Project Management

_________________________

Week 2
Personal Project Management
Your Life is a Project

The focus of this week is very different from our previous weeks.  There are many ways to learn about project management.Throughout this course, we will read about best practices, applying our understandings to projects, and discussing what we have learned.  Another approach is to, as Nike says, “just do it.”  By doing it and applying a few basic concepts we are avoiding the burden of learning terms and concepts and, essentially, learning those concepts from our practice and building the broad knowledge of project management as we go.  Either of the two routes eventually gets you to the same place. 

While our material up until this point was in the first camp, this section is definitely in the second.  It will be hands-on workshop.  We will be ‘doing it’.  Our starting point is taking some aspect of your life that has a definite goal, identifying the work that is required to reach the goal and laying that out in a simple project plan.  The hope is that by simply constructing a plan, you will find yourself dealing with, and developing an understanding of, many of the issues in project management. 

Welcome to the Workshop

This section is really less “content” driven and more of an interactive workshop.  Some of the goals for the workshop include the following: 

· Develop baseline MS Excel skills to use as a “database’ for project activities. 

· Develop an understanding of Major Activities, Tasks and Timelines. 

· Develop an appreciation for “organizing the work.” 

· Create a usable 15 week plan. 

Workshop Procedure
The overall flow of the workshop includes the following. 

· Basic Excel Skills.
· Getting “What You Know” on Paper. 

· Breaking Down the Work into Tasks, Sequence and Time Required. 

· Completing the Plan. 

By the end of the workshop you should have a more clearly defined conceptual model of how a project is defined, what its components are and how you would manage it.  Not bad for one week’s work! 

You and the Next 15 Weeks
The project that we are going to use will be the one aspect of life that all of us have in common…getting through a school semester or the next 15 weeks in life (even though this course is only 7 weeks in length or your other life pursuits).  Everybody in this class has at least one course (this one) and many have significantly more than that.  Everyone has many others things going on in their life, like work, family, friends, activities, fun stuff, etc.  It’s important that, at least for our first project, we do something in which we all share common experiences.  So, that said, let’s look at your academic workload for this semester and/or the next 15-weeks in your life.  If that directive seems a bit broad, you’re right, so let’s narrow it down a bit.  Here are three questions that you can begin to address by making some notes to yourself immediately: 

1. What are your big goals for each of your courses or other things that you want to accomplish personally in the next 15 weeks? 

2. What are the deliverables (things needing to be accomplished) to achieve them? 

3. How will you know you’ve achieved them? 

Collecting the Data

If you are feeling a little like you’ve just been put out to sea without a paddle don’t despair.  It’s frequently the first task of a project manager (that’s you!) to begin with some broad direction (a.k.a. ambiguous problem) and to make things more clear by defining the problem and putting some information around the problem to better understand it.  So, given that, here are some helpful next steps: 

· Collect all course syllabi for courses you are taking this school semester. 

· Collect any and all information about all of the other things you want to accomplish at work or in your personal life. 

· Identify all other commitments you have for the next 15 weeks such as work, family, home, sports, outside activities and leisure. (Those things you will do for the next 15 weeks, even if this course is only 7 weeks long.) 

Listing Activities & Tasks

In later sections, we will talk about a Work Breakdown Structure which, in its simplest form, is a project management term for making a big list of what needs to be done.  You need to do that before you go any further. 

· For each course, list the major activities for which you will be responsible (tests, papers, projects, presentations etc.) on a single sheet of paper leaving space between each activity. 

· For each outside activity, such as your job, whether it is full or part time, list the major activities and things that are due. This could include any personal activity.
· For each activity, to its right and using “branches,” show the major smaller tasks needing to be done in order to accomplish each major activity.
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