Process of managing tasks

ABSTRACT:
The aim of this assignment is to discuss the critical attributes of the task objectives and discuss the technical and non-technical issues of the task management.
Task 1

Task management
Task management is process of managing tasks. Task management mainly deals from one task from its starting stage to ending. It includes planning, testing, tracking and reporting. It is possible to translate these into quantitative task success criteria.

Task Management becomes very effective when they are managed including its states, priority, time human and financial resource management.

The task starts working until it is completed. Task management processes the tasks from ready state to complete state, in the figure one task from ready to assign. Task management either help individuals achieving their goals, or groups of individuals to share knowledge for the accomplishment of collective goals.Tasks are usually differentiated by level of complexity, from low to high.
Specifying the task

Task objectives:

Specifying technical and non-technical issues
In the organization implementing the task management, two objectives are considered. They are technical and non-technical issues.

In the technical issues, there are mainly 4 main attributes. Critical Attributes are those if not achieved mean that task or project is a failure. The four critical attributes that contribute to the success of any task are Cost, Time, Quality and Content. A great danger is where cost and time limits are precise and task content and quality are not. Sometimes you find that the scope of the project is growing, putting you under more and more pressure as the cost and time limits do not change. Often these limits come from different places - the finance director sets the cost target, the user manager sets the timescale target and the managing director sets the quality targets. A precise documented picture of the task should be delivered to cover all the above dimensions to avoid these pitfalls. The challenge then becomes to obtain agreement between all the stakeholders on the documented parameters before work starts. Once work has been commenced against this agreed documented specification, then changes should only be allowed under very controlled situations.
1. Time

2. Quality

3. Cost

4. Content
Time:
For the organization time is very important for the task management. Each and every task objective is defined some time to achieve the goal. The time portion is equally shared or adjusted depending on the situation.
Quality:
Quality is also very important comparing with time. Task objectives will help to develop the quality of task management production. Otherwise, the task management will be put into full confusion or fail.
Content:
Content is very useful to make the task management outcome more consist and accurate.
Cost:
The defined task objective helps task management become more cost effective.
Non-technical issues

Organizational attribute:
The organizational attributes are used to define the rules and regulations defined to the organization. Based on the organizational attribute task management improves. Based on the task objectives organization framework improves. The organization's task management is definitely improved by defining the task objectives clearly. The framework towards providing a sense of the perfect direction to the effective task management to be pursued by the company or organization will be provided by the task objectives.
Customer expectation:
This objective helps to regenerate the the expectations of customers concerning the well-organized task management efforts of an organization. The task objectives must be clearly defined, which helps to meet the customer expectation regarding the efficient and effective task management efforts of a company or an organization. By this, the customers will surely learn to trust the capability of the company or organization to effectively manage and complete the tasks given to them.
Human resource skills:
By defining the task objectives very clearly, the organizations will be provided help to maximize the skills and potentials of the organization's human resources. Since the cost of the project that is invested by the organization is directly proportional to the amount of time taken to complete the project, it is very important to concentrate on time factors and team must always plan to decrease the amount of time wherever it is possible, as this will reduces the cost of the project. Equal participation of the employees and team is essential and highly important in the project since they are responsible to complete the project successfully.
Consequences of Poorly Specified Task Objectives

Technical issues:

Time:
In the organization time management is the most important thing. If there is any problem in the time management, there is chance of project failure. Every organization must take care about the time management. The effective specification of the task objective will definitely helps in the optimal time usage. If these are objectives are clearly defined, then the time allotted to complete the objectives can be equally adjusted and distributed based on different situations, if not then the usage of time will be exceeded to achieve the objectives.
Quality:
This is the most important thing in the organization. The success in the organization depends on the quality issues. If quality is defined poorly that gives very bad effect. . If the objectives are not clearly defined, then the confusion will be created in the process, which put the task management into total disarray.
Budget:
Weakly specified task objectives will result in needless expenditures and an overall budget overrun. This will effect on the outcome that in the end is identified as unnecessary. By clearly defining the task objectives, we can direct the task management to be more cost-effective and very economic and also organizations can avoid expenses on unnecessary task management components. Otherwise, the efforts in task management will not bring any good results.
Lack of Support
During the process of task management, there will not be any help provided it gets the important stakeholders support, who is involved in the process of task management, due to the poor specification of the task objectives.
Failure to meet Task Deadlines
Weakly specified task objectives will always result in a fail to meet the task deadlines. If the target is met the quality of the outcome is not worthy at all as the output quality will not be commendable even if the deadlines are met. In this we take the example of the software development life cycle. In the SLDC (Software Development Life Cycle) to achieve the final result or outcome task objectives like time, cost, content and mainly the quality need to be defined. If there are any problems to define the task object total outcome of the objects will be affected. If time management fails the entire project may fail.
TASK2

