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What is a project?

Which of the following is a project?
A. Coordinating an annual employee recognition ceremony
B. Streamlining an administrative process, such as how purchases are made
C. Ildentifying ways to improve customer service
D. Updating a processing manual

What projects have you managed?

Break into groups of four or five and discuss the projects you have managed, both on and off
the job. Talk about what worked, what didn't work, and what you learned about project
management.

List the top five skills you think are important for successful project management.
STEPS IN GUERILLA PROJECT PLANNING

1. Set a SMART goal for your project. What do you want to accomplish
with the project? A SMART goal is a definition of the project with an end- @
results objective. It is specific, measurable, attainable, result-oriented and

time bound.

Is this a SMART goal? “Plan and deliver a luncheon for eight new GSB faculty members on
September 30, 2009 within a budget of $500.”

If not, what’s missing? How would we change it so it is a SMART goal?

2. Decide how you will meet your SMART goal. Brainstorm options for meeting your goal.
Options are ideas about what you can and how you will do it. Get ideas from everyone
involved. Identify costs, needed resources and staff, and the timeframe for each option.
What are two options your team could consider for the luncheon in Step 1? Think about
location, menu and entertainment. For example, you could hold a barbecue with a welcome
speech from the dean and opportunities for networking with faculty members.

3. List the major tasks/steps for the option you choose. The tasks associated with an
outdoor barbecue will differ from the tasks for a sit-down buffet.

List some of the major steps or tasks for one of the options in Step 2.
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SEES e @SOS @@ 4. Determine how much time is required for each
AL A N task/step and plot it on an Excel spreadsheet or Word
table. Start with the due date for the project and work
T2 | packwards, allotting the required amount of time for each
rss | task. This is a Gantt chart, and it shows what needs to be
= x4 | dONe and what is occurring at the same time.
% .. | Milestones are dates when major parts of the project are
completed. Critical dates are sequential or overlapping.
Sequential tasks are completed before other tasks.
Overlapping tasks occur simultaneously. For example, you need to locate and book a venue
for a sit-down buffet before you can send out invitations.
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Prioritize the tasks you identified in Step 3 and show the timeline for each.

5. Put together your team. Whom do you need on your team to help deliver the project on
time and within budget? Some people will have a direct role in the project; others may make
a one-time contribution. Do you need people in other departments? Vendors? Make sure
each person understands what he/she is expected to do or deliver and the deadlines. It is
easier to gain people’s support if you make them part of the decision-making process.

Using the example you have been working with, identify whom you need on your team and
what you need them to do.

Implementation Dashboard (date)
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6. Keep people informed. The most
effective way of communicating
progress is with regular progress
reports. The reports form a useful
record of the project and can be e-
mailed to all relevant parties and/or
placed in a central location everyone
can access. This is a “dashboard” —
a visual snapshot of the project.
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How will you keep people informed about the status of the project? What tools will you use?

Resources

Project Management by Marion E. Haynes. Crisp Publishing.
http://www.onepageprojectmanager.com/

Project Communication at
http://www.allpm.com/modules.php?op=modload&name=News&file=article&sid=1794
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