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THE ART OF PROJECT 

MANAGEMENT

S H A R I N G  B E S T  P R A C T I C E S  W I T H  I N D U S T R Y  E X P E R T S
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Today’s  Agenda

• Project Management 101

• The Project Plan: Your Single Source of Truth

• Creating Efficient Processes to Optimize Workflows

• Prioritizing Activities

• Holding Difficult Conversations

• Managing Multiple Projects

• Developing Good Habits – A PM’s Diary

The Art of Project Management
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PROJECT 
MANAGEMENT 
101
Project Management is more than just a list of tasks, it’s 
more like a puzzle.  Understanding what the end result is 
going to look like, making sure you have all of the right 
pieces…in all the right places…at just the right time!

• What you will learn

• What is a project

• The 5 process groups

• Key management areas

• Key Take-a-Ways

• A project is temporary, unique and purposeful.

• The most critical phase is Initiation, as this is 
where the project is defined, and goals 
identified.

• Performing key management areas is an 
essential part of project management and 
utilizing technology increases your effectiveness.
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What is a 
project?

A project is a set of tasks grouped 
together with a common goal in mind 
that: 1) has a clear start and finish; 2) 
creates something new (even if it already 
exists elsewhere); 3) has boundaries 
(such as project scope and specifications); 
4) and has someone in charge or someone 
personally invested in the outcome.

▪ Even if “Project Manager” isn’t in your 
job title, you could still be one
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The 5 
Phases of 
a Project

Initiation

Planning

Execution

Control

Closure
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Def ine  Goals  & 
Object ives

M a n y  P M s  c a l l  t h i s  
I n i t i a t i o n .   H e r e ’ s  w h e r e  w e  

f i g u r e  o u t  t h e  b i g  w h y  o f  
o u r  p r o j e c t .   W h a t ’ s  t h e  

p u r p o s e ?   T h i s  i s  w h e n  y o u  
i d e n t i f y  t h e  h i g h - l e v e l  

r e a s o n s  f o r  y o u r  p r o j e c t  
a n d  t h e  h u r d l e s  y o u  m i g h t  

f a c e  a l o n g  t h e  w a y.   
A d d r e s s  y o u r  g o a l s ,  f e a r s ,  
a n d  f r u s t r a t i o n s .   Yo u ’ r e  
g o i n g  t o  l a y  i t  a l l  o u t  o n  

t h e  t a b l e  i n  p h a s e  1 .

Initiation

Planning

Execution

Control

Closure
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Create  a  Pro jec t  P lan

N e x t ,  w e ’ r e  g o i n g  t o  t a k e  a l l  
t h e  s t u f f  w e  a d d r e s s e d  i n  

p h a s e  1  a n d  p u t  i t  i n  w r i t i n g  
( o r  a  p r o j e c t  m a n a g e m e n t  
s y s t e m ) .   I t  w i l l  n e e d  t o  
a n s w e r  q u e s t i o n s  l i k e …

W h a t ’ s  o u r  b u d g e t ?  W h a t  
t a s k s  d o  w e  n e e d  t o  d o  t o  

a c c o m p l i s h  o u r  g o a l s ?   W h a t  
d o  w e  d o  w h e n  w e  g e t  o f f  

t r a c k ?   W h a t ’ s  t h e  p r o c e s s  f o r  
m a k i n g  c h a n g e s  a n d  

c o r r e c t i o n s ?
W e  n e e d  a  d e t a i l e d  p l a n  l i k e  

t h i s ,  s o  t h e  t e a m  f e e l s  
s u p p o r t e d  b y  a  s t r o n g  

f o u n d a t i o n ,  a n  e a s y - t o -
r e f e r e n c e  r o a d  m a p .   I t  w i l l  
c o v e r  g o a l s ,  s c o p e ,  t a s k s ,  
s c h e d u l i n g ,  d e p e n d e n c i e s ,  

m i l e s t o n e s ,  a n d  d e l i v e r a b l e s .

Initiation

Planning

Execution

Control

Closure
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Execute  the  P lan

W h e r e  t h e  r u b b e r  m e e t s  t h e  
r o a d .   Yo u r  t e a m  m u s t  b e  

i n v e s t e d  i n  t h e  p r o j e c t ,  s o  
i t ’ s  t i m e  t o  r a l l y.   I n  t h i s  
p h a s e ,  w e ’ l l  a s s i g n  t a s k s  
a n d  m i l e s t o n e s ,  a d d r e s s  

d e p e n d e n c i e s ,  a n d  g e t  c l e a r  
o n  d e l i v e r a b l e s .   We ’ l l  g e t  

s t a r t e d  o n  t h e  r i g h t  f o o t  b y  
c o m m u n i c a t i n g  c l e a r l y.

