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Project Management

Pre-Workshop Information

Introduction

The purpose of this pre-workshop information is to introduce you to the Kepner-Tregoe’s Project Management workshop.  We want you to have a clear idea of what you can expect when you attend the workshop.  This information includes the workshop objectives, the learning process, and, most importantly, what you need to do to prepare for the workshop.

A word about preparation: DO IT and you will be able to walk away from the workshop with a wealth of new information, ideas, and solutions.  SKIP IT and you will watch others gain the insights they need to improve their work lives and enhance their personal growth.  It is up to you.

One thing is for certain:  we find ourselves increasingly involved in project work.  For some of us, projects are the only work we do.  We also find ourselves expected to bring in projects on time and under budget because we’ve been given the very latest tools that technology has to offer.  Yet having the latest project management software is not sufficient.  For successful project performance, we require the right set of skills, experience, and ability.  The good news is that much of this can be learned…and that learning begins with a solid understanding of project management concepts and techniques.

What You Will Learn

This workshop is designed to increase your ability to meet or exceed your project goals using Kepner-Tregoe’s project management process.  During the workshop you will not only learn a 13-step process to define, plan, and implement your projects, you will also achieve the following objectives:

· Understand the concepts and tools o project management;
· Refine your project management technical and people skills;
· Apply project management concepts to your job-related projects;
· Understand the factors that influence project management success; and
· Understand the role of project management software. 

How You Will Learn

This workshop uses a proven and systematic learning design.  You will experience situations first, and then draw from those experiences to discuss and reinforce Project Management workshop concepts.  The learning process has four parts:

· Exercises structured to help you discover your current skills and tendencies;

· Concept discussions and full group briefings;

· Practice exercises with feedback; and,

· Opportunities to apply workshop ideas to your priority issues with feedback.

You will use the workshop ideas in small groups.  This will enable you to test your understanding and benefit from the variety of perspectives.  In order to participate effectively, complete the following preparation before attending the workshop.

Workshop Preparation

Your Learning Objectives

In preparation for the Project Management workshop, you will need to identify your learning objectives.

Ask yourself:

· By the end of the workshop, what do I expect to have learned?

· By the end of the workshop, what do I expect to be able to do?

· How will I know this has been a valuable experience for me?

· How will I judge success back at work?

List your three to five key learning objectives:

	     

	     

	     

	     

	     


	Please arrange time with your manager to discuss your learning objectives.  This will ensure that both of you agree to support these objectives.  At the beginning of the workshop, the program leader will ask participants to share some of their learning objectives to ensure that the workshops meets the needs of all participants.


My Project

During this workshop, you will gain knowledge and skills in Kepner-Tregoe’s project management process.  Part of this skill is developed through practical application of your experience and expertise within our project management framework.  More than a third of your time at this workshop will be spent on applying the process to one o your work-related projects.

A project is a series of related activities that are undertaken to accomplish a specific goal or end result.  A project has a specific start and finish; it is not on going.  Examples of projects are:

· Launch a new product by June.

· Install new software on all computers by November.

· Update client database by February.

The questions that follow will guide you in selecting one of two projects for application work.  You may want to discuss each project with others who will be involved in its planning or implementation before you attend the workshop.

What are your current or upcoming projects?

You may be the project manager, a subproject manager, or a project team member.  The project may be complex or relatively straightforward.  Identify one or to top priority projects that you can work on during the workshop.

	     


What is the purpose of your top priority project?  How will you know your project’s goals have been met?

	     


What information or documents will you need for your project application work?

Consider relevant information such as project objectives, important project events or milestones, time frames for project implementation, project resource requirements, and other information that will help you define and plan your project.

	     


Thank you for taking the time to prepare for the Project Management workshop.  Please bring this information, along with any document required for the project you intend to work on during the workshop.  You can anticipate an intensive, enjoyable, results-oriented experience.
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