Planning the task
Task planning is the most important step in any successful task completion. Based on the planning success of the task depends. A little planning and thought will pay you back many times over when plan is implemented.
Resource Management Techniques
Resources in project management may be defined as the best and optimal way of using the time, people, hardware, software, finance and working area while developing a project completely. Creative projects are given to different project mangers which are then discussed and make themselves different from others by giving the idea how they best use the resources and can efficiently develop the project. Resources are not only the using of machinery but also the people who are there to develop the project along with the finance taken or used to complete the task from starting to ending of the project. It also includes the software and hardware require in the development of the project. Time matters a lot as every second is precious for a person who develops project so every minute is being paid. It is being particular that before the project starts, Project Manager should keep in mind all the resources and know if the financial expenditures allow resources to be in approached in time or it should be discussed with the clients if they are necessary to be used or those functionalities can be delayed or omitted for a time line deployment.
Timescales and Time allocation importance with respect to the project plan
Time scales allows supervising completely upon the project development and is applied for every module of the project plan; so that the task can be accomplished in a measurement schedule, rather being working eventually. When time scale of a project is defined the management knows well to achieve the goal in that interval and though they work hard and with soft nature to communicate and find the complete information from the business personnel and management. The timescales decided while making project plans are set to be realistic and practical in a manner that any happening can take place and resources couldn't work. It should be kept in mind that time scale should cover all modules in a manner that resources have some time for free where they cannot get tired and bored for work. Their bore mood or tiring mood can affect the project development. Often in practical scheduling, time scales may change while working on the project as sometimes cause of missing resources these schedule can be delayed. The manager who is setting the time schedule must keep in mind that module identification is important.

To remove the vagueness and uncertainty from the project process timescales must be assigned to each and every process with in the whole project. Information technology planning and implementation steps will be very costly and it may overrun unexpectedly at any time which will consume excessive costs and will become the major reasons for implementation failure and the failure of the whole project.
Manpower Allocation:
Though automation can decrease the costs and increase the processes speeds, human factor cannot be weaned out as the organization of human part which implements the system and ensures the system running process. Thus expertise workers or employees must be needed to engage on this project and even training should be given to the untrained workers to use the new technology system to produce the maximum profits from the new system.
Plan:
In project planning there are six different stages which contains preparing, planning, designing, implementing, operating and optimizing.
Risk Management
However, project development time period is very less though, for any loss of data a backup will be prepared. Moreover, for any disaster or system failure, team must be available for maintenances.
TASK3
Leadership Styles and their involvement in motivating their project team

The following are the main leadership styles

Authoritarian or Autocratic Leadership

Participative or Democratic Leadership

Delegate or Free Reign
Authoritarian or Autocratic Leadership:
This style is used when leaders tell their employees what they want to be done and how they want it to be implemented and accomplished, without taking the advice of their followers. Some of the appropriate conditions to use it are when you have all the relevant information to solve the problem, when you are running short of time, and your employees are very well motivated. Some of them think about this particular style as a vehicle for yelling, using demeaning language, and leading by threats and abusing the power. This is not the authoritarian style, rather it is an abusive, unprofessional style called bossing people around. It has no place in a leader's repertoire. The authoritarian style should normally only be used on rare occasions.

When using an authoritarian style on a new employee who has just started learning the job and when the leader is competent and a good coach he can motivate the employee to learn a new skill. The situation is a new environment for the employee who lacks experience and who needs significant help from the leader.
Participative or Democratic Leadership
This style involves the leader and one or more employees in the decision making process (determining what to do and how to do it). However, the leader maintains the final decision making authority giving equal importance to other employees as well. This style is not a sign of weakness; rather it is a sign of strength that your employees will respect. This is normally used when you have some part of the information, and your employees have other parts. It should be noted that a leader is not expected to know everything and there lies the reason to employ knowledgeable and skillful employees. Using this style is of mutual benefit as it allows them to become part of the team and allows you to make better decisions. This style involves giving the fruitful result of team work.

Using a participative style with a team of employees who know their responsibility in completing the task. The leader knows the problem, but does not have all the information. The employees know their jobs and want to become part of the team. The leader and the employees work together in this style motivating each other.
Delegate or Free Reign
In this style, the leader gives freedom to the employees to make the decisions. However, the leader is still responsible for the final decisions that are made. This is used when employees are able to analyze the situation and determine what should be done and how to implement it and complete it. It is always good to set priorities and delegate certain tasks. This is not a style to use to blame others when things go wrong, but this is a style to be used when employers fully trust and believe in his employees.

