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About this workbook

The unit

The main purpose of this workbook is to support you as you study
for the Chartered Management Institute Level 5 qualification —
Management and Leadership, so it specifically focuses on the
content of the syllabus for Unit 513, Managing Projects to Achieve
Results. This is about the way in which you lead and motivate
your team to achieve organisational goals.

This workbook provides underpinning knowles” = and develops
understanding to improve your skills as we!" s to prenare for
future assessment. If you are studying t¢ ards Lex oin
Management and Leadership, then you wi.. = as® _ssed by xour
approved centre on ‘your knowledge and unc. @anding of e
following learning outcomes:

1. Understand the role of proj._ s in delivering org.  .sational
strategy

2. Understand proces’ _s tor_ itiatin. wlanp® 4 and managing
projects

3. Understand the' »tors v¢ ch contribute to effective project
managen: at

The aims ot _his workisook
This. 9 ek ain \ to he'p you learn how to:
B Effe. vely pi reate and deliver projects successfully

= Identify< d work with stakeholders ensuring the project team
vall-brie. d and takes ownership

B _nsurc.1e exchange of data is effective and transparent

+ Consider risks and plan mitigations. Be ready for the
unknown.

Tvas workbook is about how you can manage projects effectively,
getting the best from the project team and how you will overcome
problems and challenges together.

It also considers the project team’s development needs and the
importance of effective communication.



Syllabus coverage

The table below shows which sections of the workbook address
the assessment criteria of the qualification syllabus.

Unit 513: Managing Projects to Achieve Addressed

Results within
section

Syllabus coverage

1.1 Analyse the role of projects in delivering

organisational strategy L

2.1 Analyse the process for initiating projects 2

2.2 Examine the impact of legal, organis=" _nal and >
ethical factors on projects

2.3 Discuss the use of tools and techri. ies te® an >
and manage projects in different conu

2.4 Analyse techniques for working collabora. =ly

: : . 2

with stakeholders to ac.. ve project aims

2.5 Evaluate methods.cad foi anitoring praiect >
progress

2.6 Discuss me* Jdsforre rtingor. ect 2
outcomes

2.7 Asset aproac ior project closure 2

3.1 Discus. m  »0ds 0. anaging data and 3
informat. n . \orojec. :nvironment

3¢ asess thy use ¢ roblem solving and decision 3
marn. »teci iques when managing projects

3.3 E. mine ap, vaches to identify, manage and 3

mitly, 2 project risks



Getting started

Managing projects effectively is an essential skill for managers
regardless of whether there is a dedicated project management
team, or project management office, within the organisation.

In order to manage projects effectively to achieve results, the
project owner and project team are required to fully understand the
objectives of the project, scope the project and be fully aware of
the project's resources, the resource expertise and the potential
risks. Once risks are understood the project team is required to
formulate risk mitigation and contingencies to facilitate a
successful project outcome.

Project management methodologies should / clearly defined and
understood by the whole team; and each /* .m memk® » should
have a clear understanding of the anticig. »d projs’ success —
what does success actually look like?

The project team should adopt a clear methodc. v for® Jject
initiation, planning, task owner ip, resource alloc. ¢ ‘managing,
communicating and reporting or.. »e project.

The project team are als iredv haveack &
communications strat’ ,y encC vassii. inte’ al team members,
customers, supplie® ‘and othe' .xternal ¢ eholders.

As such multiple disc. ‘ineg’ ‘e utilised throughout holistic project
managemen(

Regardless of | \.e" tcome. f the project, i.e. successful or
unsuccessful, tf \tec. »shouilc complete a project postmortem, or
preo’ 2ost-imple nentc. an review. In effect, the team should
conc. of, ¢ mnlete \nd disseminate a lessons-learned exercise.

‘aw to u. »the workbook

Thet .G 2ks provide ideas from writers and thinkers in the

< nagement and leadership field. They offer opportunities for you
) investigate and apply these ideas within your working
wironment and jobrole.

