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Things to Know...

© Questions are welcome X tion Asker

= Please use the questions box to ask

questions

=  The moderator will select questions Submit questions here| r
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Poll: Who’s on the Call?

= A Project Manager without your PMP

certification?

= APMP in the role of a Project Manager?

= A program manager?




Goals of the Fundamentals Series

management concepts

© Identify tools and techniques that can be implemented to

manage projects more effectively




Objectives of This Webinar

Describe the communication model.
= |dentify symptoms of poor communication.

= List sources of poor communication.
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Communications Management

=  To ensure timely and appropriate planning, collection, creation,
distribution, storage, retrieval, management, control,

monitoring and ultimate disposition of project information

© Importance

=  Communication is the most important skill a project manager

can develop

. Every project team brings with it unique communications




Communications Model
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. Symptoms of Poor Communications .

© Rework

© Slipped delivery schedules

© Client unhappy with end

product



Question for You

© What are symptoms of poor

communication that you’ve




Sources of Poor Communication

Virtual teams
Failure to listen
Distractions

Failure to obtain feedback

Language & cultural differences

O 0 0 0 0 O

“Assuming”
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Question for You

© What are other reasons for

poor communication?




Avoiding the Pitfalls of Poor Communication

© Perform stakeholder analysis
= Stakeholder register
© Develop project communications & work
performance information

= Focus on variances

= Focus on exceptions

=  Focus on solving issues

© Use appropriate distribution techniques

PROJEGT 1711
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Busy Foods, Inc. — Case Study

Project Charter

U

PROJEGT 1<
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Factors Affecting Busy Foods Inc.




Project Statement of Work

Deliverable

_ BEINEELIE \
Improvethetime [ Deli bl
from order intake to SHVErabie

Develop and launch

ship'ping restaurant | 3 marketing Train all internal
equipment) toless | campaign to clients | syaff affected by the
than 8 hours to educate them on | naw business

the new equipment | 5r5cess
shipping process




Stakeholder Power & Interest

Interest in Impact to Strategy for Gaining Support or Reducing
Stakeholder Stakeholder Expectations of Project Project Project Obstacles
John Michelson, CEO Project is critical to keeping in business. High Significant Need to make sure that John is aware of all
Wants the project implemented with Influence critical issues. He will be able to help with any
HIGH quality. obstacles the team may have.
Henry Target, Really likes the idea of improving High Low Influence Provide a simple status regularly on what
Marketing VP processes. Can think of several ways to benefits will be expected as the new
Market the company once the project is processes are implemented.
completed.
Tom Wang, VP of Thinks this new project can improve High High Influence Need to balance desire to have project
Business Development | opportunities for the company. Wants completed fast to quality that the CEO is
and Sales the project in as soon as possible. looking for.
Sarah Policie, Doesn’t really like change, but will do Low Low Influence Will need to keep in mind making Sarah’s life

Distribution Manager

what is asked.

easy when ready to deliver, but not
necessary.

© 2013 Core Performance Concepts Inc.
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Question for You

© What have you done to assess

stakeholders on your projects?




Stakeholder Power & Interest

HIGH
* Tom Wang, VP Business Dev
Keep Satisfied Manage Closely
ohn Michelson, CEO
Power _
ﬁry Target, VP Marketing
Monitor Keep Informed
* Sarah Policie, Distribution
—Manager

Interest




Develop Performance Reports

© Focus on variances
© Focus on exceptions

© Focus on solving issues

© Project Insight allows

customization to your needs PROJECT: .
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Project Insight Showing Progress

Aug 4, 2013 Aug 11, 2013 Aug 18, 2013 Aug 25, 2013 Sep 1, 2013 Sep 8, 2013

T[E[g I W[T[F[s[s[M[T[w[T[F[s[s[M[TW[T|F[s|s[m[T|wW[T|F|s|s[M[T[w[T[F[s s[M[T[w[T[F[s
Mame Durati... 24|56 ™G 9 10/11(12|12/14|15|16/17|18(19|20/21 [22|23 |24 |25|26|27|28(29|30)21| 1 |2 |2 |4 (5 |6 |7 |& |9 |10/11[12|12)14];
4 Distribution Process Improvement d Show progress,

May want to show

Praoject Kick-off 1d ; .
against baseline

Analyze current business process 10d

Marketing Plan

Create Marketing Message &d

Determine areas for improvement 5d _1
Review impravement opportunities .. 2d _1

Approval on Improvements 1d by

+
Design training materials &d _—l
Deliver training to staff 3d

Deliver marketing message through... 10d




Performance Reports & Variance

Project Status

State: Status:
Active
- Accomplished
P : : :
ercent Complete: Duration Work Hours: Hours (EVH):
48.51% 52d 67.00 32.50

