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BSBPMG430 
Undertake project work 

ASSESSMENT SUMMARY

The assessment activities for BSBPMG430 Undertake project work cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. If a Participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a Participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	Michael Rykiert

	Participant signature
	 



	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable 



	Task
	Date completed
	Assessment Results 

	Theory Exam
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for BSBPMG430
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Theory Exam
	 Practical Assessment
 Budget and schedule for project (or evidence of viewing)
 Risk management plan for project (or evidence of viewing)
 Project plan (or evidence of viewing)
 Final project sign off (or evidence of viewing)



	Assessor Name
	

	Assessor Signature
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	Assessment Summary - BSBPMG430 Undertake project work
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THEORY EXAM


	Participant name
	




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within two (2) hours, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




[bookmark: _Ref95393477]You have been allocated the role of project manager for a section of road belonging to a large roadwork project. Describe how you will determine your project scope.

	[bookmark: _Hlk85785851]Answer
	· establishing project parameters
· developing a project plan
· administering and monitoring the project
·  Determine project requirements such as time constrains, goals, location. Take with management for documents and seek confirmation.

	



[bookmark: _Ref95393710]What is the purpose of undertaking a stakeholder analysis?

	Answer
	You should use the business case and/or project charter to define the stakeholders relevant to your project.
 
Stakeholders help to define both internal and external stakeholders and their motivations. Information can help managers to decide how to involve each stakeholder, 

	




[bookmark: _Ref95393695]Discuss (1) stakeholder you would consult if needing clarification regarding project parameters and access to resources due to conflict with another project section mentioned in Q1. and (2) method you would use to communicate your query.

	Answer
1.







2.
	Discuss with TMR and seek clarification and staging on conflicting work sites in the same area. Contingence plans for other works, Discuss with project manager, check milestones, scheduling 







 Communicate by Emails, to seek clarification or to set up further meetings to gain clearer insight.
	




[bookmark: _Ref95394820]What issues related to your project and project parameters may need to be discussed or communicated to the delegating authority.

	Answer
	· consult with relevant stakeholders at each stage of the development process 
· seek clarification from delegating authority of issues related to project and project parameters
· identify responsibilities of relevant stakeholders and reporting requirements
· identify availability and access of resources for undertaking the project 

	




[bookmark: _Ref95395099]Why is it important to understand the relationship of the project to other projects relevant to Q1. and to the objectives of the organisation?

	Answer
	Determine stakeholders, access to resources, scheduling, cost and budgeting, time allowance,
	




[bookmark: _Ref95396913]Why would you undertake a work breakdown structure (WBS) during project planning?

	Answer
	The WBS provides the basis for a detailed duration and cost estimates. It gives accuracy in estimating a project by calculating how much time and effort is required to accomplish a task or activity, thereby aggregating to estimate the effort required to complete the larger components in the project hierarchy.
 
When breaking down the work, break tasks down to activities which are further decomposed into sub-activities then work packages. In developing the work breakdown structure, the project team must consider many factors such as the strengths and weaknesses of project team members, the interdependencies among tasks, available resources, and the overall project deadline. 

	




[bookmark: _Ref95397424]When working on the WBS, what should you do to confirm resources, required, their availability and your access to these?

	Answer
	· identifying the key elements
· breaking each element down into component parts
· continuing to breakdown until manageable work packages have been identified. 
· allocate manageable work packages to the appropriate person/s.

	




[bookmark: _Ref95398670]What is the purpose of accessing or creating a capability matrix?

	Answer
	When considering workers for tasks, a capability matrix is one tool that can quickly and clearly show workers with the required proficiency for the task. 

	



[bookmark: _Ref95457501]Complete the table, describing the importance of complying with the following legislation.

	Answer
	Legislation
	Regulator
	Possible compliance 
requirements
	

	
	WHS Act
	WorkSafe Qld
	Legal obligations relating to safety at the workplace.
	

	
	WHS Regulation
	WorkSafe Qld
	Legal obligations relating to safety at the workplace.
	

	
	Environmental 
Protection Act
	Environmental 
Protection agency 
	Permits requirements
	

	
	Fair Work Act
	Fair work commission
	Workers’ rights
	

	
	Planning Act
	Department of State Development, Infrastructure and Planning
	Clearing regulations 
	



[bookmark: _Ref95458780]What processes must be in place to support worker safety and ensure compliance with the WHS Act? Discuss three (3).

	Answer
1.







2.






