
 
 
 
 
 

Assignment – Project Plan 
 

Based on our mission and our responsibility for managing Maastricht University’s sustainability portfolio             
as well as empowering students and staff members along the process, every Green Office project               
coordinator is expected to run his/her own projects often supported by a group of volunteers. The Green                 
Office team will assist each other in planning and coordinating these projects, but the final ownership of                 
the projects rests with the specific project coordinator. For every project it is important to know the                 
university context, official sustainability goals, as well as potential stakeholders when initiating and             
coordinating a project. 

 

Content 
We would like to ask you to write a project plan for an ongoing project that is specified below or for a                      
new project you thought of. Project plans are not only useful for new projects, but also to manage parts                   
of larger projects. Below you will find the relevant project and the scope for each vacancy. 

We know that you are missing a lot of context at the moment and that these project plans will be far                     
from perfect. While you will be more knowledgeable when actually coordinating these projects, working              
for the Green Office often requires you to make decisions without having all relevant information and                
with limited experience. We ask for such an assignment to test your planning and anticipation skills. 

 

Requirements 
The project plan should not be longer than two pages. The assignment should be one pdf document. In                  
your project plan you should touch upon issues, such as: 

● Problem statement 
● Goals/anticipated outcomes and their measurability 
● Completion and termination criteria 
● Risks and mitigation 
● Timeline and milestones 
● Budget 
● Communication plan for students and staff 
● Stakeholders involved 
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● Required team size 

In addition, feel free to look through the internet to find best practices, as well as creative and innovative                   
solutions that you would like to address. 

 

Topics for Assignment 

1. Your own new project which falls in the domain of the position you are applying for OR 
2. The topic specified below for the position you are applying for OR 
3. An ongoing project of the portfolio that you are applying for, which is not listed below. 

 

Vacancy 
 

Project or Scenario Scope 

Strategy Sustainability Committee 
As strategy coordinator of the Green Office, your task 
will often consist of the formulation of memos or 
policy plans in a 'sustainability committee' that you 
aim to have embedded within official University policy. 
This often requires a carefully worded text, taking 
reference to the goals mentioned in the Roadmap 
2030, and concluding with an advice towards the 
University. The goals formulated in these memos are 
normally quite broad, so don't be discouraged in light 
of having very little background information.  
 

Draft a memo as strategy 
coordinator towards the 
Executive Board of the 
university. Please limit 
yourself to one portfolio. The 
memo should contain a 
section elaborating on the 
current status of the 
respective portfolio, in how 
far the goals of the Roadmap 
2030 have been fulfilled and 
an advice towards which steps 
are to be taken next. You can 
and should try to formulate in 
very broad terms. Looking 
through our past publications 
is usually very helpful.  

Assessment 
& Reporting 

Sustainability Reporting 
Every year we publish a Sustainability Progress Report. 
These can be found on our website. It requires to 
chase after data (a lot of which comes from Facility 
Services), make calculations and draft the text. We 

Draft the Sustainability 
Progress Report 2017 (project 
starts in 2018) 
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have often, but not always, used volunteers to help 
with this process. 
 

Research Project: Living Lab 
  
The Green Office Living Lab serves to connect UM         
students with real-life research questions on the topic        
of sustainability for their projects and theses. These        
questions come from both inside the university, as well         
as from the wider Maastricht community. The Living        
Lab is composed of three different levels which are         
used to categorize the questions. The first level        
consists of one-time tasks or questions. The second        
level consists of ‘work packages’ or a collection of         
different tasks, that can serve for the duration of a          
project period (in the cases of UCM and MSP) or a           
MaRBLE project. The third level consists of questions        
for Bachelor’s or Master’s theses. 
 
Especially for the Green Office, the Living Lab can be a           
good way to gather evidence to lobby for our projects,          
for instance: 'This research showed that a lot of         
students are interested in having more sustainable or        
vegetarian options in the Cafeteria.'  
 
For your project please submit a proposal on the way          
in which you would collect the research questions        
from university staff and also from stakeholders such        
as local businesses, caterers, municipality and then       
forward those questions to relevant staff members       
and interested students. Some ideas so far have been         
involving sustainability ambassadors at each faculty, a       
technical interface/website/forum and also volunteers.     
Of course, we know that you are missing plenty of          
information and your idea might not be applicable, but         
we want to see that you can anticipate problems, have          
creative solutions and be ready to work on big         
questions with little guidance!  
 