Structure

Each workbook is divided into sections that together cover the
knowledge and understanding required for that unit of Level 5
Management and Leadership. Each section starts with a clear set
of objectives that identify the background knowledge to be
covered, and the management skills in the workplace that enable
you to demonstrate this knowledge. You do not have to complete
the sections in the order they appear in the workbook, but you
should try to cover them all to make sure that your work on the unit
is complete. There are self-assessment questions at the end of
each section that allow you to check your progress. You may want
to discuss your answers to the self-assessment questions with
your line manager or a colleague.
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Activities

Throughout the workbooks there are activities for you to complete.
These activities are designed to help you to develop yourself as a
manager. Space is provided within the activities for you to enter
your own thoughts or findings. Feedback is then provided to
confirm your input or to offer more ideas for you to consider.

To get the best from the workbooks, you should try to complete
each activity fully before moving on. However, if the answer is
obvious to you because the issue is one you have encountered
previously, then you might just note some bullet points that you
can then compare quickly against the feedback. ~You may
sometimes find it difficult to write your complefd esponse to an
activity in the space provided. Don’t worry 2° Jut this — just keep
a separate notebook handy, which you c7* ‘use and< erto as
needed.

Try not to look at the feedback section before. mpleting
activity. You might like to try covering up the fec. »acks «\n a
postcard or piece of paper whi. wou are working ti. =~ gh an
activity.

Timings

Timings are sugg¢ ~d for ear’ section ai u activity, although it is
important that vou G “de h* v much time to spend on an activity.
Some activiti. mayoc.  ,only a few moments’ thought, while
others may be Y articule. aterest and so you might decide to
spend half an F._ur< »more '« »loring the issues. This is fine —
the murpose of ti L acu. ties is to help you reflect on what you are
doi.. .« .o helg rou ia. tify ways of enhancing your

effect. wnesc 'tis' 'ways worth writing something though, even if
it's briet”_»the ac.” writing will reinforce your learning much more
effectively < an just referring to the feedback.

Sce .. =

7 .cre are scenarios and examples throughout each workbook to
'ustrate key points in real workplace settings. The scenarios
ver a wide range of employment sectors. As you work through,
y. J might like to think of similar examples from your own
experience.

Planning your work

The reading and reflection, scenarios and activities in each section
of the workbooks are designed to take around two hours to
complete (although some may take longer). This is a useful
indicator of the minimum length of time that you should aim to set
aside for a study session. Try to find a quiet place where you will
not be interrupted and where you can keep your workbooks, notes
and papers reasonably tidy. You may also like to think about the
time of day when you work best — are you a ‘morning person’ who
likes to get things done at the start of the day, or do you work
better in the evening when there may be fewer disturbances?
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About this workbook

Preparing for assessment

Further information on assessment is available in the Qualification
Support section of ManagementDirect, CMI’s online resource
portal. If you have any further questions about assessment
procedures, it is important that you resolve these with your tutor or
centre co-ordinator as soon as possible.

Further reading

Suggestions for further reading and links to management

information are available via ManagementDirect. You will also find
titles for further reading in the Further Resource® it the end of this
workbook.

11
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Section 1 Understand the role of
projects in delivering
organisational strategy

Learning outcomes and assessment criteria (about 2
hours)

By the end of this and the next section you will understand the role
of projects in delivering organisational strategx nd you will
understand the processes for initiating, plar® .1g and managing
projects.

In this section you will be able to:

1.1 Analyse the role of projects in delivering aanis® onal
strategy

To start with, we shouls _ci«.. »sceri. »nd cor’ Jder:
1. What{ “a project
Projec. »wersid ousiness as usual’
N is a. viect considered successful?

Vi hau worojec. hanagement?

o k> wn

Une ersta.ing the role of projects in delivering
orga ‘satior 4l strategy.

“Mhat is ¢ aroject?

We . consider what a project actually is.

T “Association of Project Management states “a project is a
nique, transient endeavour, undertaken to achieve planned
jectives, which could be defined in terms of outputs, outcomes

¢ henefits”

www.apm.org.uk/body-of-knowledge/context/governance/project-

management/

So, a project is typically a time-limited activity with the objective of
delivering specific outcomes, with specific agreed resources.

Projects versus ‘Business as Usual’

A project is typically a temporary activity, which could be unique. It
is often supporting some form of organisational change and
perhaps is addressing an uncertain situation.

A project will often operate cross-functionally in order to capture

the appropriate breadth of expertise needed to facilitate a
successful project outcome - a pre-agreed definition of success.