A  g o o d  P M  s t r i k e s  a  f i n e  
b a l a n c e  b e t w e e n  h a n d s - o f f  
a n d  h a n d s - o n ,  s i t t i n g  b a c k  
t o  l e t  t h e i r  t e a m  d o  t h e i r  

t h i n g  w h i l e  s t e p p i n g  i n  
w h e n  n e e d e d .

Initiation

Planning

Execution

Control

Closure
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Watch the  P lan

T h i n s  w i l l  g o  w r o n g ,  t h a t ’ s  
n o  q u e s t i o n .   T h e  q u e s t i o n  

i s :  h o w  w i l l  w e  h a n d l e  i t  
w h e n  t h e y  d o  g o  w r o n g ?   I n  

p h a s e  4  w e ’ l l  t a l k  a b o u t  
d e a l i n g  w i t h  c h a l l e n g e s  a n d  
c h a n g i n g  c o u r s e .   T h e r e  a r e  

a d j u s t m e n t s  t o  k e e p  t h e  
p r o j e c t  o n  t r a c k .

Initiation

Planning

Execution

Control

Closure
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Close  the  P lan

L e t ’ s  m a k e  s u r e  o u r  
s t a k e h o l d e r s  a r e  h a p p y  w i t h  

t h e  r e s u l t s .   L e t ’ s  t a l k  
a b o u t  p e r f o r m a n c e  r e v i e w s ,  

f o r  t e a m  m e m b e r s  a n d  
p r o j e c t  l e a d e r s .   L e t ’ s  t a l k  
a b o u t  w h a t  w e n t  w r o n g  a n d  
w h a t  w e n t  r i g h t  s o  w e  c a n  

r a i s e  a  g l a s s !

Initiation

Planning

Execution

Control

Closure
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THE PROJECT 
PLAN

Your single source of truth, a project plan 
document is a comprehensive document that 
outlines the necessary steps to complete a 
project.

• What you will learn

• What is a project plan

• How to create a project plan

• Key Take-a-Ways

• You can create a project plan for just about 
anything!

• A project plan provides guidance and 
direction for all team members, including 
yourself!
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What Is a Project Plan

Benefits of a Project Plan 

Research shows employees who understand their 
contribution to a project and company objective are 2X 

more motivated

Project plans provide that clarity and act as a direct tie to 
the work employees have done

What can you create a project plan for? Truly everything!

Working on completing an audit that 
the team may have been confused 
about how to reach the endpoint 

Launching a marketing campaign to 
focus on relevant and exciting updates 

for a product or service

Executing and managing the adoption 
of a new system or completing an 

integration 

A project plan is a documented process that outlines an entire project’s goals 
and objectives, specific tasks, and what success looks like. This will act as a 
guide for the direction that your team needs to take to fulfill the overall goal.
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DEFINING YOUR GOALS & 
OBJECTIVES

Ask yourself the question:

What is the desired outcome?

Project Goals

Project Objectives

Creating SMART goals that align 
with the business objective

The objectives are defined as the specific deliverables you 
will achieve at the end of the project

This may be the completion of an audit, completing a 
client tax form, launching a new program, or 
implementation of a new process
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Creating a 
Project Plan

Scope Statement

Schedule of Activities

Resource & Budget Planning

Quality Control

Risk & Change Administration

Communication & Stakeholder Management
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A descr ipt ion of  the  
project ’s  

object ives ,  
del iverables ,  and 

requirements .

D e f i n i n g  w h a t  i s  i n - s c o p e  
w i l l  h e l p  y o u  n a v i g a t e  
d i f f i c u l t  c o n v e r s a t i o n s  
r e l a t e d  t o  s c o p e  c r e e p .

Scope Statement

Schedule of Activities

Resource & Budget Planning

Quality Control

Risk & Change Administration

Communication & Stakeholder Management
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A t imel ine  of  the  
project ’s  tasks  and 

milestones.

