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It ranked as the tallest structure on Earth for
more than 43 centuries, Each side is carefully
oriented with one of the points of the compass.
The horizontal cross section of the pyramid is
square at any level, with each side measuring
229 m (751 ft) in length. The maximum error
between side lengths is astonishingly less than
0.1%.
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“Ii one of you decides to build a
tower, will he not first sit down
and calculate the outiay to see
if he has enough money to
complete the project? He will
o that for fear of layiny the
foundation and then not beiny
able to complete the work”

Luke 16: 28-29
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Only until recently has PM
escaped the traditional
houndaries of Aerospace
projects and construction
projects but is reaching into
every industry




The World-Class

Administrative Professional
Course




The World-Class
Administrative Professional
Course

hoom in
Project
Management?
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opportunity for a new
venture
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When a decisionis
maie about what to
tlo ahout the
problem or
opportunity, a
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Tfrue or
False?




The World-Class

Administrative Professional
Course

True or False?

Projects are
Initiated by whoever
IS In charge.
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True or Faise?

Project management|Is
no difierent than any
other application of
management principles.
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True or Faise?

The project S Initiator
usually has a clear idea
of all important aspects
of the project.
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] .

Anyone can be a project
managyer.
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Implementation
requires
mastering both
the technical and
sociocultural
dimensions of the
process.



Sociocultural
Leadership

Teamwork
Negotiation

Politics
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Projects You
Have Done?
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1. One-time
elfort



The World-Class

Administrative Professional
Course




The World-Class

Administrative Professional
Course




The World-Class

Administrative Professional
Course

4. Involve
Change
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Project management brings
together and optimizes the
resources necessary to
successiully complete the
project
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Those resources include:

-SKills, talents, cooperative effort of a team
-Facilities

-Tools

-Equipment

-Information

-Systems and techniques

-Money
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The Four Cornerstones
of Project Management

Cost = 5 Schedule
& >

Scope @ @ Quality
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Cornerstones of
Project Management

Cost @ @ Schedule

o) Quality




Poor scope definition is the
major contributing factor to cost
overruns in the engineering and
construction industry.

N
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1.He developed the TQM
system

2. 94% of errors are due
to people not following
proper procedure for
the job
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1. You have to need and
want to be a project
manager

2. You must have the
opportunity - either at
work or home

3. You must have
knowledge of project
management principles
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Functional Organization
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Project Organization
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-Autherity
-Estimating
-Budgeting
-Communication
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The Defining
Stage
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“Tasks that will be performed
-Timetables

-Budgets

-Goals

-Constraints

-Deliverables

-Specifications
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Strengths
Weaknesses
Opportunities
Threats
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Strengths é=m Internal
Weaknesses (I Internal

Opportunities<: External
Threats (=5 External
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-People/Management
Expertise

-Facilities
-Technoloyy
-Reputation




The World-Class
Administrative Professional
Course

-Political/Social/Economic
changes

-Competition
-Market Trends
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The Planning
Stage



The World-Class

Administrative Professional
Course

Planning the Project

-Schedule development
-Who will be involved?
-Budget

-Refine, Refine, Refine!
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+ I Taking Action:

* Inthe right way






The "To Do" List

A - Must Be Done
I B-Should Be Done




The "To Do™ List

A - Must Be Done
4 B-Should Be Done
G- Should NOT Be Done




LIFETIME
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Specific
Measurable
Achievable
Rewarding

Timely
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1. Be sure where you stand first,
L.e. whether you want to say yes
or no. if uncertain, ask for time
[o think it over - seek
clarification.




2. Be brief. Give a legitimate
reason for your refusal, and
avoid long elaborate
explanations.




Saying No!

3. Actually use the
word, “NO”




4. Make sure your nonverhals
mirror your verhal message.




J.9ay, “‘Iweon’t’, or

“I ve decided notto’,
rather than, “1can t" or
“Ishouldn’ t”




6. You may have to decline
several times to get through
[o some people - just repeat
your. “NO” and your reason
for refusing.




