plan
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14. Sam has asked you to write the tender proposal for the new contractor.
Complete the template below which will be used to advertise for a new
contractor.

Guidance:

a. The requirements of the contractor will be covered in the Project
Plan.

b. The contractor is expected to be a replacement for the existing
contractor with no changes to scope.

c. The tender proposal will be used to gather relevant information as
well from potential contractors.

Request for Tender

Introduction to Awesome Landscapes:

Awesome Landscapes is the Premier landscaping organisation in the Cascade Peak
area, with having completed the landscaping work for most large projects in the
area in recent years.

Tasks to be performed (You must list five (5))
a. Completing of access road

b. removal of boulders

c. construction of roads

d. construction of pathways

e. planting the plants and trees

Selection criteria (you must list three (3))
The contractor must:
a. Contractors to mid jan to mid april to meet project deadline

b. Ticketed operator Competnent and VOC
c. Operators and workers to have to be Council inducted

Budget: This is a fixed cost project at $37,200.

Please send your completed tender application to Awesome Landscapes by e-
mailing Sam Ng, sam.n@awesomelandscapes.com.au.
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15. Develop a Procurement Management Plan to ensure clarity and
understanding between stakeholders and achievement of project objectives.
Complete the Procurement Management Plan template below.

Guidance:

a. You will find much of this information in the communication and
procurement plans of the Project Plan.

b. Evaluate these plans and recommend improvements to ensure clarity
and understanding between stakeholders and the achievement of the
project objectives.

Procurement Management Plan

Project Name

Cascade Peak Chalets Landscaping Project

Independent estimates
required?

Prepared by Haydon Hall
Date 14.12.2016
Identi es of
fy typ : N/A
contracts being used:
Yes No X

If yes, who will prepare? N/A

By when? N/A

Department:

Actions that Project Management Team can take independent of Procurement

All procurement is to be done by the project management team

Source of standardized procurement documents, if needed:
All tender and procurement documentation

How will multiple providers be managed?
Site supervisor to manage all contractors on site

How will you coordinate Procurement with the following aspects of the project?

Scheduling

Consultation with project management team this will be
required during the initial negotiation and contract
signing stage this in turns should be reflected on project
program and gantt chart site supervisor to provide dailky
and weekly updates on how project is performing
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Daily report and weekly meetings between site

Performance reporting . .
supervisor and project manager

Liscensed excavation contractors and mandatory cascade

Human Resources .. .
shire inductions

Other(s) Excavation equipment is supplied by contractor

16. You have received these Responses (Username: cstclearner Password:
CstcPty@123) from three (3) potential contractors.

All three (3) have filled in the tender application form. This includes
addressing the selection criteria, highlighting the qualifications and
capabilities of their staff, highlighting their available timeframes, and
conflict of interest declarations.

One of the responses includes a declaration of a conflict of interest. Sam has
advised he will need to seek senior management approval to deem whether
the contractor will be allowed to work in the project.

He has asked you to develop a plan outlining how the conflict of interest can
be managed. In this light, write your recommended management plan to
deal with this conflict of interest.

Your plan must be of 150 — 200 words in length.
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The contract document needs to detail the conflict of interest between ADF
contracting as there is a relation with the GM of the cascade peaks hotel this could
be seen as a conflict of interest . This conflict must be raised with steering
committee of the project , so they can review and determine how they want to
proceed. If the contractor ADF is still deemed to be the best candidate post meeting
with the committee, the steering committee will than sign off and ADF can be
engaged.

17. From the three (3) suppliers who have responded to the tender proposal in
Case Study Question 16, select a preferred contractor.

Write a recommendation indicating your preferred contractor and explain
your reasoning for selecting this contractor.

Your recommendation must be of 100 — 200 words in length.

