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Trainer/assessor guide

BSBPMG531
Manage project time

Welcome to this unit of study

This unit describes the skills and knowledge required to
manage time during projects. It involves determining and
implementing the project schedule and assessing time
management outcomes.

The unit applies to individuals responsible for managing
and leading a project in an organisation, business, or as a
consultant.

It may be undertaken as:

» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

»» part of a formal skill set

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
Topic 1: Determine Projet SCNEAUIE ......o.iviiiiriee ettt sttt st b st b et esesbesbeneen 5
WOrK BreakdOWn StFUCTUIES........ccciiiiiiinitrc ettt st 5
Estimating duration, sequence, and dePENAENCIES .....cc.ccecveriririierienineetere ettt sttt st et sbeseeeseseesaees 10
Scheduling toolS aNd TECHNIGUES ......coiviiieiririteeesertet ettt ettt s e b sbe e eseebesbesenens 13
SCNEAUIE DASEIINE ...ttt ettt sttt b e 15

Check YOUT UNAEISTANGING ....coveviirieieiertinieietetertee ettt ettt st b e bbb bt e st e bbb et ebe s b e b et esesbesbenseneenis 21

Topic 2: IMplement ProjeCt SCHEAUIE ....c..ooiiiiereeeee ettt st sttt sbe et e b sbe s s esbesbesaa et entes 23
Measure, record, and repOrt @CLIVILY PrOBIrESS....uuiieiririirieieererieteesestessesteressessessesessessessessesessessensesessessenses 23
[dentifying DASEIINE VArIANCE......coivieieirierieeeeerete ettt sttt b e sttt be st st st et sbesbesbeseebesbessensenens 26
Forecasting the impact of changes to the SChedule..........oiiiicee e 28
REVIEWINEG PrOZIESS .oieiiiieiieeiterte ettt et et et e bt e bt e bt e b e e s bt e s bt e s bt e beesbeesatesaeesabesasesasesabesasesateeabesabesaseeseanseenseensens 29
ResSpoNding t0 SChEAUIE ChANEE c..oviiiiiiieceseree ettt st sttt st be st e sae e esasbeseenseneen 32

Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 35

Topic 3: Assess time ManNagemMENTt OULCOIMES ...c..eivieviiririeieriert ettt sttt sb e st sreebe e e b bt se e e sbesreeeenes 37
Reviewing time managemMeNnTt ACHIVITIES ....c.coviireerienieiereereesteete ettt et st ettt esbe e beesbeesaeesbeesbaesnees 37
Documenting time ManagEMENT ISSUBS ....cc.uiiiitireeietesie ettt sttt sttt sae et e ste s bt e st st e sbe s bt eabe st esbesaeesesbesneensensens 40

Check YOUT UNAErSTANGING ....coovirieiiiririeieteesiete ettt sttt ettt st ettt sttt e st e be st et e st ebe st e bensenesbesbensensenes 41

TOPIC 4: ADITIONA] TEAIMINE ...eeviiiieieieretete ettt sttt sttt e b e st et et e bt s b e st et e bt e besbe e e st ebesbeneenene 43
[dentifying the CritiCal PATN .o i ettt st e s et e s te s eseebesbeseseesestessansanens 43

Project life CYCIE PRASES c..ovviieieirieeesee ettt sttt et st st e e be st e st e e esesbestenteneebesbenseneenens 46

Time Mmanagement MEtNOAOIOGIES ......cccviririiiririreeere ettt sttt sttt s e e b bt ene 48
RETEIEINCES ..ttt bbbt b et 50
ASSESSMENT WOIKDOOK ..ottt ettt ettt s ae st st sb st s b e st saesatsnesabentsnsanns 51
UNIE INFOIMIGTION ettt ettt b et b e b b et b st a b e b et b be e ebenesbeneees 53
What is competency-Dased aSSESSIMENT? .....ciiiririieierete ettt s b et e s be st et besbe e e ene 54
How will My cOmMpetenCy D aSSESSEA? ...ttt sttt sttt be e e 55
ASSESSIMENT AZIEEIMENT ..cutiiiieiterttertterte sttt e st e st e ste s bt st e eabe e besbeebe et eebe e beesbeesbeebe e saesseesabesaeesaeesnsesasesasesasesnsenns 56
FOUNAAtioN SKillS CRECKIIST....coveiiieeeeecee ettt e 57
SKillS FECOGNITION......eieeeiiieeeeitreeeet ettt et et e st st e s see s et e s sae s et e s saes st esssasentassnasossasssesestassnesnsassnessssesssessasesssessanes 58
Topic 1: Determing pProject SCNEAUIE .....c.ci it sttt et st se et s be st sae e besbenseneens 59
Topic 2: IMPlement Project SCNEAUIE ..ottt sttt s be e a e s b b na e 60
Topic 3: Assess time ManNagemMENTt OULCOIMES ...c..eicuiriiriiieierierie ettt sttt sr st sr e ebe et e b sresseesaesbesreenenes 61
KNOWIEAZE QUESTIONS .....ceeeeeirieeireeeteeestecee sttt es st etes e se st e st s a e st s ses st s se st s sesssessesnsassssnsesstessesssessesssesseesesnsessens 62
Topic 1: Determine Project SCREAUIE .....c..ciiiririee ettt sttt st sbe e 63
Topic 2: IMplement ProjeCt SCNEAUIE ....c..ooiiiieeee ettt ettt sttt sbe et e b sbe et esbesbesaae s entes 70
Topic 3: Assess time ManNageMENT OULCOIMES ...c.ivuirierierierieeiertesie et e ste sttt et et et esae et e st e sbesae et e sbesbeeatentesbesaeeasensesaens 76
Topic 4: SPeCific KNOWIEAZE EVIAENCE ....c..ciiiriiieieteeseete ettt sttt sttt s b e sttt st st be b e 79

BSBPMG531: Manage project time (Trainer/assessor guide)
2 © smallprint V5 Jun 2021



[T g (o1 0 4 =1 [ = £ 1 LT USRI 83

Third party evidence COllECtioN ABrEEMENT .....ccveiiiririeeeere ettt sttt st st be st e e e s s b e ae e esene 84
Topic 1: Determine Project SCNEAUIE ........civiriiiiiree ettt sttt s st et be b e e b ne 86
Topic 2: IMplement Project SCNEAUIR ..ottt sttt st e b e s et a et 88
Topic 3: Assess time ManageMENT OULCOIMES .....cociiiiiriierierieeieeieete et ete e e e sbeesseesseesbeesseesseesseesseesseesssessessesnsenns 90
L6oT0 a1 o] [ u o7y [ =Tal o o [N U TP OU PR 92
LT T g g F= T o] o 11 o =PRI 93
Trainer/ assesSOr USEr INSTIUCLIONS .....cocuiviiiiiiiiiiiiictiicntie ettt sas st s sst st s st sbesstssbesatssbesansnesns 95

BSBPMG531: Manage project time (Trainer/assessor guide)
© smallprint V5 Jun 2021 3



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»»  Determine project schedule

»»  Implement project schedule

»»  Assess time management outcomes

»»  Additional learning

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»» information on competency-based assessment

»»  instructions on how you will be assessed

»  assessment tools to assess your competence

» instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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