I t ’ s  i m p o r t a n t  t o  n o t e  
d e p e n d e n c i e s  w i t h  e a c h  
a c t i v i t y.  A n  a c t i v i t y  i s  
b r o k e n  d o w n  b y  t a s k s .   

S o m e  t a s k s  m a y  b e  
d e p e n d e n t  o n  o t h e r s  w h i l e  

m a n y  c a n  a l s o  b e  w o r k e d  i n  
p a r a l l e l .   A  w o r k  b r e a k d o w n  

s t r u c t u r e  a n d / o r  n e t w o r k  
d i a g r a m  c a n  h e l p  p r o v i d e  

c l a r i t y  t o  t h e  a c t i v i t y.

Scope Statement

Schedule of Activities

Resource & Budget Planning

Quality Control

Risk & Change Administration

Communication & Stakeholder Management
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A plan for  
managing people ,  

the  hours  required 
to  complete  a  task 

and the  cost  
al located.

A  b r e a k d o w n  o f  t h e  
p r o j e c t ’ s  b u d g e t  u s u a l l y  
c o m e s  d o w n  t o  m a t e r i a l s  
s p e n t  a n d  l a b o r  i n c u r r e d .   
T h e  b e t t e r  t h e  e s t i m a t e ,  
t h e  m o r e  a c c u r a t e  y o u r  

f o r e c a s t .

Scope Statement

Schedule of Activities

Resource & Budget Planning

Quality Control

Risk & Change Administration

Communication & Stakeholder Management
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A plan for  ensur ing 
that  the  project ’s  
del iverables  meet  

the  required qual i ty  
standards .

P r o v i d i n g  t h e  t e a m  w i t h  
e x a m p l e s  c a n  m a k e  q u a l i t y  

a s s u r a n c e  a  c h e c k p o i n t  
r a t h e r  t h a n  a  h u r d l e .   

C r e a t e  f r e q u e n t  c h e c k p o i n t s  
t o  m o n i t o r  t h e  p r o g r e s s  o f  

t h e  d e l i v e r a b l e .

Scope Statement

Schedule of Activities

Resource & Budget Planning

Quality Control

Risk & Change Administration

Communication & Stakeholder Management



19

F e b r u a r y  9 ,  2 0 2 4

Copyright © 2023 – 2024 The Lion & The Duck, LLC. 
All Rights Reserved. An Independent Consulting Firm.

A plan for  
ident i fy ing ,  

assess ing,  and 
mit igat ing r isks  

that  could  impact  
the  project ’s  

success .

Ke e p  a  l o g  o f  p o t e n t i a l  
r i s k s  a n d  t r a c k  t h e m  
r e g u l a r l y.   D e f i n i n g  a  

p r o c e s s  f o r  c h a n g e  w i l l  h e l p  
m a n a g e  a s s o c i a t e d  r i s k s  
w i t h  s c h e d u l e ,  s c o p e  a n d  

b u d g e t .

Scope Statement

Schedule of Activities

Resource & Budget Planning

Quality Control

Risk & Change Administration

Communication & Stakeholder Management



20

F e b r u a r y  9 ,  2 0 2 4

Copyright © 2023 – 2024 The Lion & The Duck, LLC. 
All Rights Reserved. An Independent Consulting Firm.

A plan for  
communicat ing with  

stakeholders  and 
team members  
throughout  the  

project .

H a v i n g  t e m p l a t e s  f o r  
e m a i l s ,  i n v i t e s  a n d  

s t a n d a r d  c o m m u n i c a t i o n  
c h e c k - i n s  w i l l  h e l p  

s t a n d a r d i z e  t h e  w a y  y o u  
c o m m u n i c a t e .

Scope Statement

Schedule of Activities

Resource & Budget Planning

Quality Control

Risk & Change Administration

Communication & Stakeholder Management
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CREATING 
EFFICIENT 
PROCESSES
To optimize workflows, we can use various 
techniques and best practices that help us identify 
bottlenecks, streamline processes and automate 
repetitive tasks.

• What you will learn

• A Six Sigma Model – How to Optimize 
the Way We Work

• Key Take-a-Ways

• Optimizing workflows is a critical aspect 
of project management that can help 
ensure that projects are completed 
efficiently and effectively.

