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Business Professmnals Series - Project Manaqement & Project Plannlnq & Control
Course Introduction B[ /i

Project Management is an intensive one-day workshop focusing on core project management skills and techniques. The workshop is
specifically designed for business professionals who need to participate in projects as functional representatives, and may not fully
understand their roles and responsibilities in projects. The course is enriched with interactive case studies and lively group discussion to help
participants understand basic concepts in project management so that they can apply it in real life project situations. Tools and techniques
such as Project Scope Statement, Work Breakdown Structure (WBS), Project Schedule, Status Reporting, and Issue Tracking will be
introduced. The workshop will include instructor-led and group discussion on business project problems. The course contents will also be
customized to suit business professionals who participate in business, product development, and process improvement projects. They are
meant to make the workshop more interactive and relevant to business managers and general staff, hence bringing forth the highest
educational impact.

)
ZehyoLoet

Project Planning & Control is an intensive two-day workshop focusing on core project management skills and techniques. The workshop
will introduce some theoretical framework, selected tools and techniques, and project management processes. More importantly, it is
complemented by case studies, exercises and group discussion to help participants understand the basic concepts and they can apply it in real
life project situations. A few project planning document templates will be included. Examples of these templates include Project Initiation
Document (Project Charter), Project Scope Statement, and Project Status Report. Important project planning and leadership skills such as
scheduling, risk planning, people and stakeholder management. Several critical soft skills including communication, influencing, and problem
solving involving tradeoffs among various project objectives will be discussed in the workshop. The workshop will include instructor-led
class and group discussion on specific project cases. They are also meant to make the workshop more interactive and relevant to participants,
hence bringing forth the highest educational impact.

Note: Training hours of these courses under that Business Professionals and Leaders Series are eligible for satisfying the 35 hours project
management education requirement for PMP application.

Course Outline FRX 5
> PROJECT MANAGEMENT (ONE — DAY WORKSHOP)

1) Project Life Cycle (2 hours)
a) Overview of project management concepts and trend
b) Walk through of a typical project life cycle in a business environment
c) Critical success factors in projects
d) The role of a project coordinator and project manager

Key Learning Points:
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o The concept of project phases and how they apply to typical business projects; i "EW _g
o Successful attributes and skills required of a project coordinator or project manager P R E’ E = -
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2) Requirement, Work Breakdown Structure (WBS) and Schedule Planning (3 hours) g%
a) Requirement definition 8§
b) Requirement Document and Project Scope Statement o

c) Work breakdown structure (WBS) definition
d) Task dependencies and resource dependencies
e) Project schedule and milestones
Key Learning Points:
* Requirement gathering skills
o Confirmation of key deliverables through Requirement Document and Project Scope Statement
o From high level deliverables to work components — the importance of WBS
o Converting WBS to an operation plan — project schedule and milestone

3) Project Control (2.5 hours)
a) Status reporting and issue tracking
b) Typical time management problems
i)  Why are projects always late
if)  Practical skills to deliver projects on time
iii) Integrated change control
c) Other typical project issues
Key Learning Points:
o Discussion of typical project execution problems
o Approaches and skills to improve on-time delivery of projects

> PROJECT PLANNING AND CONTROL (TWO DAYS WORKSHOP)

1) Project Life Cycle (1 hour)
a)  Critical success factors in projects
b)  Walk through of a typical project life cycle
c) Key components of project management knowledge areas in different phases of a project
Key Learning Points:
e The concept of project phases and how they apply to typical projects within organization



e Life cycle of Barbie Engineering projects and typical tasks and deliverables

2) Project Planning (4 hours)

a)  Stakeholder identification and management

b)  Requirement definition and planning

c) Developing WBS

d)  Project scheduling

e)  Resource planning: Roles and responsibilities of cross-functional teams

f)  Basic cost planning

Key Learning Points:

e  Project planning document templates including Project Initiation Document (Project Charter) and Project Scope Statement

Identifying stakeholders and their expectation
Confirmation of key deliverables through Requirement Document
From high level deliverables to work components — the importance of WBS
Converting WBS to an operation plan — project schedule and milestone

3) Project Control (2.5 hours)
a) Directing and managing project execution
b)  Monitoring and controlling project work
c)  Status reporting and issue tracking
d)  Common execution problems in real-life projects
Key Learning Points:
. Basic control skills such as issue log and change control
e  Standard Project Status Reporting template
e  Typical execution problems such as stakeholder issues and requirement change

4)  Risk Planning (2 hours)
a) Converting ‘unexpected’ to ‘expected’
b)  How to identify risks
c)  Probability vs. impact
d)  Soft skills in managing risks
Key Learning Points:
e  Risk planning framework
e Soft skills in managing risks

5)  Problem Solving Techniques (2.5 hours)

a)  Problem identification and analysis

b)  Root cause analysis (fishbone diagram, 5-whys)

c) Idea generation and innovation stimulation skills

d) Alternative and scenario analysis

e)  Taking perspectives: Possible considerations and responses from
various
stakeholder groups

f)  Developing effective action plan

6) Solution Execution (2.5 hours)
a)  Conflict resolution principles and techniques: the win-win approach
b)  Influencing stakeholder decision through negotiation as a collaborative process
c) Effective communication for managing expectation and overcoming resistance
Key Learning Points:

Root cause analysis

Identifying stakeholders and their expectation

From alternatives to action planning

Alternative and prioritization

Persuasion and influencing skills

7) The Role of a Project Manager (0.5 hour)
a)  Key skills required of a successful project manager
b)  Ownership and proactive management
¢) Importance of interpersonal skills or soft skills

Target Audience §"‘:‘J‘%3 This course is suitable for Team leaders or functional staff who lead or participate in projects; User groups in
projects. (1A {7 £t S VR 0 IR ~ pib 5 iR

Instructor iﬁﬁﬁﬁﬁﬁ Consultant from Emmanuel Global Limited (with many years of PM experience in MNCs)
Emmanuel Global Limited Elﬁé{lffﬂ (& L= FES T R "'Iffﬁlq’;ﬁﬁ)

Medium of Instruction ?s\:?sl%?l Chinese with supplementary English terminology (/1% £3= » % £3))

\Venue _"%s'i*':’%]ﬁ‘ Alameda Dr. Carlos D Assumpgao 335-341, Hotline Centre, 10/F, Macau
TR TR = & 3 335341 BOR2HH 1 104

Course date & time _FF 18]

[ 3,10~ 11 August, 2013 [ Sat~Sun  09:30-18:00 AP 1 1304170324 | (Total hrs:22.5)
Tuition Fee FFEFYH] MOP 3,600 Class Size I¥% £/#& 11 people

All fees are non-refundable and non-transferable. (The school has full right to withdraw any course anytime).
Therefore, student is advised to consider carefully about the course time and personal situations before application.
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Enquiries %ﬁ;ﬁl Tel: 8796 1999 / 8796 1998 Email: scs@must.edu.mo
Website: http://www.must.edu.mo/scs-tw/admission/diploma-certificate-programs/news
The School of Continuing Studies develops life-long learning opportunities. Should you wish to receive information on our programs /
courses, please send us an email (to scs@must.edu.mo) stating your email address in your email and “Join the mailing list” in the Subject
line. 30757 SR IHFAS PP TS+ IS4 S ORI scs@mustedumo + SR ikl
PR L T
We also offer in-house training for corporations/Government Departments/schools, tailor-made with respect to your choices of topics, time,
place, and group of attendees. Please contact us for more information.
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