Using a declarative style with a worker who knows more about the job than the employer. The leader cannot do everything. The employee needs to take ownership of his/her job. Also, the situation might call for the leader to be at other places, doing other things as well. At this situation the leader will trust his employees and motivate them to take decisions
Laissez fair leadership:
In the Laissez faire style of leadership, the leader always focuses on the team members and communicates with them as well as monitors the achievements during the project. This is the most effective style.

(Avolio BJ, 1990)

The factors can be determined, which need changes are; first, in the company the style or management of leadership should be changed, that change suits the style and preferences of its employees.

According to Haddock and Manning, a successful leader has the following traits: they are
1. Knowing the people, including strengths, weaknesses, hope and goals.

2. Knows the field and job thoroughly.

3. Always stays on top of existing development, trend, and theories.

4. Sharing a vision of service, ethics, excellence, and accomplishment with the others.

5. Must and should exhibits by words and behaviour strengths of personality and honour.
From these traits presented by Haddock and manning (1995), the manager of Dental Care should carefully evaluate their self and made the possible changes to become successful.
Maslow's Motivational theory of needs:
In 1950's, Abraham Maslow has introduced the Neo Human Relations School along with Frederick Herzberg. This mainly focused on the employees psychological needs. He proposed a theory which has five levels of human needs which workers or workforce must fulfil at work.

For example, a man who is struggling for food will be motivated to get at least a basic wage in order to purchase food before thinking about to get a secure job contract.

An organization must therefore give incentives to employees in order to motivate them fulfil each need and proceed to the next higher level of the hierarchy. Managers and Leaders must also know that all the employees will not be motivated in the same way and even all of them progress up the hierarchy at the same time and pace. Thus managers or leaders must study all the workers and must offer different types of incentives form employee to employee. (Avolio, 1990)
Herzberg's motivation and hygiene factors theory:
Frederick Herzberg proposed a two-factor motivation theory. He had close relationship with Maslow. Below are the three methods based on which management should design the work which makes it more interesting.

Job enrichment: In this method, workers will be given a broad range of challenging and interesting task. This should give a highest sense of achievement.

Job enlargement: workers will be given a variety of tasks to do which makes that work more interesting. In this, the tasks need not to be challenging.

Empowerment: In this method, the workers will be given more powers to take their own decisions during their working life.
McGregor's X-Y theory:
Douglas McGregor is a social psychologist. In 1960, he has proposed X-Y theory in his book 'The Human Side of Enterprise'. Many leaders or managers tend towards X theory, and usually get poor outcomes. The managers who are enlightened use theory Y, theory Y gives improved outcomes and performance which directly allows workers to progress and develop. (NCC Education, 2004)
Theory X:
1. A normal person always does not like to work and will try to avoid it.

2. Thus, most of the personnel must be surrounded by the punishment threats in order to make him/her work hard.

3. The average worker likes to be directed and tries to avoid self responsibility; will have no ambitions and seeks security above all else.
Theory Y:
4. Average worker definitely put his efforts towards work naturally as work and play.

5. Without external pressure, the workers will apply self-motivation, self organization to work towards the organizational objectives.

6. Commitment to organizational objectives is an action of incentives and promotion associated with workers' hard work and achievement.

7. In the organization the creative and intellectual capability of the average worker will only be used partially.

8. People or workers generally often like and accept the organizational responsibilities.
Effects of Leadership
For every organization, there are internal problems and especially where there are more than one boss. It is not only that organization has disputes among the employees but it is a more possible opening and a disaster of business when seniors or business runners fight. Leaders and their leadership can affect the business in negative or positive way. Below are examples of few problems
Loss of Control
All project development requires to be supervised by a leader. Similarly, for the project of software development requires to be controlled by any of the member in the business. If the team is not being supervised by a leader, the development team would be doing whatever and whenever they want which may lead to a delay or dishonesty in completion of all modules.
Fast Access to Work
Attitude of the leaders should be friendly and associated to understand the development requirements and taking care of the developers who put their efforts day and night to develop the project. Such care and concern will make the developers love their work and their hardships would not for money but for the personnel as well and this makes them enjoy their work.
Quality Project Development
In quality project development, leaders of the company should not only answer the question once but to make the analyst feel comfortable and build confidence that much that analyst can ask one question any number of times so that one can make his mind clear about the business strategies. As good as the analyst is good in understating the business, as much as the quality product will be taken out.
TASK 4

Mentoring and Coaching
Mentoring and coaching are fundamental key points of success while developing a project. Both coaching and mentoring are processes that enable both individual and corporate clients to achieve their full potential.