• A data-driven quality strategy is an 
integral part of process improvement.
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A Six Sigma 
Model

Define

Measure

Analyze

Improve

Control
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How to Optimize 
the Way We Work

The DMAIC model is a data-driven, 
systematic approach to process 
improvement that is used to reduce 
defects in project delivery.  The DMAIC 
model is often used in Six Sigma 
initiatives, but it can also be 
implemented as a standalone quality 
improvement procedure or as part of 
other process improvement initiatives 
such as lean.
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Ident i fy  the  
Problem

S e e k  o p p o r t u n i t i e s  f o r  
i m p r o v e m e n t  a n d  d e f i n e  t h e  

g o a l s  o f  t h e  p r o j e c t .

Define

Measure

Analyze

Improve

Control
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Col lect  Data

U n d e r s t a n d  t h e  c u r r e n t  
p r o c e s s  a n d  e s t a b l i s h  a  

b a s e l i n e  f o r  f u t u r e  
c o m p a r i s o n .

Define

Measure

Analyze

Improve

Control
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Ident i fy  the  Root  
Cause

L o o k  a t  t h e  d a t a  a n d  
d e t e r m i n e  t h e  f a c t o r s  t h a t  

c o n t r i b u t e  t o  i t .

Define

Measure

Analyze

Improve

Control
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Develop 
Recommendat ions

I m p l e m e n t  s o l u t i o n s  t o  
a d d r e s s  t h e  r o o t  c a u s e s  o f  

t h e  p r o b l e m .

Define

Measure

Analyze

Improve

Control
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Monitor  the  Process

E n s u r e  t h a t  t h e  
i m p r o v e m e n t s  a r e  s u s t a i n e d  

o v e r  t i m e .

Define

Measure

Analyze

Improve

Control
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Prioritizing 
Activities

Focus on what matters most, when you prioritize 
tasks, you can ensure that you are working on the 
most critical items first.  This will help you meet your 
deadlines and deliver your projects on time and 
within budget.

• What you will learn

• When is Prioritization Needed

• The Prioritization Matrix

• How to Use the Matrix

• Key Take-a-Ways

• The prioritization matrix helps you sort 
through tasks that are urgent vs. 
important to identify most critical 
activities first.
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When Is 
Prioritization 
Needed?

You Have Too Many Tasks

You Have Limited 

Resources

You Have Tight Deadlines

You Have Competing 

Priorities
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The L ist  Goes On…

I f  y o u  h a v e  a  l o n g  l i s t  o f  
t a s k s  t h a t  n e e d  t o  b e  
c o m p l e t e d ,  i t  c a n  b e  

c h a l l e n g i n g  t o  k n o w  w h e r e  
t o  s t a r t .   P r i o r i t i z i n g  y o u r  
a c t i v i t i e s  c a n  h e l p  y o u  t o  
i d e n t i f y  w h i c h  t a s k s  a r e  
m o s t  c r i t i c a l  a n d  e n s u r e  

t h a t  y o u ’ r e  w o r k i n g  o n  t h e  
r i g h t  t h i n g s .

You Have Too Many Tasks

You Have Limited Resources

You Have Tight Deadlines

You Have Competing Priorities
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Time,  Money or  
People

I f  y o u  h a v e  l i m i t e d  
r e s o u r c e s ,  i t ’ s  e s s e n t i a l  t o  
p r i o r i t i z e  y o u r  a c t i v i t i e s  t o  

e n s u r e  t h a t  y o u ’ r e  u s i n g  
y o u r  r e s o u r c e s  e f f e c t i v e l y.   
P r i o r i t i z a t i o n  c a n  h e l p  y o u  
t o  i d e n t i f y  w h i c h  t a s k s  a r e  
m o s t  c r i t i c a l  a n d  a l l o c a t e  

y o u r  r e s o u r c e s  a c c o r d i n g l y.

You Have Too Many Tasks

You Have Limited Resources

You Have Tight Deadlines

You Have Competing Priorities
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Timel ine  
Constra ints

I f  y o u  n o t i c e  t h a t  y o u  h a v e  
n o  l e a d  o r  l a g  t i m e  i n -
b e t w e e n  a c t i v i t i e s ,  i t ’ s  

e s s e n t i a l  t o  p r i o r i t i z e  y o u r  
t a s k s  t o  e n s u r e  t h a t  

e v e r y o n e ' s  w o r k i n g  o n  t h e  
m o s t  c r i t i c a l  i t e m s  f i r s t .

