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BSBPMG515 
Manage project human resources 
ASSESSMENT SUMMARY

The assessment activities for BSBPMG515 Manage project human resources cover all aspects of the unit of competency required. To demonstrate competence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be equitable, fair and flexible. 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 some questions or perform some tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. The Trainer/Assessor is able to provide the participant with additional information on interpreting the assessment outcomes and provide guidance on the participant’s options. Should a participant still be deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result. 

By signing the cover page for each assessment item, the participant acknowledges they understand the assessment instructions and requirements and consent to being assessed. The participant also verifies and assures the RTO that the work submitted is their own work. 


	[bookmark: _Ref396827952]Participant Name
	




	Task
	Assessment Results 

	Theory Exam
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for Unit of Competency
	 Competent
	 Not Yet Competent




	Assessor Name
	

	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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	THEORY EXAM INSTRUCTIONS

· This exam will occur under standard assessment conditions.
· An oral examination may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the exam paper by the assessor.




	Participant name
	

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Number of questions
	Number of questions answered correctly
	Task outcome (Tick)

	35
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	[bookmark: _Ref17457767]ASSESSOR COMMENTS

	


Explain why human resource management should be proactive.

	Answer
	
	




[bookmark: _Ref17457784]List seven (7) issues that a project management plan contains which influences project human resource planning.

	Answer
	Issue
	Description
	

	
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	

	
	6
	
	

	
	7
	
	




[bookmark: _Ref17457803][bookmark: _Ref27472114]Which project management document assists with identifying project tasks, for the purpose of forming job descriptions?

	Answer
	
	



[bookmark: _Ref17457806]Which project management document lists the types and quantities of human resources required for each activity in a work package?

	Answer
	
	




[bookmark: _Ref17457810]Outline four (4) organisational process assets that can help setting up project human resource management processes.

	Answer
	Asset
	Description
	

	
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	




[bookmark: _Ref17457820]Explain the difference between a job description and a job specification.

	Answer
	
	



[bookmark: _Ref17457822][bookmark: _Ref27473097]You are developing a template to be used when writing up a job description. Identify the headings that should exist in such a template. 

	Answer
	
	




[bookmark: _Ref17457825]You are developing a template to be used when writing up a job specification. Identify the headings that should exist in such a template.

	Answer
	
	




[bookmark: _Ref17457847]Identify five (5) important points that can be learnt from an organisational chart.

	Answer
	Point
	Description
	

	
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	




[bookmark: _Ref17457852][bookmark: _Ref27465759]Construct a RACI chart that meets the following requirements:
· There are three (3) members of the project team: Simon, Anne, Mark
· There are five activities in the project:
· Activity 1 - Simon accountable Anne responsible
· Activity 2 - Simon accountable Anne responsible Mark responsible
· Activity 3 - Anne accountable and responsible Simon consulted
· Activity 4 - Mark accountable and responsible Anne consulted
· Activity 5 - Anne accountable Simon responsible
· All team members neither accountable nor responsible for an activity must be informed about it.

	Answer
	
	



[bookmark: _Ref17457924]Identify three (3) human resource issues specified in a staffing management plan.

	Answer
	Issue
	Description
	

	
	1
	
	

	
	2
	
	

	
	3
	
	




[bookmark: _Ref17457933]Identify seven (7) human resource issues that are optional in a staffing management plan.

	Answer
	Issue
	Description
	

	
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	

	
	6
	
	

	
	7
	
	




[bookmark: _Ref17458023]Construct a resource histogram using the following information:
· The time period is for October and November 2019
· The organisation identifies the week from Monday
· Months can be four week or five week with weeks being allocated to the month in which the majority of days occur.
· Sequential weekly hours for the job are: 24, 24, 38, 38, 38, 38, 20, 20, 12

	Answer
	
	




[bookmark: _Ref17457942]Explain the difference between recruitment and selection.