3.
	Procedures, processes and documents must be in place to support worker safety.
These include processes for:
· discussion of hazard mitigation and safe work practices such as allocation of time for daily pre-start meetings, toolbox meetings, site and company induction. Exclusion zones and the purpose for barriers and signage.
· document development, availability, use and storage such as- SWMS, JSA, JSEA, Safe plant use and operation manuals, SDS, site rules, PPE requirements etc.
· training for new and existing workers related to safe work practices, emergency procedures and responsibilities, manual handling.
· designated parking and travel routes, and specific storage locations that keep hazards and workers separate.


	




[bookmark: _Ref95459351]What should be included in a risk register for the project?

	Answer
	 A risk Register
Once identified the risks should be logged on the project risk register. 
There are varying approaches to risk log contents, but generally risks logs should contain: 
Risk ID
·  a number or reference uniquely identifying the risk. 
Risk description
·  a description of the risk including cause and effect. 
Identification date 
· the date the risk was identified. 
Risk owner
·  the person responsible for managing the risk to close.
 Probability/likelihood
·  the predicted likelihood that the risk will be realised. This is either expressed as a number or on a scale such as high/medium/low. 
Impact 
· the predicted impact the risk could have on the project if it is realised. This is either expressed as a number or on a scale such as high/medium/low. 
Risk Status 
· whether the risk is open or closed 
Mitigating and contingent actions
·  - the actions that will be taken to respond to the risk including what action will be taken if the risk does occur. Risk Mitigation techniques.



	



[bookmark: _Ref95460799]How do you develop a project budget and timelines?

	Answer
	1. Break down your project into tasks and milestones. Working with your task list will give you an understanding of what you’ll need to accomplish and help you with project cost management. If you already have a task list, that’s fine, and you can start right off. But if you don’t, start creating a scope and writing down everything that your team needs to do.
2. Estimate each item in the task list. Now it’s time to give each item that you’ve written down an optimistic estimation. At this point, identify all the resources and materials you’ll need to perform well and include them into your estimate when calculating the price.
3. Add your estimates together. This is probably one of the easiest parts of the project budgeting process, especially if you have a spreadsheet with two columns: Tasks and Costs. Then, you’ll be able to calculate the total fast.
4. Add contingency and taxes. Better safe than sorry. Of course, you can’t be 100% confident about the final estimate, as things change all the time. By adding contingency and taxes, you make sure that the project doesn’t go over budget and your estimate number is closer to the final costs you eventually spend. If you don’t know how much contingency to add, project management experts recommend going for 10% of the total.
 

	




[bookmark: _Ref95460803]What do you do to gain approval for your project budget and the proposed timeframe?

	Answer
	Before introducing a budget piece, it is important to define concretely why it is important to the project. Getting support and evidence can make the argument even more compelling. 
Gather information in an easy-to-understand format and deliver your presentation for approval using workplace approved templates, formats and techniques. 


	




[bookmark: _Ref95461823]Why is brainstorming a suitable tool to use when gathering ideas for planning and achieving deliverables?

	Answer
	brainstorming is a creative team process designed to encourage random and lateral thinking, it is most useful for highlighting potential problems and raising concerns that are not immediately obvious. It can also be used to produce ideas to improve efficiency and reduce costs.
 
Project management generally follows a formal methodology with strict procedures in place that have to be followed. This discipline within a project ultimately leads to more successful projects and a reduction in repeat mistakes. However, the brainstorming process is a completely different approach to the controlled project environment, so it is important to emphasise this fact with the group and to encourage lateral thinking and thinking-outside-the-box.

	




[bookmark: _Ref95464186]What is quality assurance?

	Answer
	Quality is about meeting client requirements and ensuring that the deliverables are fit for use.
Quality assurance processes focus on the processes applied in the project to efficiently generate quality project deliverables. This typically includes following and meeting standards required.
Quality assurance is a process-based approach that places importance on planning and documentation needed to assure the quality.
The primary objective of quality assurance is to prevent defects in deliverables at the planning stage to avoid rework and any increases in costs. 

	




[bookmark: _Ref95465150]What is the purpose of a human resources plan?

	Answer
	This shows how the project will be staffed. Sometimes known as the staffing plan, the HR plan defines who will be on the project team and how much of a time commitment each person is expected to make. 
 
In developing this plan, the project manager negotiates with team members and their supervisors on how much time each team member can devote to the project. If additional staff is needed to consult on the project but are part of the project team, that also is documented in the staffing plan. Again, appropriate supervisors are consulted. 

	




[bookmark: _Ref95466430]Describe the purpose for each of the following elements of the project plan.