/. If they persist even after
you have repeated NO - he
silent




8. Avoid feeling guilty - It is
not up to you to solve other
people’s problems or

make them happy.
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Actions vs. Results

RESUITS
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The Work
Breakdown

Structure (WBS)
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-Deliverables

-Specific
activities

-Tasks and
subtasks



' WBS Example - Banquet

tewe/1*=> 1.0 | Banquet
1.1 Ttewd2” 12 1.3 1.4 1.5 1.6
Planning & , Room &
Siipervision Dinner Equipment Guests Staff Speakers
~ Planning — Menu — oite/Room | Guest List —Shoppers —Invite
[ Budget ~ Shopping ~ Tables/Chairs [~ B5VPs  Cooks Transport
List
- Dishursements/ [ ~hopping — Setting/ — Name Tags [ Servers - Coordinate
Reconciliation Utensils Topics
L Coordination F Cooking — Decorations L Special Needs +Hosts —Backup for
No-shows
Teve 3"=> L Serving — Equipment, L Cleanup - Thank yous

Pots, Etc.



WBS Example - Banquet

Tew 1" =>
Tew/2” 1.2

Planning & )
Supervision Dinner

— Planning

[ Budget — Shopping

List
~ Disbursements/ [~ ~hopping
Reconciliation
— Coordination - Cooking
Teve! 2"=> L Serving

Staff .b

1.0 | Banquet
1.3 1.4
Ro?m e Guests
Equpment
- T U 1st
— Tables/Chairs [~ ESVPs
— Setting/ — Name Tags
Utensils
— Decorations L Special Needs
— Equipment,

Pots, Etc.

—shoppers -

 Cooks B

— Servers

—Hosts i

- Cleanup :



WBS Example - Banquet

tewel 1*=> 1.0 | Banquet
1.1 tevel 2" 1.2 1.3 1.4 1.5
Planning & ) Room &
Supervigion Dinner Equipment Guests Staff
Dlanning Ienu — Site/Room — Guest List —Shoppers
 Budget shopping — Tables/Chairs [~ ESVPs — Cooks
List
— Dishursements/ shopping — Setting/ — Name Tags — Servers
Reconciliation Utensils
C'oordinationd — Cooking L Decorations L Special Needs +Hosts
Teve! 2"=> L Serving — Equipment, - Cleanup

Pots, Etc.
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Site

Research local
parks




Site

Promotion

Food

Activities

Clean-up

Research local
parks

Visit each park

Make selection

Obtain contract

Determine set-
up style

Develop blurb

Add to company
newsletter

Design in-
company memo

Distribute blurb

Determine food
preferences

Create menu

Find caterers

Book caterer

Research safe
activities

Arrange for
equipment

Delegate
supervisors

Delegate people

Provide
instructions

Follow-up
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What About
Murphy?

Contingency Planning
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1. What is likely to go
wrong?

2.When will you know
about it?

3.What will you do
about it?
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1. What is likely to go
wrong?

-What is the worst
case scenario?
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2. When will you know
about it?

-PERT, Gantt
-Meetings

-Watch for developing
patterns
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3. What will you do
about it?

-Back-ups of money,
HR, resources

-Have a re-schedule in
place

-Gather facts from
people affected
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Executing
and
Controlling
the Project
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DOMINATOR
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Common Roles:

Energizer — They enthuse and motivate other
group members to action. They constantly
move the group along.

Comedian - They interject humour into the
group situation.

Distracter — They divert the group’ s energy
from the job at hand to non-productive areas.
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Common Roles:

Encourager - They provide support, praise, and
acceptance of those who offer any type of verbal
expression.

Harmonizer — They are sensitive and keenly aware of
potential conflict and reduce any tension that arises
between members.

Follower — They tend to go along with everyone else.
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Initiator - They define the problem, and
propose, what they think are workable
solutions.

Clarifier — They tend to seek clarification and
continually solicit information from others.

Deserter — They may withdraw from group
discussions.
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DOMINATOR
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Common Roles:

Executive — They can cut through the trivial and
unimportant and move the group to the key issues and
goals.

Dominator — They tend to monopolize group time by
speaking too often and presenting long, drawn out
monologues.

Critic/Aggressor — They may attack other group member
and their ideas in order to protect your own status. They
can be highly critical of the approaches taken and
suggestions made by others.
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* Although the concept of paradigm shifts has
been around for many decades, it was not until
1980 when wrote the book,
Discovering the Future that the concept of
paradigms began to aftect the business world.