Coaching and mentoring share many similarities However, mentoring is about suggesting the personnel to make alterations after analyzing the subject. Coaching is about introducing and making people to get literate about the particular subject.
Mentoring
Mentoring is the technical name of sharing the knowledge or thoughts. In field of web based development it is the best practice to plan the project with both clients and the development team alike. This process is counted in essential steps of requirement gathering as after communication to the clients don't fill the discussion. It is project manager's duty to give a look at the work done on requirements. Manager has to accept what client requires but it is the also the manager's responsibility to acknowledge the client that what is feasible for the web based business. It is low cost as all what it requires is meetings and words to convince. Mentoring is necessary for the project to have and can give them good profit. This mentoring is not only for the clients but also towards the project development team to help or suggest them for the right path for working. This creates the social interactions and makes new relations. Giving professional suggestions gives a positive feedback along with a support reflecting to be in possession of self post. Mentoring the team and project provides the manager become more professional, dedicated and sincere towards the job.

Mentoring is the essential part of project management. If mentoring is not considered, then the project might have to face many problems either while development or later after the development. Mentoring should be done on a one-to-one meeting as it is easy to convince and make others understand as well. Business personnel always require the business to get computerized but its only project manager who has the responsibility to acknowledge them with other requirements. If mentoring won't be done than publicizing the business over web i.e., Online business would not be known to anyone in the world.

Mentoring for some modules is to be done with clients as the modules are tough and takes more time than normal in development which may give a delay. Supporting the team members so they won't take much tough time I have to mentor all four business members about the modules so that delay won't be there in development of essential online business system. Mentoring the team members is important as well. There are number of processes used for developing a project. Team to get successful mentoring for same strategies to use is essential to make. Or else, this can give a hard time to find an error or while using the development in maintenance mode.
Coaching
Coaching is most commonly used to teach or train the ones for a particular subject. It is important in some project that whoever is new to professional environment should be given a training presentation before the project starts. This would be the second step after mentoring about the project to the team, coaching will help them how to work on the project. As coaching is conveying the knowledge in a manner that other person learns and get trained. Coaching the team is required to be done before project starts. It provides people with feedback on both their strengths and weaknesses. However, coaching of customers will require to be done as soon as project is deployed.

There are number of courses being taught in different institutes. The whole project latter is than at the edge as there could be any confusion may rise while deciding what functionality to develop and when. Moreover, it can badly effect while finding and resolving errors in code. Team has to be coached about timely delivery and that can be done if each and every minute is enclosed by work that is due. Timely delivery makes the project run online accurately in time and success is in hand. Team has to be instructed about the framework that is to be used for making decisions, understanding and implementing the goals and different strategies related to business context. This helps if any frequent change appears while development later. It is a skilled time bound activity which has both organizational and individual goals and is aimed at specific issues.
Differences between mentoring and coaching
It is of great help to understand these differences as although many of the processes are similar, they are usually given by individuals who have different qualifications and different relationships with their clients
Mentoring
9. Ongoing relationship which usually lasts for a long period of time

10. Can be more informal and can take place as and when the mentee needs some advice, guidance or support.

11. Focus is on career and personal development

12. More long-term in duration and takes a broader view of the person.

13. Usually set by the mentee and the mentor provides support and guidance to prepare them for future roles.

14. Meetings can take place whenever required

15. Mentor is usually more experienced and qualified than the 'mentee'. Often a senior person in the organisation who can pass on knowledge, experience and open doors to otherwise out-of-reach opportunities
Coaching
In this relationship, generally there is a set duration of time with the client

Generally more structured in nature

Focus is generally on development issues at work.