	Answer
	Element
	Purpose
	

	
	Project goals
	With a goal in sight, projects take on more meaning and purpose.
 
Objectives are shorter term steps to achieve the goal and generally more specific. 

	

	
	Project scope
	A project cannot be planned without understanding the scope.
· To determine the scope, ask:
· What is to be accomplished by managing this project? 
· What is the project objective? 
· what is not included in the scope of your project. 

	

	
	Milestones and Major
 deliverables
	A milestone is a marker in a project that signifies a change or stage in development. Milestones are powerful components in project management because they show key events and map forward movement in your project plan. Milestones act as signposts through the course of your project, helping ensure you stay on track.
Milestones may need to be scheduled for:
· Acquiring a site
· Completing design stages
· Client approvals
· Securing permissions
· Handing over the site to the contractor

	

	
	Work breakdown 
structure
	This is a technique used to analyse the content of work and cost by breaking it down into its component parts. It involves:
· identifying the key elements
· breaking each element down into component parts
· continuing to breakdown until manageable work packages have been identified. 
· allocate manageable work packages to the appropriate person/s.

	

	
	Budget
	The budget for a project is the combined costs of all activities, tasks, and milestones that the project must fulfill.
Planning project costs is an essential step in mapping out a project budget. To do so, you’ll need to create a list of timely line items that are relevant for the project.
	

	
	Human resources 
plan
	Consideration must be made regarding availability of and approval for the use of:
· existing workers to implement the plan 
· additional workers (temporary or permanent, casual or contractors)
· training needs.
When considering workers for tasks, a capability matrix is one tool that can quickly and clearly show workers with the required proficiency for the task. 

	

	
	Risk management 
plan
	A risk management plan is a term used to describe a key project management process. A risk management plan enables project managers to see ahead to potential risks and reduce their negative impact.
	

	
	Communications plan
	A communications plan outlines how a project will be communicated to various audiences/stakeholders. Much like the work breakdown structure, a communications plan assigns responsibility for completing each component to a project team member.
 
In this step, it's important to outline how issues will be communicated and resolved within the team and how often communication will be done to the team and the stakeholders. Each message has an intended audience. A communications plan helps project managers ensure the right information gets to the right people at the right time. 

	

	
	Stakeholder
 management
 plan
	A Stakeholder Management Plan is a document that outlines appropriate management strategies to effectively engage stakeholders throughout the lifecycle of the project, based on the analysis of their needs, interests and potential impact on project success.
	

	
	Change management
 plan
	A change management plan lays out a framework for making changes to the project. Although project managers tend to want to avoid changes to the project, they are sometimes unavoidable. 
 
The change management plan provides protocols and processes for making changes. It is critical for accountability and transparency that project sponsors, project managers, and project team members follow the change management plan.
	



[bookmark: _Ref95469484]What methods can you apply when seeking approval to commence the project according to the documented plan?

	Answer
	To gain that approval, you may have to submit and revise the proposed plan several times. Factors that affect approval may include:
 
· cost or budget clarity
· risks of failure are too high
· project cost exceeds available funding 
· other projects are competing for the same resources


	




[bookmark: _Ref95470629]What different responsibilities would you assign to members of your project team to enable implementation of the project?

	Answer
	Project team member responsibilities often include:
· contributing to overall project objectives
· completing individual deliverables
· providing expertise
· working with others to establish and meet project needs
documenting the process
	




[bookmark: _Ref95470987]Considering your current workplace, what are the preferred methods used to communicate to project team members their responsibilities and project requirements?

	Answer
	Weekly site meetings with the attendance of the project manager, site engineers and supervisors 
	



[bookmark: _Ref95472023]Clarify document management and records management used as part of recordkeeping in project management. 

	Answer
	Type of record keeping
	What this means
	

	
	Document 
management 
	The processes of creating, sharing, organising, storing and retrieving documents including naming conventions, version controls and storage location registers 

	

	
	Records 
management
	Records management is the practice of maintaining records including classifying, storing, securing and destruction or archival preservation, which protects fragile historical archives and assures permanent records are accessible and readable for years into the future
	




[bookmark: _Ref95472027]Describe how you would instruct team members to store all related project documents and records using workplace digital technologies.

	Answer
	Create a folder in the appropriate workplace drive and name this folder according to workplace naming conventions. 

team members can create folders for the storing of files and documents created and used during the planning, 

I would then instruct team members of the approved version control techniques to be applied and naming and storage requirements for files and updates to files. 