Attitudes & Percentions - Dress

Wears a
Dress

Pant
Suits
Allowed

Some
Choice
in
Clothing

80jS

J0iS

Elture



Attitudesi&,Percentions - Powel;
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Manager | Manage | Shifting
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Power |ships




Attitudes& Percentions- Career Vision

No
Career
Vision

Wanting
Career
Options

Lateral
Career
Vision

80jS

J0iS

Elture
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HS
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College

1
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Working Hours
90's

9 to S day| Increas |Increas Flexible Increase
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Hours Flexibili And Flexibilit
ty Location
But
More

Hours
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Communicatio
n
Team-Building
Management
Skills
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TRADITIONAL ADMINISTRATIVE
ASSISTANT PROFESSIONAL

* Rents job * Owns job
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TRADITIONAL

ASSISTANT

* Rents job

* Focuses on

tasks

ADMINISTRATIVE
PROFESSIONAL

 Owns job
* Focuses on results
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* Rents job * Owns job

* Focuses on  Focuses on results

tasks * Takes initiative

 Waits for

direction
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* Rents job * Owns job

* Focuses on * Focuses on results

tasks » Takes initiative

« Waits for * Innovates

direction

* Is driven by

policies

and procedures




TRADITIONAL ADMINISTRATIVE
ASSISTANT PROFESSIONAL

* Rents job * Owns job

* Focuses on * Focuses on results

tasks * Takes initiative

» Waits for  Innovates

direction - Self-manages

* Is driven by

policies

and procedures
 Is managed




TRADITIONAL ADMINISTRATIVE
ASSISTANT PROFESSIONAL
* Rents job * Owns job

* Focuses on tasks

T e Gl T * Focuses on results

+ Is driven by policies * Takes initiative
and procedures * Innovates
* Is managed - Self-manages
* Is plagued by « Is solution-minded

problems




TRADITIONAL ADMINISTRATIVE
ASSISTANT PROFESSIONAL
* Rents job « Owns job

* Focuses on tasks

T e Gl T * Focuses on results

+ Is driven by policies * Takes initiative
and procedures * Innovates

* Is managed - Self-manages

* Is plagued by « Is solution-minded
s - Adapts to change

* Resists change




Where Should
We Record
} Our “ToDo” List?
Organizational







Appointment Schedulo
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\ 1.Portable
b 2 “Topo” List

J. Galendar
4. Diary
2. Gontacts
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Task N Durati | May | June [ July
cadn s WrAHON a1 Tama [4125 [ 572 | 58 | 5M6 | 5123 | 530 | B | 6N3 | 6/20 [ 6727 | 7/ 711 |78 7125

I Conduct Interviews | 21 days | pw. wi- Ryan Helson

Administer Questionnaires 10.5 days ihmy Buffett

Read Company Reports 14 days

Analyze Data Flows 42 days
Introduce Protatype 32 days
Ohserve Reactions 10 days
Perform Cost Benefit 7 days
Prepare Proposal S days

Present Proposal S days
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Advantages:

-Timeline shows relative length
of project activities

-Empty bar lines are filled as
progress is made

-Unscheduled time is
identifiable if needed
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Evaluation
And

Review
Technique

(PERT)







Simple PERT Chart

May 1t  May 7t May 10t May 11th May 14" May 15t
Self Self Self Co-Worker Printer Self

Finish
Final
Draft
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B Select location A 1 day
C  Get weather forecast B 1 day
D  Create a flyer to notify C 3 days
employees

E Create menu D 2 days
F  Confirm menu E 1 day
G Plan recreational activities F 2 days
H Confirm activities G 1 day
I Find cooks H 2 days
J  Confirm cooks I 1 day
K Confirm employee attendance J 2 days
L Firstaid K 1 day
M  Confirm weather conditions L 1 day
N  Shop for food M 1 day
O Wrap & prepare food to deliver N 1 day
P Deliver food to cooks (0) 1 day
COMPANY BBQ May 25
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Finish
Research Final

Draft

May 1t  May 7t May 10t
Self Self Self

Proofread

May 11th
Co-Worker

May 13t

Printer

Complete

May 15"
Self
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-Clearly shows relationships
between activities

-Easily understood by someone
unfamiliar or outside the project

-Deadlines and/or delegations
can be specifically indicated to
each step

-The CPM may be easily
identified and shown for
planning and prioritizing
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1. Can enter data directly
from your WBS

2. Detailed task and
subtask information

3. Budget, resources
4. Compute charts, tables

5. Easily can create
Gantt, PERT, CPM
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Importance of Project
Management Tools...