	Answer
	
	




[bookmark: _Ref17458004]Describe the difference between internal and external recruitment.

	Answer
	
	





[bookmark: _Ref18311812]Explain one (1) situation in which it would be necessary to recruit externally for a project team member.

	Answer
	
	




[bookmark: _Ref17458107]Describe what is meant by the term ‘skills gap’ and the relationship between skills gaps and training.

	Answer
	
	




[bookmark: _Ref17458110]Explain four (4) benefits of training for an organisation.

	Answer
	
	Issue
	

	
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	



[bookmark: _Ref17458112]Describe each of the types of training listed in the table below.

	Answer
	Training type
	Description
	

	
	Classroom
	
	

	
	Computer-based using internal resources
	
	

	
	Online using outside resources
	
	

	
	On-the job
	
	




[bookmark: _Ref17458125]Explain why performance appraisal should be a proactive process.


	Answer
	
	




[bookmark: _Ref17458128]Identify five (5) objectives of appraising performance during the progress of a project.

	Answer
	Objective
	Description
	

	
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	




[bookmark: _Ref17458131]Explain five (5) important guidelines when giving an employee feedback on performance.

	Answer
	Guideline
	Description
	

	
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	



[bookmark: _Ref17459209]Explain four (4) qualities that a performance standard should have.

	Answer
	Quality
	Description
	

	
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	




[bookmark: _Ref17459211]Describe the role of work performance reports in individual and team performance appraisal.

	Answer
	
	




[bookmark: _Ref17458137]Explain the meaning of ‘superordinate team goals’. Identify how superordinate team goals can help improve a team’s performance.

	Answer
	
	




[bookmark: _Ref17463312]Explain the role of a project manager in counselling employees.

	Answer
	
	




[bookmark: _Ref17463668]List five (5) attributes of active listening techniques that a project manager could use when working with employees.

	Answer
	Attribute
	Description
	

	
	1
	
	

	
	2
	
	

	
	3
	
	

	
	4
	
	

	
	5
	
	




[bookmark: _Ref17458174]Identify three (3) issues that can come from outside of the project team and can create conflict for the team.

	Answer
	Issue
	Description
	

	
	1
	
	

	
	2
	
	

	
	3
	
	




[bookmark: _Ref18571271]Explain how best to handle conflict between project teams over the allocation of scarce resources.

	Answer
	
	


[bookmark: _GoBack]
[bookmark: _Ref18328001]Explain one (1) method that can be used to minimise the impact of intra-team conflict over resources on the achievement of project objectives.

	Answer
	
	




[bookmark: _Ref17458191]Explain each of the following conflict resolution methods and specify the wins/losses of the parties:

	Answer
	Method
	Explanation
	

	
	Avoiding
	
	

	
	Accommodating
	
	

	
	Competing or forcing
	
	

	
	Compromising
	
	

	
	Collaborating
	
	



[bookmark: _Ref17458205]List one (1) set of processes and one set of documents that formally identify the end of a project and allow the release of project team members.

	Answer
	Document type
	Example
	

	
	Process
	
	

	
	Documents
	
	




[bookmark: _Ref17458215]Explain why it is important that the project manager does not release team members until it is certain that the project is fully completed.

	Answer
	
	




[bookmark: _Ref17458234]Discuss why it is important to facilitate the adjournment of a project team.

	Answer
	
	




[bookmark: _Ref17458249]Explain what is meant by a ‘team debrief’ before the project team is disbanded, and why this team brief is important.

	Answer
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	PRACTICAL ASSESSMENT INSTRUCTIONS

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





	Participant name
	

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1
		



	ASSESSOR COMMENTS

	


BSBPMG515
Manage project human resources

	Practical Task 1

	Description of task:
A suitable observer is to verify the participant’s ability to manage the human resources for a project. It involves:
· Planning for human resources
· Implementing personnel training and development
· Managing the project team

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. Evidence to be submitted may include:
· Work Breakdown Structure (WBS)
· Project baselines and/or schedules
· Performance review – KPIs
· Training Needs Analysis (TNA)
· Organisational charts – company/site
· Human Resources documentation

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: 
Computer.