	




[bookmark: _Ref95475848]Provide points you would include in a simple checklist that can be used for monitoring and reporting WHS risk management strategies. 

	Answer
	Monitoring and Reporting Checklist for WHS  risk management
	

	
		Site location and layout plan highlighting the safety considerations, risks at or in the vicinity, signage and other features available for all to access 

	Key hazards and controls are documented and easily accessed. 

	Key personnel and contact details, including any communications protocol are documented and available for ease of access. 

	Project signage includes details such as Principal Contractor name and contact numbers (including after-hours telephone number). 

	Work health and safety risk management steps: 

	identify hazards and hazardous tasks 

	review incident reports and records 

	observe work activities 

	ask workers and others to raise work health and safety matters during regular discussions e.g. during work group meetings, PRA’s

	include discussion of recent incidents, new or changed processes, maintenance issues or suggested improvements 

	review standard operating procedures 

	review instructions and literature relating to a particular workplace, activity, equipment or materials 

	review operator manuals, safety data sheet and daily diaries. 



	




[bookmark: _Ref95478562]Why are weekly status reports compiled and shared? 

	Answer
	I complete daily diaries each day which as the information achieved for the day, and any incidents or near missies, machine hours, personnel hours and costing of materials and sub-contractors. The project manager and engineers have access to the diaries to add information or capture any information.
	




[bookmark: _Ref95481092]What steps are taken when completing financial records as part of closing off the project?

	Answer
	Check documents for any outstanding invoices. 
Complete and finalise contracts including notifying human resources of end of project, confirming any final payments or obligations. 
Finalize all costs related to the plan, schedule,
 After ensuring that all project expenses have been paid for and no other tasks/expenditures remain outstanding, the project manager should issue a final Financial Expense Form to the project client for approval of budget achievement. 
Once approved, this information should be included in the Project Closure Report for historical purposes. 

	




[bookmark: _Ref95481384]Why should the financial records associated with the project meet agreed budget or agreed budget variances/allowances?

	Answer
	Because this total amount of money allocated to the project by the clients. 

	




[bookmark: _Ref95481614]What is involved in securing the ‘sign-off’ as part of the closing phase of the project?

	Answer
	A project plan is generally deemed finalised when it is formally accepted and approved by the project sponsor and other designated stakeholders.
 
Formal approval acknowledges that all deliverables produced during the various stages are complete, reviewed and accepted.
 
Signatures on the project plan document indicate the final approval. (Sign-off)

	




[bookmark: _Ref95482429]Describe two (2) methods you can use to review the project and associated plans before archiving project documentation.

	Answer
1.









2.
	
Hold a meeting with the project management team to get feedback on how the project went. These individual answers will show a more comprehensive picture of the project’s performance.







Review stakeholders input during planning and implementing and document as lessons leaned for future projects

	




[bookmark: _Ref95482665]How do you ensure that feedback and recommendations are documented for use in future projects?

	Answer
	Keep clear notes on the project’s performance and improvement opportunities during all stages in lessons learned, for easy reference and implementation during similar projects in the future 
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PRACTICAL ASSESSMENT


	Participant name
	Michael Rykiert




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1 (Occasion 1)
	Select Date.
	 Workplace
 Simulation
	
	
	



	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1: OCCASION 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A. 
	Specify method used to confirm project objectives, scope and parameters: 



	1.1B. 
	Specify clarification sought from delegating authority:



	1.1C. 
	How were stakeholders defined:



	1.1D. 
	Specify how availability and access of resources was determined.



	1.2A. 
	Specify risk management plan location



	1.2D. 
	Specify stakeholders involved in approval of the budget and timeframe.



	1.2H. 
	Specify how approval was gained for commencement of the project.



	1.3B. 
	Specify recordkeeping systems applied throughout the project.



	1.4F. 
	Specify how the review was stored for future use?




	BSBPMG430
Undertake project work

	Practical Task 1

	Description of task:
The participant must undertake the role of project manager for a minor project or a section of a larger project at the workplace. 
During this time, the participant must gather evidence of developing a project plan, administering and monitoring the project, finalising the project and reviewing the project to identify lessons learned for application to future projects.

