Practical Assessment - BSBPMG516 Manage project information and communication

BSBPMG516
MANAGE PROJECT INFORMATION AND
COMMUNICATION

PRACTICAL ASSESSMENT INSTRUCTIONS

o The following practical assessment will require the participant to complete
work related activities.

e Observations will be conducted of the participant’'s work to determine whether
they display sufficient practical skills and knowledge.

e Please fill in the details below, providing your name, signature and date of
assessment.

o Your signature acknowledges that the assessor provided clear
instructions and the participant understood what was required to
complete this assessment.

e The assessor may substitute a Practical Task with another task of equal value.

o Alternate tasks must be fully documented by the assessor.

Participant name Mﬁﬂ IC SZWéEL—'"
Participant signature /%f
Assessor hname DW/EN /ENCH

Assessor signature

Date Click here to enter a date. f / 4’/ ol
I

Number of tasks

i ?
completed Satisfactory?

Yes No

1 A | O

Number of tasks
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BSBPMG516
MANAGE PROJECT INFORMATION AND COMMUNICATION

Practical Task 1

Description of task:

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

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

Resources required:
Project documentation, Computer.

Assessment of task

Name of participant: MI’%ZJL \ Z77//)’ﬁ/(/

Name of observer: D/?’W rer e él/e/:‘/

Role of observer

(Confirm suitability to sign) SemMoe  PRPIJERT MAvACE 2

Email address of observer dd w) (M_MI« Q OAZ"-—(/) e, Ot Y.
-
e e b/

Signature of observer:

Date:

Tick if
satisfactorily
When completing the task, did the participant: completed.
Provide comments

if left unticked.

1 Plan information and communication processes

1.1A.  Using input from stakeholders, identify, analyse and document information requirements —
ensuring:
e  Consideration of alternative communication methods, media and systems, and their
application on various projects
e  Use of clear language in verbal and written interactions with stakeholders
e  Consideration of non-verbal communication
e Use of active listening and questioning to confirm understanding and agreement

\

[

1.1B.  Within delegated authority, develop an agreed communication management plan to
support achievement of project objectives.

1.1C. Establish and maintain a designated project-management information system to ensure
quality, validity, timeliness and integrity of information and communication.

2 Implement project information and communication processes

1.2A.  Manage generation, gathering, storage, retrieval, analysis and dissemination of
information by project staff and stakeholders.

1.2B.  Implement, modify, monitor and control designated information-validation processes to
optimise quality and accuracy of data.

NE I
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ASSESSOR COMMENTS
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1.2C.  Implement and maintain appropriate communication networks.

1.2D. Identify and resolve communication and information-management system issues.

3 Assess information and communication outcomes

1.3A.  Finalise and archive records according to agreed project information ownership and
control requirements.

1.3B.  Review project outcomes to determine effectiveness of management of information and
communication processes and procedures.

1.3C. Identify and document lessons learned and recommended improvements for application in
future projects.

NEE |FE

v
The participant’s performance was: [3 Satisfactory l:l Not Satisfactory

OBSERVER COMMENTS
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3. Practice and Procedures

This section provides an overview of the way in which information is being managed on Aconex and good
practice considerations required to maintain concise and accurate project information. The following details
the information management requirements that have been put in place on this project.

3.1 Distribution of Controlled Documents
All project-related documents must be distributed via Aconex. This will ensure that all relevant documents
are captured and stored in one, central location.

3.2 Document Tagging and Document Fields

All project participants must apply the appropriate document tags defined by the fields in the project. These
are key pieces of information (or metadata) that are used to identify each document such as Number, Title
and Reuvision. Certain fields are mandatory.

3.3 Training and Support
Training and ongoing support is available to all project participants throughout the project life.
New user training options are outlined below:

1. Getting Started Videos

2. Aconex Certified Course v

3. Live, Instructor-Led Training (Online)

To arrange more advanced training sessions or process workshops email Aconex Training Enquiries or
contact Aconex on 1300 ACONEX (226 639).

24/7 helpdesk support is available for all members globally. A list of Global Helpdesk numbers and office
locations can be found at Contact Aconex.

3.4 Access to Aconex

Access is obtained through registration with Aconex. Registration is a once off process; you do not need to
register your organization with Aconex for each project.

To register, visit the Aconex website at www.aconex.com.