13
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In contrast, ‘business as usual’ typically refers to activities which
are routine. Activities which are considered as normal operation,
that sustain the organisation's operations. Business as usual
activities will have clarity of purpose, often with documented
standard operating procedures.

As projects come to a successful conclusion, and after a post-
implementation review has been completed, they will often
transition to ‘business as usual’ and thus become standard
activities within the operation.

When is a project considered to bs successful?

If we are to utilise projects to deliver impra® “ments te®perational
and/or strategic organisational performai. »then t=* success
criteria of a project must be agreed and wiG. w1 Lerstood, . th
complete clarity.

The Association of Project Mai. »ement states “a . :zct is usually
deemed to be a success if it achic. »s the objectives according to
their acceptance criteriz van c_ 2ed timed ale and budget”
www.apm.org.uk/bod? st-knov, \dge/c. textt Overnance/project-

management/

It is essentiald vinves.. ¢ .nd effort in scoping and agreeing the
project succe . ‘teria o iding disputes at a later stage.
This is an impc¢_‘ai. »oint w. =h cannot be over-stated.

Wh s maiedt management?

It is worti. onsider..  the discipline of project management at this
20int, althoc 3 project management methodologies will be
G =ed late. 0 section 2.

M=* agenic .Direct states “Project management involves the co-
dination of resources to complete a project within planned time
nd resource constraints and to meet required standards of
¢ ality. Itincludes planning and allocation of resources and may
nmake use of specialised management techniques for the planning
and control of projects. Projects are usually considered successful
if they meet pre-determined targets, complete the intended task, or
solve an identified problem without exceeding time, cost and
quality constraints.”

Similarly, the Association of Project Management states “project
management is the application of processes, methods, knowledge,
skills and experience to achieve the project
objectives”.www.apm.org.uk/body-of-
knowledge/context/governance/project-management/

If we are to operate and deliver successful projects, then the
project team must become familiar with a project management
methodology which is applied consistently and competently, both
within the project team and cross-functionally across the
organisation.


http://www.apm.org.uk/body-of-knowledge/context/governance/project-management/
http://www.apm.org.uk/body-of-knowledge/context/governance/project-management/
http://www.apm.org.uk/body-of-knowledge/context/governance/project-management/
http://www.apm.org.uk/body-of-knowledge/context/governance/project-management/

Some organisations will benefit from a specialist project
management office, typically for a large project, whilst others will
adopt a more generalist approach through integrating project
management into existing job functions. Both approaches can
work effectively providing a project management methodology is
applied competently, and the team work together and
communicate effectively with stakeholders.

A specialist project management office is often created when the
scale of the project justifies specialist dedicated resources, or
where the projects are of such a strategic nature that dedicated
specialist resources are a prerequisite to success.

Understanding the role of proi« _ts in d¢livering
organisational strategy

Given the definitions and explanations above, 2perly st ed and
resourced projects with agreed,and defined succ. = ¢ .ria are
effective tactical components ¢ ‘=livering an orgar.. .don’s
strategy.

This is a fairly wide-raz® .ig s.. =mer._ rhich <  nprises:
1. Achigt .ng comp¢ .ive adva. .ge
2. FEacilita. 2 ind vation
3. © « »orting xcision making
4. E_abi. :and . naging change.

That  wlication ¢ »roje. xmanagement can effectively support and
deve 2 u. mraani ation’s strategy. A properly applied project
manag. ent . ¢ ‘ology will focus resources on the correct
activities '« *he corrcct time in alignment with the allocated budget.

anproac,. 'an support the components of organisational
strat . “wstrated in the four bullets above, either as stand-alone
pr ,ects, oras components of larger strategic initiatives.

‘even strategic models are mentioned later in this section. Such
ndels should be used to map internal and external drivers of the
p Jject, ensuring there is a breadth and depth of awareness.

For example, the PESTLE model can be quite useful to map
political, economic and legal external factors, complemented by
social, technology and environmental internal drivers.

For reference, drivers are not necessarily only external or internal
and consideration should be given to both types during mapping
and scoping exercises.

Project - Programme - Portfolio and Project Life Cycle

From a strategic perspective, we should consider the inclusion of
projects, programmes, portfolios and project life cycles within the
tactical and operational activities supporting the organisational
strategy. Therefore, the following statements may be helpful:
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