All evidence will be reviewed by the assessor along with observation at agreed stages of the project and verbal questioning may be applied to determine if the participant can demonstrate the ability to complete the tasks listed in the task check sheet below. The assessor will be looking for evidence of the ability to:
· establish project parameters
· meet or communicate with project sponsor/ delegating authority  to clarify relationship of project to other projects, objectives and scope parameters
· define project stakeholders and document their responsibilities and reporting requirements
· identify availability and access of resources, including human resources, for undertaking the project
· develop the project plan for a minor project or a section of a larger project
· locate and use workplace approved project management tools
· identify risks and develop a risk management plan for project
·  include Work Health and Safety (WHS) risks to risk management plan
· create a project budget and timeframe and seek approval from relevant stakeholders
· consult project management team members using appropriate communication methods and apply their views in planning the project
· develop a proposed project plan to meet project deliverables and parameters and submit to stakeholders for recommendations
· finalise project plan and gain approvals to commence project according to documented plan
· Administer and monitor project
· provide project team members with their responsibilities and project requirements
· establish and maintain required recordkeeping systems throughout the project
· implement and monitor plans for managing the project undertaking risk management as required
· Finalise and review project
· complete financial recordkeeping associated with project and confirm finances meet agreed budget
· complete project documentation and obtain sign-offs from relevant stakeholders for concluding project
· Meet with team and request feedback to review project outcomes and processes against the project scope and plan
· document feedback from all stakeholders in lessons learned file and archive.

Tasks are at the Assessor’s Discretion, but detail of tasks undertaken must be recorded in the Assessor’s Comments (on the back of the Practical Assessment cover page).

	Resources required: 
Project site, project, project team, project documentation.



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Establish project parameters

	[bookmark: _Ref95485019]Communicate with project sponsor/owner to identify project objectives and parameters of the scope.
	

	[bookmark: _Ref95485252][bookmark: _Ref95717581]Seek clarification from delegating authority of objectives and potential issues related to project, project parameters and other projects relevant to this project.
	

	[bookmark: _Ref95485336]Determine project stakeholders, defining responsibilities of relevant stakeholders and reporting requirements.
	

	[bookmark: _Ref95485957]Determine availability and access of resources to undertake the project.
	

	[bookmark: _Ref95718440]Participates in verbal discussions using clear language and appropriate features to present or seek information
	

	[bookmark: _Ref95718230]Participate in verbal discussion using clear language, listening and questioning and appropriate features to present or seek information and confirm understanding.
	

	2. Develop project plan

	[bookmark: _Ref95716787]Work with team to identify risks and develop a risk management plan for the project.
	

	[bookmark: _Ref95717647][bookmark: _Ref387224637]Identify and include WHS risks to risk management plan.
	

	[bookmark: _Ref95717663]Work with team members, systematically gathering and analysing information, evaluating options for inclusion to plans and applying views of team members to project planning.
	

	[bookmark: _Ref95717099]Develop project budget and timeframe and seek approval from relevant stakeholders.
	

	[bookmark: _Ref95718372]Apply formal and informal, oral and written mathematical language and representation when preparing and communicating budgetary and financial information.
	

	[bookmark: _Ref95717726]Locate, access and apply project management tools and digital applications appropriate to project and workplace requirements.
	

	[bookmark: _Ref95717907]Develop a project plan involving diverse stakeholders with potentially competing demands according to project parameters and deliverables.
	

	[bookmark: _Ref95717421]Review all feedback and make necessary changes as requested, finalise the project plan and gain necessary approval to commence project.
	

	3 Administer and monitor project

	[bookmark: _Ref95719135]Discuss project requirements with project team members and delegate project team member responsibilities.
	

	[bookmark: _Ref95718878]Establish and maintain required recordkeeping systems and reporting throughout the project.
	

	[bookmark: _Ref95719263]Implement project management plans.
	

	[bookmark: _Ref95719233]Monitor the project plans to determine risks and changes required.
	

	[bookmark: _Ref95719278]Apply risk management as required.
	

	[bookmark: _Ref95719401]Maintain records according to workplace requirements.
	

	4 Finalise and review project

	[bookmark: _Ref95719988]Review all the project documentation to ensure all parties have been paid for the work and there are no outstanding invoices.
	

	[bookmark: _Ref95719991]Complete and finalise contracts including notifying human resources of end of project, confirming any final payments or obligations ad officially release them so they are free to work on other projects.
	

	[bookmark: _Ref95719993]Check financial recordkeeping associated with project and confirm according to agreed budget.
	

	[bookmark: _Ref95720003]Finalise all activities of the project and obtain sign-off of deliverables.
	

	[bookmark: _Ref95720018]Conduct a survey or hold a meeting with the project management team to get feedback on how the project went.
	

	[bookmark: _Ref95720038]Undertake a post closure review of the successes, failures, and challenges of the project and identify and document opportunities for improvement going forward.
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