*.+» You can also click this link to go direct to the registration page, Organization Reglstratlon Form (AU1) (this
link is specific to the registration of an organization on the AU1 server).

Once your registration is complete, you must now be invited to the project. Contact DBC who will arrange
the invite through the mail or document transmittal process.

Each organization is responsible for the management of their users, employees. To obtain a user account
you must contact your Organization Administrator. To obtain the name of this person you can contact the
Aconex Helpdesk on 1300 22 66 39 (1300 ACONEX).

NOTE:

Destination Brisbane Consortium can always run a check of the Global Directory for those organizations
they wish to invite/ provide access to the project to. Search the Global Directory for the organization, once
located you can search their list of users. If you find the user you want to invite to the project you can simply
invite them through a mail or document transmittal via Aconex.

Where the user is not present in the directory you can click on the organization name to identify the

organization administrator(s). You can then contact them to provide the user account for those users you
wish to invite to the project. :
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1. Definitions

The table below provides an overview of some of the terminology used within the Aconex system:

Aconex Client

The Organization that engaged the services of Aconex for the project - Destination
Brisbane Consortium.

Controlled Document

A document that is registered with searchable tags (metadata) and a complete
document, transaction history.

Document Register

An electronic registry of all documents that have been registered by your
Organization or received by transmittal from other Organizations.

The primary point of contact for Aconex staff throughout the project lifecycle. This

Key Contact may be the Aconex Client or an Organization delegated as key contact by the Aconex
Client.

Mail Project correspondence which contains searchable metadata to assist with retrieval
and reporting of all communication between project participants.

: ! An electronic registry of all correspondence that has been created by your

Mail Register S . .
Organization or received from other Organizations.

Mandatory Field A_ﬂeld that reql{lres*completion. All fields which require completion and are marked
with a red asterisk (*). :
The text information that is inserted into the document fields when registering a

Metadata v . ;
document, or the mail fields when sending Mail.

Org Admin An Aconex role that performs administrative functions for their Organization such as

creating and administrating new member accounts and Organization security.

Organization

A registered entity in Aconex who manages their own Organization members and
project information.

Project Admin

An Aconex role that manages project wide settings and updates Aconex and
associated documents with any procedural changes decided upon.

Project Role Code

A set of acronyms defined for each of the Organizations on the project e.g. CL =
Client, HC = Head Contractor, etc. Typically used to control an Organization’s access.

Supersede

The process of updating a previously registered document with the latest version and
placing the previous version in the document history.

Training Coordinator

The Training Coordinator is responsible for organizing and scheduling training
sessions for project participants, at either for their Organization or for all participants
on the project.

Transmittal

Method of issuing documents from your Organization’s document register to another
Organization's document register.

Unregistered File

An electronic file uploaded into the document register (unregistered tab) but not
tagged with metadata as yet.
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About Oracle Aconex Z/ ROTT INFo Al oIS
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Oracle Aconex is a project collaboration and online project management system that securely and
efficiently manages information in Construction, Government & Infrastructure, and Energy &
Resources.

Construction and engineering projects are complex. With so many organizations involved, and so
much information passing between them, delivering your project on-time and on-budget can be a real
challenge.

Thousands of leading construction and engineering firms rely on Oracle Aconex to manage their
projects better, reduce risk and maximize return. Oracle Aconex is a secure and easy-to-use system,
accessed by all project participants to capture, manage, track and protect critical information. RFls,
approvals, drawings, tenders: it handles all of your project data and all of your formal project
communication with other parties.

Oracle Aconex works with your existing systems and drives increased value from your investment in
them. Whether you use dedicated tools for costing or scheduling, an in-house document management
system, or an enterprise content management, project collaboration leverages your investment by
extending best practice information management into the external project environment.

The most innovative, most trusted and most widely-used online collaboration platform for multi-party
construction and engineering projects is Oracle Aconex.

For more information please visit https://www.oracle.com/industries/construction-engineering/.
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3.4 APPENDIX A LEssoNS LEARNED REPORT TEMPLATE

Project Name:

Prepared by:
Date:

Project — Lessons Learned Report

3.4.1 List of project’s significant successes

Description Factors that Promoted this Success

3.4.2 List of project’s significant Mistakes

Description Net Effect on Project

3.4.3. List areas of potential improvement:

Description Possible Mitigation

3.4.4 Enter other commentis:
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