Overdue Tasks Q
I // Critical and non-
/

-, critical
w Current Critical Tasks ——
% Comp
MName Duration hhimm | Work Hours % Comp Checkbox Start Date * End Date Resources Dependency Admin
Analyze current business process 10d 4500 50.00% Tue 7/16/13 8 AM hMon 7/29/13 5 PM X
Determine areas for improvement 5d 000 0.00% Tue 7/30/13 8 AM Mon 8/5/13 5 PM & X
Review improvement opportunities with Management 2d 0.00 0.00% Tue 8/6/13 8 AM Wed 8/7/13 5 PM LS

Approval on Improvements 1d 0.00 0.00% Thu 8/8/13 8 AM Thu 8/8/13 5 PM

Impl . 25d 0.00 0.00% Fri §/9/13 & AM Thu 9/12/13 5 PM

~Current Tasks

% Comp
MName Duration Work Hours Checkbox Start Date End Date Resources Dependency

Marketing Plan 5d 1200 Tue 7/16/13 & AM Maon 7/22/13 5 PM

Analyze current business process 10d ) L Tue 7/16/13 8 4 Mon 7/29/13 5 PM

Create Marketing Message gd ! ! Tue 7/23/13 8 AM Thu 8/1713 5 PM




Performance Reports & Variance

[ PERFORMANCE H RESOURCES ‘ TaSk Level Earned
Value

STATUS COMMENTS || SCORECARD || MORE DETAILS || BUDGET

Earned/planned values calculated through 8/12/2013 Calculate Mow

?  Performance Dollars

Vv Performance Hours
Accomplished
Hours Scheduled Hours

% Accomplished
Performance Performance

Accomplished

ed Hours % Scheduled

Planned Hours Accomplished Hours Variance % sccomplished Hours Variance 7
(PVH) Hours (EVH) Actual Hours (AH) (AHV) Hours Variance (EVH) Variance (SHV) Hours Variance Index Index
Work Hours. 67.00 32.50 32.50 100.00% -34.50 n’51-49% 0.49
Billable Work Hours &67.00 32,50 3250 100.00% -34.50 -51.49% 0.49

> Billable Gross Profit Analysis

Estimate At Completion (CPT)
(Actuals/Billables Plus Remaining Work
divided by the Performance Index)

Estimate At Completion
(Actuals/Billables Plus

Estimate To Complete
Remaining Work)

(Remaining Work)
Work Hours. 34,50 34.50 34.50
Work Total $0.00 $0.00 $0.00
Billable Work Hours 34.50 34.50 34.50
$0.00 $0.00 $0.00

Billable Work Total
?  Proposed Charges Analysis

?  Estimated Cost Analysis




Communication Methods & Technology

© What to do when everyone wants
\

different information?

M

Baliix » »

n LB S oepw
P o =

= Status Reports

= Status Meetings

= Email

= System Alerts Pn“ JEI:T .
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Status Meetings

© Agenda

=  Discussion Topic

= Resolve Issues

© Decisions
© Next Steps

© Actions

© 2013 Core Performance Concepts Inc.

Meeting Information

Meeting:

Date:

Meeting Facilitator:
Meeting Objective:
Called by:

Required Attendees:

Dptional Atendees:

Restawrant Distribution lmprovement Froject

January 15, 2005 Tine: S D0am — 1200 noorn
Dizns Altwriss Place: Cornporate Bosrd Room
Review Project Charter and Scops

Jane Simperton Project Manager

John Michelson, CEO

Hanry Target, Marketing WP

Tom Wang, WP of Business Developmeant and Sales

Sarah Pplicie. Distribution Manager

Jackie Holandsr, Sales Manager

Agenda ltem Presenter Time

S:00 AR Introduction Jana 10 minutes
29:10 AM Review Project Charer and Scope Jana 20 minutes
9:30 AM WES Brainstorming Session Jana 90 minutes
11:00 AM Lunch Break and Rewview Jane 30 minutes
11:20 AM Re-cap and Maxt Steps Jan=] 30 minutes

Decisions Reached
1
2

Mext Steps
1
2

Action Item Assigned To Due Date
1
2
3

imiiate Froject

intemgence’



Question for You

© What is the best thing you

have done to make your

status meetings more




System Alerts

Restaurant Distribution Project I Ability to set Visual
DEFAULT OPTIONS ” CROSS PROJECT DEPEND Alerts for ProjeCt -ALTH H CUSTOM WORK SCHEDULES

and Task Health

Descriptions | Yellow Amt _|_VeEEow % _‘_Red Amt ;_Bed %

Project Health Parameters

\ I
Mame Icons Thre:

Behind Schedule: The project is behind schedule with the yellow,red status when the completed work (earned hours) is less than the scheduled work |160 |hrs ‘10% | |320 ‘hrs |20%

£ (planned hours) by the amount OR percent specified.

Over Accomplished Hours: The project is over accamplished hours with the yellow/red status when the actual hours exceed the completed work (earned hours) by |160 |hrs ‘10% | |320 ‘hrs |2Cl%

O the amount OR percent specified.

