Project Management |
| nitiating and Planning

Course Length —4 1/2 Days
PDUs- 30

Course Description: Participantswill begin their journey into project management concepts, theories, and
foundationa processes. Thisisthefirst of four courses specificaly designed to dign with the Project Management
Institute’snineknowledge areasof PMBOK® Guide. Each coursewill utilize both new content aswell asbest
practiceswhichwill betaught from the best practices.

Method of teaching: Students will use discussion, cases, and group activities to facilitate the course.

Initiating and Planning
» Definethesix step project management process
» Understand the project’slifecycle
» Determinefivewaysto give proper leadership within culture
» Designan agendafor thefirst project team meeting
* |dentify thetriple constraintsof every project
» Definetheproject drivers
» Demondtrateinterviewing techniquesthat will assist in determining project specifics
» Review congtraint red flagsto watch
 Show how to set, control, and monitor project scope
» Summarize mgjor areasto brainstorm
» Classify whoto place on your project team
* Labd roledescriptionsand project respons bilitieswhen you have no position power

Communication Module
* Andyzethevaueof project interviews
» Evauate how to approach people
* ldentify perception
* Examinewhat impactsproject perception
»  Comparereducing perception differences
* Discusshow togainunderstanding
» Demonstrate what to do when you messup
* Andyzecommunicationstyles
» Deveopwaystoincreaseunderstanding
e Comparekindsof project communication
*  Break downwhat communication should be communicated upline
*  Examinereasonswhy communicating uplineisextremely difficult
* ldentify questionsto ask if miscommunicationiscommon
» Evauateverbd softeners
» Detail characteristicsof apoor listener
» Predict obstaclesof listening during projects
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» Defineproject management’srolein project meetings

» Describeingredientsof effective project meetings

» Evauatereceiving feedback on performance

» Designresponsesto negative project feedback

»  Understand techniquesfor disagreeing

» Discusscaution sightsthat adisagreement isturninginto aconflict
» Formulate seven stagesof intergroup conflict in project teams

* Describewaysto reduceintergroup conflict in project meetings

Project Facilitation Module
» Discussthedefinition of project facilitation
» Braingtorm benefitsof facilitation and how it will help your organization
» Discussfacilitation mess-upsduring projects
» Examinethecreation and usage of acode of conduct for the session
»  Sdect coredutieswhichfacilitatorsmust do before, during and after afacilitation sesson
» Discussbest practicesfor setting meeting objectivesand goals
*  Analyzebody language and tone of voicewhichindividua suseto communicate
» Branstormwaysto clarify body language of others
» Discussfiveuseful waysfor brainstorming during projects
* Anadyzetheproper usage of questionsto engagethe audience
» Formulate paraphrasing techniquesfor clarifying the meaning and message of others
* Comparedifferent waysto use probing, bridging and redirecting skills
» Discussthepostivesof having adevilsadvocatein project teams
* Examineprofessona waysto handlethe negative participant
* Andyzeassertivenesstechniquesto beused by facilitators
* Formulateastandard preparation plan for sarting afacilitation
» Brainstormtheroleand functionsof arecorder in project teams
» Discussbest practicesfor therecorder and creating minutesfor determined actions
» Dedgnrulesfor whenusing abuddy system during afacilitation sesson
* Andyzetacticsfor handling resistancein project meetings
» Evaluatetheimpact of conflict to the participants
* Examinebest waysto be prepared for facilitation sessons
* Discusshest practicesfor ending afacilitation sesson

Project Team Time Management Module
» Discussmythsand realitiesof time management
* Examineexcusesfor not managing your individuad time
» Definerolesand responsbilitieswhich demandtime
»  Examinehow to balanceyour timeto createtotal humanwellnessinyour life
* Review quditiesof timemanagement
* Defineguiddinesof timemanagement
» Evauatecausesof procrastination
» Comparewaysto stop procrastination
* Describewaysof deding with deadlines
* Organizeto set proper deadlines
» Writegoalsto help budget your time
* Evauatethefour D’sin managing timemoreeffectively
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* Sdlectwaystosay “No”

* Explainhow to set and establish priorities

* ldentify waysto plan your work and learn how to plan
* Createwaysto handlethe paper work

» Discusstimetipsoninterruptionsand decisiveness

» Discusstimetipsonthetelephoneand in meetings.

* Formulatetimetipson persona habits

* Evduaehow toorganizeyourself

Project | Best Practices

PROJECT MANAGEMENT OVERVIEW INTRODUCTION
Project Management M ethodol ogy Concept
What isaProject?
Rolesand Respongibilities
Planning Process

PROJECT INITIATINGAND CONCEPT DEVELOPMENT
What isProject Management M ethodol ogy?
Project Management isan Iterative Process
The Relationship of Project Management to the System Development Life Cycle (SDLC)
Applicability of theMethodology
Tailoring of the Methodol ogy to Specific Project and Specific Organizations
Continua Improvements

WHAT ISA PROJECT?
What isaProject?
Temporary Process
Well-Defined God's
Project Condraints
What is Project Management?

ROLESAND RESPONSIBILITIES
Rolesand Responsibilities
WhoisPart of the Project Team?
Importance of Stakeholders
Project Manager
Project Sponsor
Steering Committee
Development Team
Configuration Management
Quality Assurance
End User
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Project Review Team Management
Divisonof Purchases

* PLANNING PROCESS
TheEvolvingPlan
ThePlanning Process
Panninginthelnitiating Phase
PanninginthePlanning Stage
Planning inthe Project Start-up Stage
Planning inthe Project Execution Stage
Planning inthe Project Close-Out Stage
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