Short-term, commonly time-bounded and focused on specific development areas and issues

Mainly focused on achieving specific, immediate goals

Meetings can take place whenever required

Coaching is generally not performed on the basis that the coach needs to have direct experience of their client's formal occupational role, unless the coaching is specific and skills-focused
TASK5

Communication
Communication is the most important thing and can have significant impact in Task Management.
BARRIERS TO EFFECTIVE COMMUNICATION
Sometimes the communication system might be very effective but unfortunately barriers can often occur. This may be caused by a number of factors which can usually be summarised as physical barriers, system design faults or additional barriers.
Physical barriers
Physical barriers are often due to the nature of environment. These in the workplace include:
16. Closed office doors, barrier screens, seperate areas for people of different status

17. Marked out territories, empires and fiefdoms into which strangers are not allowed

18. Large working areas or working in one unit that is physically separate from others.

19. Poor or outdated equipment, when management fails to introduce advanced technology

20. Shortage of staff
Research shows that one of the most important factors in building cohesive teams is proximity. As long as people still have a personal space that they can call their own, nearness to others aids communication because it helps us get to know one another.
Perceptual barriers
The problem with communicating with others is that we all see the world with our own eyes. If we didn't, we would have no need to communicate something like extrasensory perception would take its place.
Emotional barriers
One of the chief barriers to open and free communications is the emotional barrier. It is comprised mainly of fear, mistrust and suspicion. The roots of our emotional mistrust of others start since our childhood and when we were taught by our elders to be careful what we say to others.

While some caution may be wise in certain relationships, excessive fear of what others might think of us can stop our development as effective communicators and our ability to form meaningful relationships.
Cultural barriers
When we join a group and wish to remain in it, sooner or later we need to adopt the behaviour patterns of the group. These are the behaviours that the group accept as signs of belonging.

The group rewards such behaviour through acts of recognition, approval and inclusion. In groups which are happy to accept you and where you are happy to confirm, there is a mutual interest and a high level of win-win contact.

Where, however, there are barriers to your membership of a group, a high level of game-playing replaces good communication.
Language barriers
Language that describes what we want to say in our terms may present barriers to others who are not familiar with our expressions, buzz-words and jargon. When we communicate in such language, it is a way of excluding others. In a global market place the greatest compliment we can pay another person is to talk in the language which they can understand.
Interpersonal barriers
There are six levels at which people can distance themselves from one another:
21. Withdrawal is an absence of interpersonal contact. It is both refusal to be in touch and time alone.

22. Rituals are meaningless, repetitive routines devoid of real contact.

23. Pastimes fill up time with others in social but superficial activities.

24. Working activities are those tasks which follow the rules and procedures of contact but no more

25. Closeness is the aim of interpersonal contact where there is a high level of honesty and acceptance of yourself and others.
Other common barriers
System design: Any problems with structures or system in place in an organization. Inefficient or inappropriate information systems, lack of supervision or training and when there is lack of clarity in roles and responsibility to the staff.

Attitudinal barriers: Any problems with staff in organization. Factors such as poor management, lack of consultation with employees, personality conflicts which can result in people delaying to communicate.

Psychological factors: State of mind of people and their personal problems

Individual linguistic ability: Using of inappropriate or difficult words in communicating which can prevent others from understanding the content. It can also lead to confusion.

Physiological barriers: Individual's personal discomfort caused by ill health, hearing problems or poor eyesight. Working on improving our communication is a broad activity. We have to change our thoughts, feelings, and our physical connection. That way, anyone can break down the barriers that get in their way and start building relationships that really work.
Different ways of overcoming communication barriers
Communication should be done in a manner so that analyzing would be easy and comfortable to design. Communication media between two parties can be in direct or indirect method but to choose the direct method is the always a good management practice in order to save time. Communicating face to face in the verbal discussion will lead to better understanding and in case of raising queries the feedback will be immediate and on the spot. Verbal communication leads to no ambiguities. All communication should be ended, by the analyst telling all what his understanding goes with. Later, at the end of all communications, the analyst will provide a written understanding document which will be checked by all four of members for the signatures of acceptance.

Misunderstanding is a word, which can be explained with the mixture of mistakes, misconceptions, confusions, misinterpretations and quarrels. These all are lead due to lack of effective communication. Inappropriate communication may lead to quarrel which is the biggest disaster for business Confusion may lead the project designing in the ambiguity corner.

Though, leaders should make the analyst feel comfortable to ask anything related to the project development. In the same way, analyst should not be reluctant, and be confident enough to ask later or sooner to eliminate the confusion.

Misconceptions may arise when a single topic is discussed with many different people. As no one is perfect and everyone has their own ideas and thoughts to get successful though, people usually elaborate the topic in sense what they think. However, leaders should tell analyst their thoughts but in the same time should listen to the concepts he has in his mind and clear it calmly and politely. On other side, Analyst should be clear to the concepts he got in explaining for elimination and should not feel hesitant to query it any time. Everyone does the mistakes but they can be corrected.

After verbal communication, a written document should be prepared by the analyst to its understandings and is signature for accepting whatever requirements gather documented on are accurate. Alterations should be clearly communicated in written form so that it would stay in record.
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