You can know when
you are off track



& “iﬂl‘ﬂl‘ﬂllv of Project Needs




Hierarchy of Project Needs

Needs for equipment, budget,
people, and time



& iﬂl‘ﬂl‘ﬂllv of Project Needs
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P, A
A

The need for siable
requirements, stable and
secure resoiirces, stabie
process, siable team structure,
and freedom from
reorganizations






Hierarchy of Project Needs

The need to satisfy a significant
business purpose



" Hierarchy of Project Needs
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Hierarchy of Project Needs

The need to he planned and
executed well: to be novel and

challenging: to have prestige
and status



" Hierarchy of Project Needs
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Hierarchy of Project Needs

The need to deliver as promised,
on time and on budget.



sociocultural
Leadership

Teamwork
Negotiation

Politics
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Project feam
ISsues
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o Douulas’ Dirtv Dozen
KN g v

1. Lack of planning

2. Lack of Staff

3. Incompetent subordinates
4. Unable to say no

9. Interruptions - Drop-ins

6. Interruptions - Telephone
1. Indecision

8. My procrastination

9. Forgetiuiness

10. Meetings

11. My perfectionism

12. Failure to delegate v




12%

Incompetent
Subordinate

22%




finnerirojeciManayementieakinesses
il

* They hecome easily hored and distracted

 May jump from one task to another

* Accent too many interruptions

- Their spontaneity may negate planning

- Personal workspace disorganized

- May procrastinate solitary yet important
activities
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You Will Create Friction By:




S [El

Concentration

12%



i

* Their fear of offending others can
limit their effectiveness

- Their inability to say NO results in
them being overwhelmed

 May leave too little ime to
accomplish their own priorities

 They tend to procrastinate

¢ confrontational situations






1%

10%

20%



fime!BrojecManayemengieakiesses _
JilKGy

e Their perfectionism can bhe costly
 May hecome hogged down In detail
* They can lose sight of the goal
 May discount the value of meetings
 May procrastinate decision-making
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You Will Create Friction By:

- Making decisions too gquickly or based on emotion






What quality level, expressed
as a percentage 1s acceptable?



What quality level, expressed
as a percentage 1s acceptable?

90%



What quality level, expressed
as a percentage 1s acceptable?

99%



What quality level, expressed
as a percentage 1s acceptable?

99%




What quality level, expressed
as a percentage 1s acceptable?

99.9%




If 99.9% were good enough, then:

12 newborns will A
be given to §

the wrong parents
daily. |




If 99.9% were good enough, then:

18,322 pieces of
mail will be
mishandled/hour. UNTED STATES
POSTAL SERVICE-.




If 99.9% were good enough, then:

2,000,000 documents
will be lost by
the IRS this year.




If 99.9% were good enough, then:

be shipped with the
wrong covers.




If 99.9% were good enough, then:

20,000 incorrect
drug prescriptions
will be written
this year.




If 99.9% were good enough, then:

Two planes landing
at Chicago’ s O’ Hare

airport will be M
unsafe every day. -




If 99.9% were good enough, then:

WEBSTER’S
NIAVAVES Y BD)

?15 ?HFI‘IES U -1 EGE
Webster s Dictionary Boi(easteN:N:8%

will be misspelled.

FOURTH EDITION




If 99.9% were good enough, then:

291 pacemaker
operations

will be performed
incorrectly.




If 99.9% were good enough, then:

880,000 credit cards
in circulation will
turn out to have
incorrect cardholder
information on their
magnetic strips.




If 99.9% were good enough, then:

3056 copies of
tomorrow s Wall Street
Journal will be

missing one of the

three sections.




If 99.9% were good enough, then:

2,342 condoms
° ° o
will be shipped | &
each month with O

holes in them




[}MM@W L 15%

Subortinate 16%

Pt |y §

23%




 May discount interpersonal factors

* Their tendency to close down valuable input from
others can result in poor decisions

- Their allergy to detail may resuit in their neglect
of important details

* Their failure to delegate may result in them
being overwhelmed or fixated on less
critical matters
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You Will Create Friction By:

« Focusing too much on process

- Lengthy discussion of alternatives
- Detailed data analysis

- Storytelling — getting off target

* Brainstorming
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Culii se

Philosophical Background:
Theories X, Y, and Z

¥ A manager who believes that
people are basically lazy and that
coercion and threats of
punishment often are necessary to
get them to work.
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R The World-Class

Philosophical Background:
Theories X, Y, and Z

Theory X Manager
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Philosophical Background:
Theories X, Y, and Z

Theory X Manager

Theory Y Manager




“The Apprentice”










The World-Class

Administrative Professional

Course
Talk About
Performance

On three occasions this
week you have heen
late for work. Inthe
past however, the team
has always heen abie to
count on you for on
time performance.”
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%% \2 The World-Class

| Administrative Professional
" Course

Identify How The Behavior
Presents a problem

"When you are late it causes a
delay in our production
schedule. This delay has
affected our ability to meet our
on-time goal and improve our
service to our customers."
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£7a=\% The World-Class

ENW Administrative Professional
2’ Course

"Can you tell me why
you had trouble getting

here on time this week”



, The World-Class

Administrative Professional
=< Course

"In the future, what are your
pian, your goals?”