Over Budget: The project is over budget with the yellow,/red status when the actual cost exceeds the completed cost (earned value) by the amount |S8 000 | ‘10% | |$16 000 ‘ |2Cl%

Y OR percent specified.

Over Budget Billable: The project is over budget billable with the yellow/red status when the billable cost exceeds the completed cost billable (earned value |$16 000 | ‘10% | |$32 000 ‘ |20%

[) billable) by the amount OR percent specified.

Task Health Parameters
] [ | ‘ [
Name Icons | Threshold Descriptions |Yei!ow Amt Yellow % Red Amt | Red %

Behind Schedule: Tasks are behind schedule with the yellow/red status when the completed wark (earned hours) is less than the scheduled work (planned |40 |hr5 ‘10% | |BO ‘hrs |20%

£ hours) by the amount OR percent specified.

Over Accomplished Hours: Tasks are over accomplished hours with the yellow/red status when the actual hours exceed the completed work (earned hours) by the |40 |hrs ‘10% | |80 ‘hrs |20%

O amaount OR percent specified.

Over Budget: Tasks are over budget with the yellow/red status when the actual cost exceeds the completed cost (earned value) by the amount OR |$2,C|UU | ‘10% | |$4,UOU ‘ |2Cl%

Y percent specified.

Over Budget Billable: Tasks are over budget billable with the yellow/red status when the billable cost exceeds the completed cost billable (earned value |S4 000 | ‘10% | |$8 000 ‘ |20%

[) billable) by the amount OR percent specified.

Cancel




Sample Exam Questions

: A. Create a communications plan to be
Y th f : :
ou are the project manager for a included in the project charter

B. Create a stakeholder register based on your
that you will be the project manager on a organization’s templates so that a

new residential community project. Before stakehoIQer an_alysis can be performed
after project kick-off

C. Determine the best method of
manager, you are asked to help develop communicating project status to the

the project charter. Part of the efforts in project sponsor

construction company. You understand

you are officially named as the project




Sample Exam Questions

You are a project manager on a
large software development
project and you have several key

stakeholders that have a low

A. Touch base with the stakeholders

occasionally

B. Communicate regularly to ensure these

stakeholders are satisfied

C. Manage the communications with these

stakeholders very closely




© What are symptoms of poor communication?
© What are sources of poor communication?

© What is a model to assess stakeholder power and interest?




Goals of the Fundamentals Series

management concepts

© Identify tools and techniques that can be implemented to

manage projects more effectively




Books for Credentials

= Achieve PMP°® Exam Success acHieve = %

= Achieve CAPM® Exam Success P ]_\v,LP

EXAM SUCCESS = 5th EDITION %" N

A Concise Study Guide for the ;
Busy Project Manager

Now updated for the

PMB OK@ GUide 5th Ed ith n!
-
= To order: www.jrosspub.com

PROJECT 1ns ot
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For FREE

PMBOK" Guide 5 Edition! S
ACHIEVE (O S

30-day access to Core Performance PN/ D

) A A VAAM
Conce ptS EXAM SUCCESS = 5th EDITION @S\

A Concise Study Guide for the ;
Busy Project Manager

L ® ° = Unlocks the secrets sing the
PMP* C: irs
try, whi
= Incorporates key topics and concepts from PMI® recommended
= Include: ly to helj and fr
enter S
= @ Provides free online aceess tu over 300 u sﬁl ns,
including hundreds of situ:
by knowledge S andfm' i

Email freetest@cpconcepts.net
15t 10 attendees to Email PROJECT Si!]llf
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Online Courses for PDUs

The ProActive PM: Practical Tools

- is now updated for

Concepts
Inc.

PMBOK® Guide 5" Edition!

Earn 24 PDUs with 8 online sessions

=  Work at your own schedule and pace

= Brush up on your knowledge of the fundamentals
e =  Find tips and techniques to help you gain control of projects

2 g
= cdlifl dDOUL Mmore CoIimpiex tOg [1 Projc T1drdgeimer




2013 Fundamentals Webinar Series

© Topics

= Jan - Estimating Time

= Feb - Estimating Cost

*  Mar — PMBOK®Guide Changes

= April — Identifying and Assessing Project Risk
= May — Meeting Effectiveness

= June — Agile PM




Register Ahead of Time

© 2 ways to register:
© Free Project Management Trainin

© Training & Webinar Calendar

PESRENNEISHUEINEN 1o Conerits

Overview

Product Feature Matrix
System Requirements
C i i &1

Product Training

DWERFUL FOR PRO

Request Info Success Stories

SY FOR EV

omizable web-based project rr

Papers

ment Software

Training Calendar

software by Project I

Overview
Benefits of PMI Training

IT Methodology Webinars
Archived Project Management Webinars
Archived IT Methodology Webinars

PM Basics

Blogs




© Earn 1 PDU for each webinar session attended

© To register your PDUs go to www.pmi.org

© Login as a member of PMI
© Select Category B — Continuing Education

© Knowledge Areas: Integration, Communication