Guidance:

In selecting a preferred contractor, take into consideration whether the
contractor’s fit the set criteria. You must also consider the work health and
safety (WHS) requirements of the project.
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Godig contracting has the succesful bid for the tender the reason why they where
choosen

. all staff are qualified
. they all have required council inductions
. they have experience in large scale projects

which include large roads and work in natinal parks areas , other companies did
not meet this requirements .
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CONTRACTOR AGREEMENT

07.01.2016

Michael Classon , GODIG contracting ,234567567

Dear GODIG contracting

Contractor Agreement

This letter sets out the terms of the agreement between 07.01.2016 and
01.04.2021

In this letter, words in bold type (other than headings) have the meaning
described in section 11 at the end of the letter.

1. PERIOD OF ENGAGEMENT
1.1. Term

The contractor will supply the services to the company from [insert
date] to [insert date] unless the engagement of the contractor to provide
the services is terminated earlier in accordance with this agreement.

1.2. Termination by the company

Subject to paragraphs 1.4 and 9.1, the company may terminate the
contractor’s engagement by giving the contractor one month’s written
notice of its intention to do so. The company may require the contractor
not to perform the services during that notice period.

1.3. Termination by the contractor

Subject to paragraph 1.4 if the contractor wishes to terminate its
engagement, it must give one month’s written notice to the company. The
company may require the contractor not to perform the services during the
notice period.

1.4. Payment in lieu

If either the contractor or the company gives notice of termination, the
company may terminate the contractor’s engagement by making payment
in lieu of that part or all of the notice period during which the contractor is
not engaged.

2. BASIS OF ENGAGEMENT
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19. Sam likes the contract but would like to send it to his lawyer before getting it
signed off. Why do you think he wants to do that?

Sam wishes to do this to make sure legally everything is in the contract and so he
can have a second set of eyes to go over the contract incase of any issues or
descrepencies.

20. The new contractor has advised one of his employees is actually an
independent subcontractor. What course of action do you suggest?

Sam Ng needs to investigate and screen all sub contractors, and organise and
implement individual contract work agreements for all subbies and suppliers.
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21. Sam has approached you to get your advice regarding getting the project
back on track and minimise further impact of the issues identified to the

project.

List five (5) actions that must be done to minimise the impact of the issues.

a. communication to project team for scheduling of the project

b. communicate any changes to the project team about any sub contractors or
supplier change

c. when inducting new team members give them a run through of the project
scope

d. promoting good team moral with exisiting and new team members eg. site
BBQ

e. Steering committee to be involved any change request and update the

project plan accordingly

22. You have visited Sam and you noticed morale in the office seems to be very
low at the moment.

He has asked you to provide him with an independent solution to the
problem.

a. Describe the causes of the poor morale.
b. Provide advice to Sam regarding potential solutions to raise morale.

c. How should the conflict be resolved?

a. Previous owner of eco went bust and the project was stopped , some staff
members are left and some replaced by new team members, and there is
also now a new project owner
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b. Site BBQ, positive team meeting by pre start talk , project management
team to introduce new staff to existing staff and putting a positive
atmosphere for the works ahead.

c. Byintroducing and intergrating new and existing team members and
informing all new mebers of an updated program , to complete works in an
efficient and positive manner.
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23.

Sam has mentioned to you that Andrew (the site manager) is having
performance issues. Particularly, he has been having issues with his
computer literacy, sending e-mail and using the Internet.

Sam is sending Andrew to Melbourne for some professional development at
a landscape horticulture conference in three weeks’ time, but he has asked
you research a one- to two-day course that the site manager can attend to
update his computer skills.

Research the computing courses available in Melbourne (preferably in or
near the Central Business District) that he can attend.

a. Provide a specific link to the site page containing all the details of the
one- to two- day computer course(s); and

b. Attach a screenshot of the site page containing all the details of the
one- to two- day computer course(s)

Link
to site
page

https://www.coursesforsuccess.com.au/shop/it-and-technology-online-
courses/computer-online-courses?
msclkid=698f771835481528c4ff282bbcb66cd8&utm_source=bing&utm_
medium=cpc&utm_ campaign=CFScategories%20-
%20IT%26Software&utm_ term=%2BComputer%20%2Bcourses&utm_ con
tent=Computer%20Courses%20(B)
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End of Document
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