	Assessment of task

	Name of participant:
	

	Name of observer:
	

	Role of observer 
(Confirm suitability to sign):
	

	Email address of observer:
	

	Signature of observer:
	
	Date:
	Click here to enter a date.
	When completing the task, did the participant: 
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Plan human resource management

	1.1A.  [bookmark: _Ref17106874]Determine resource requirements for individual tasks to determine required project personnel levels and competencies. 
	
	1.1B.  [bookmark: _Ref17106906]Develop job descriptions for two (2) project team members from resource requirements.
	
	1.1C.  [bookmark: _Ref17118332]Develop job specifications for two (2) project team members from resource requirements.
	
	1.1D.  [bookmark: _Ref17106908]Develop a project organisational structure.
	
	1.1E.  [bookmark: _Ref17107413]Develop a staffing management plan for the project.
	
	1.1F.  [bookmark: _Ref17107417]Develop resource histograms for two (2) project roles. 
	
	1.1G.  [bookmark: _Ref17107419]Develop a RACI for the project team. 
	
	1.1H.  [bookmark: _Ref17113861]Develop performance criteria for two (2) project roles.
	
	2 Acquire project team

	1.2A.  [bookmark: _Ref17107025][bookmark: _Ref27485903]Apply human resources management (HRM) methods, techniques and tools to support the recruitment and selection of two (2) of the personnel required for the project.
	
	1.2B.  [bookmark: _Ref17113869]Clearly communicate project role descriptions to the two (2) team members selected.
	
	1.2C.  [bookmark: _Ref17107053][bookmark: _Ref27486471]Allocate personnel to the project to meet planned work outputs throughout project timeline.
	
	1.2D.  [bookmark: _Ref17113873]Negotiate team superordinate team KPIs and team rewards with team members.
	
	3 Develop project team

	1.3A.  [bookmark: _Ref17118585][bookmark: _Ref27486998]Identify any skills gaps for two (2) project team members to support personnel and project performance.
	
	1.3B.  [bookmark: _Ref17107138][bookmark: _Ref27487000]Identify, plan and implement ongoing development and training for two (2) project team members to support personnel and project performance.
	
	4 Manage project team

	1.4A.  [bookmark: _Ref17107094]Measure and document two (2) individuals’ performance against agreed standards and initiate actions to overcome shortfalls in performance.
	
	1.4B.  [bookmark: _Ref17107239][bookmark: _Ref27486006]Implement processes and take action to improve overall project effectiveness, discussing with team members.
	
	1.4C.  [bookmark: _Ref17107256][bookmark: _Ref27487111]Monitor and report, for remedial action, internal and external influences on individual and project team performance and morale.
	
	1.4D.  [bookmark: _Ref17107262][bookmark: _Ref27486054]Apply organisational policy to implement procedures for interpersonal communication, counselling, and conflict resolution to maintain a positive work environment.
	
	1.4E.  [bookmark: _Ref17118779][bookmark: _Ref27467979]Identify and manage resource conflict from outside the team to minimise impact on achievement of project objectives.
	
	1.4F.  [bookmark: _Ref17107307][bookmark: _Ref27486067]Identify and manage inter-project and intra-project resource conflict to minimise impact on achievement of project objectives.
	
	5 Finalise human resource activities related to the project

	1.5A.  [bookmark: _Ref17709268][bookmark: _Ref27486388]Perform a team debrief for the project.
	
	1.5B.  [bookmark: _Ref17107326]Disband project team according to organisational policies and procedures.
	
	1.5C.  [bookmark: _Ref17107332]Identify and report human resource issues and recommended improvements learnt from the project.
	
	The Participant’s performance was:  Satisfactory     Not Satisfactory





	OBSERVER COMMENTS
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