/=2 The World-Class
Administrative Professional

~o Course

Clarify How You Can
Help

“Michael is there any
way I can help you in
meeting this ohjective.”
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% The World-Class

| Administrative Professional
» Course

"Can we agree that you will

make aspecial effort to be

here by 9:00 am each morn-
ing.”

“Iwill expect you to report to
my assistant each morning.
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| Administrative Professional
» Course

“ How about we meetup for coffee
each Monday at 8:00 am for the

next three weeks, where we can
review and see how things
are goinga”
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"Michael, you have done a
great deal for this
company and your
contribution is
appreciated. Michael,
when this matter is put
away you can continue to
have a great career
here.”







DELEGATION
AND
EMPOWERMENT

Teamwork is all about passing power over to the working teams,
so they can get on with what they have to do, without having
to constantly refer to higher levels within the organization






Workgroup Team

1. Individuals do what they are 1. Individuals consulted on what
told to do
2. Focus on individual 2. Focus on mutual accountability

accountability
3. Team members deliberate on

3. Compete for individual how to better contribute to
performance approval organization
4. Speak as individuals 4. Speak as team members - open

ended conversations

5. Span of control relatively
small 5. Span of control relatively large
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General Mills — increased Productivity 40%

FedEX — Reduced Service Costs 13% 'Feix

Frdadd Ezpovua

m Volvo - Reduced Defects By 90%




General Mills — increased Productivity 40%

FedEX — Reduced Service Costs 13% |FeCEX

Frdadd Bzpoua

m Volvo - Reduced Defects By 90%

C arrier — Reduced turned around time @
from 2 Weeks to 2 days :




General Mills — increased Productivity 40%

FedEX — Reduced Service Costs 13% |Feix

Frdadd Bzpous

m Volvo - Reduced Defects By 90%

C arrier — Reduced turned around time @
from 2 Weeks to 2 days :

<—> General Electric - increased Productivity 250%



Proven Results 0f Teams

» Quality improves from 43% - 710%

* Productivity increases 39% - 50%

- Greater commitment from workers
* Reduced operating costs



“Companies are willing to
undergo a radical change in the
way they do business so they can
enjoy their workers commitment
and expertise and so they can

in some cases exceed 30% -

enjoy productivity increases, that



Function Of Inv

COMMITMENT
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1. Democratic leadership is employed
2. Hexihle patterns of communication are used

3. A cooperative (vs. competitivel prohiem-
solving approach to discussion is used

4. Members deal honestly and openly with each
other

3. Decision techniques favor a sharing of

responsibility

J. Hall & M.S. Williams, “ A Comparison

Of Decision-Making Performances in
Established and Ad Hoc Groups

Journal of Personality and Social Psychology
Vol. 3, No. 2, pp 214-222



" Proven Results 0f Teams

« Quality improves from 45% - 710%

- Productivity increases 35% - 50%

- Greater commitment from workers
* Reduced operating costs

Employee
- Feels in on things



~ Why The Movement To Teams?

1. Global Competition
2. Information Age
3. Snan of Gontrol

4. Cultural Shift



i Highly Efiective Teams
A Definition

- Ateamis a highly communicative
group of people with different
hackgrounds, skills and ahilities witl
a commeon purpose, who are working
together to achieve clearly identifiet
goals o e



" Highly Effective Teams
A Definition




Job Satistacion & Communication

1. HI SATISFACTION
HiI COMMUNICATION

2. HI SATISFACTION
LO COMMUNICATION

3. LO SATISFACTION
HiI COMMUNICATION

4. LO SATISFACTION
LO COMMUNICATION
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Job Satistacion & Communication

1. HI SATISFACTION
HiI COMMUNICATION

2. HI SATISFACTION
LO COMMUNICATION

3. LO SATISFACTION
HiI COMMUNICATION

4. LO SATISFACTION
LO COMMUNICATION
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" Highly Effective Teams
A Definition

to achieve clearly identifiet
: goals @ e