Academic year 2018/2019 
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Operations 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Project: Recycling 
One year ago recycling bins were finally introduced at 
UM. Recently, we have conducted a survey on 
student’s knowledge and found that many students 
are still quite uninformed on UM’s recycling guidelines. 
We think that a lack of communication on these 
guidelines could be the reason for this.  
 
Come up with a project proposal for how 
communication about the recycling system could be 
improved. What could the UM Green Office do to 
reach as many students as possible? In addition to a 
short project proposal you could for example come up 
with a new page for our website, or design a slide 
show for the university’s info screens. 
 
------------------------------------------------------------------------- 
 
Project: Reducing Waste 
A lot of waste is produced by buying take-out food and 
drinks. How can we promote the use of reusable drink 
and food containers among students? For example, 
you could think about what needs to be changed on 
the side of the university in order to incentivise/make 
it easier for students to bring their own food and drink 
containers. 
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Education UM is currently implementing a Task Force to 

coordinate the sustainability efforts at UM as of April 
2018. In short, the Task Force consists of UM staff 
members carrying out sustainability projects in the 
areas of education, research and operations. This Task 
Force is  in charge of formulating, implementing and 
evaluating UM’s sustainability goals. Members of the 
Task Force can therefore be expected to have in-depth 
institutional knowledge and connections at UM, and 
the legitimacy to carry out UM-wide projects.  
 
The Green Office, on the other hand,  will now “focus 
on raising awareness and encouraging mobilization 
among the student population.” By doing so, we aim 
to provide feedback, input (e.g. project proposals), 
facilitate student projects, and keep a critical eye on 
the Task Force’s development. Please keep this 
information in mind when considering the following 
two projects.  
----------------------------------- 
The new focus of the Green Office means new 
opportunities for the Education Portfolio. Education, 
for example, plays a large role in raising awareness and 
encouraging mobilization. For this assignment, pick (a) 
sustainability topic(s) of your choice (briefly explaining 
its/their relevance to UM) and design a plan on how 
you will raise awareness and mobilize students around 
this topic through any educational activities (e.g. 
guest-speakers, courses, excursions, workshops, etc.). 
Your plan should make at least some reference to 
current education projects (which can be found on the 
website), as well as the current ‘Sustainability Lecture 
Series’ project, which organizes lectures on various 
sustainability topics (many of them TBD). As a 
potential education coordinator, you should be able to 
coordinate your plan with these already-existing 
projects, although we of course understand if you 
currently do not have in-depth knowledge of them. 
------------------------- 
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The Education Coordinator serves as a “contact person 
for all stakeholders who want to learn more about 
initiatives, courses and projects about education about 
sustainable development”. This means that the 
Education Coordinator should keep an overview of all 
sustainability-related education initiatives at UM (both 
formal and informal). A current project related to this 
is the UMGO inventory of sustainability courses (which 
can be found on our website). This inventory, 
however, only takes formal education into account. It 
furthermore takes up a lot of time for one individual to 
update (4 weeks, working 14 hours per week). Keeping 
this in mind, develop a plan of how you would keep an 
overview of UM’s formal and informal education 
initiatives. You can consider the following questions in 
your plan:  Would you need to create new inventories? 
If so, how would you create and maintain these 
inventories? What would be possible areas of 
collaboration with the Task Force? 
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Community The Green Office is constantly looking for new ways to 

engage students and the community through a variety 
of activities and events, that are both informative as 
well as enjoyable. Come up with a detailed proposal 
for a new event, project or activity that could involve a 
large group of students and would be beneficial for the 
visibility of both the Green Office as well as for the 
topic of sustainability. Make sure to mention how this 
idea would be marketed and include a budget, 
communications plan, and estimation of attendees as 
well as possible organizations that could be involved.  
 
Volunteers are an integral part of our organization, 
and we sometimes have the issue of volunteers 
participating for one semester or less. Come up with a 
strategy for volunteer management that would make 
better use of volunteers, establish more continuity, 
and create a constantly engaging volunteer 
experience. 
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