You Have Too Many Tasks

You Have Limited Resources

You Have Tight Deadlines

You Have Competing Priorities
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Focusing Your  
Ef forts

I f  y o u  f i n d  i t  c h a l l e n g i n g  t o  
k n o w  w h e r e  t o  f o c u s ,  u s e  

t h e  P r i o r i t i z a t i o n  M a t r i x  t o  
h e l p  y o u  d i f f e r e n t i a t e  t a s k s  

t h a t  a r e  u r g e n t  v s .  
i m p o r t a n t .

You Have Too Many Tasks

You Have Limited Resources

You Have Tight Deadlines

You Have Competing Priorities
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The 
Prioritization 
Matrix

Urgent and Important

Important but Not Urgent

Urgent but Not Important

Not Urgent and Not 

Important
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Tackle  F i rst

T h e s e  t a s k s  a r e  b o t h  u r g e n t  
a n d  i m p o r t a n t  s o  m a k e  s u r e  
y o u  p r i o r i t i z e  a n y  a c t i v i t i e s  

t h a t  a r e  d e p e n d e n t  o n  
t h e s e  t a s k s .

Urgent and Important

Important but Not Urgent

Urgent but Not Important

Not Urgent and Not Important
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Schedule  for  Later

A n  i m p o r t a n t  t a s k s  m e a n s  
y o u  m a y  n e e d  t o  a d d  t h i s  
o n e  t o  y o u r  ‘ To  D o ’  l i s t .   

M a k e  s u r e  y o u  o r g a n i z e  t h i s  
l i s t  b y  a c t i v i t y  s t a r t / e n d  

d a t e .

Urgent and Important

Important but Not Urgent

Urgent but Not Important

Not Urgent and Not Important
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Delegate  It

Ta s k s  t h a t  a r e  u r g e n t  
s h o u l d  b e  d o n e  q u i c k l y  b u t  

y o u r  t i m e  i s  l i m i t e d ,  s o  
m a k e  s u r e  y o u  h a v e  

s o m e o n e  w h o  c a n  c o m p l e t e  
t h i s  t a s k ,  i n - s c o p e .

Urgent and Important

Important but Not Urgent

Urgent but Not Important

Not Urgent and Not Important
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El iminate?

S o m e  t a s k s  j u s t  a r e n ’ t  
n e e d e d ,  s o  m a k e  s u r e  y o u  

e v a l u a t e  t h e s e  t o  d e t e r m i n e  
i f  t h e y  a r e  s t i l l  n e e d e d  –
j u s t  w i t h  a  l o w e r  p r i o r i t y.

Urgent and Important

Important but Not Urgent

Urgent but Not Important

Not Urgent and Not Important
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How To Use 
The Matrix

Create a List

Identify the Criteria

Assign a Score

Calculate

Plot on a Matrix

Prioritize Tasks
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Capture  Act iv i t ies

M a k e  s u r e  y o u r  l i s t i n g  
a c t i v i t i e s  f i r s t  b e f o r e  

l o o k i n g  a t  t a s k s  t h a t  n e s t l e  
u n d e r  e a c h  a c t i v i t y.   T h i s  

w i l l  h e l p  y o u  t o  s e e  
d e p e n d e n c i e s  a n d  s t a y  

f o c u s e d  o n  t h e  b i g  p i c t u r e .  

Create a List

Identify the Criteria

Assign a Score

Calculate

Plot on a Matrix

Prioritize Tasks
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Evaluate  Tasks

D e t e r m i n e  t h e  c r i t e r i a  t h a t  
y o u  w i l l  u s e  t o  e v a l u a t e  t h e  

t a s k s .   M o s t  c o m m o n  
c o n s i d e r a t i o n s  a r e  

d e a d l i n e s  a n d  c o s t .

Create a List

Identify the Criteria

Assign a Score

Calculate

Plot on a Matrix

Prioritize Tasks
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Create  a  Sca le

T h i n k  a b o u t  h o w  y o u  w i l l  
p l a c e  a  v a l u e  f o r  e a c h  t a s k .   
M o s t  c o m m o n  s c a l e s  a r e  1 -
5 ,  w i t h  5  b e i n g  t h e  h i g h e s t  

s c o r e .

Create a List

Identify the Criteria

Assign a Score

Calculate

Plot on a Matrix

Prioritize Tasks
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Weighted Scores

S o m e t i m e s  y o u  m a y  h a v e  
m u l t i p l e  c r i t e r i a  t o  e v a l u a t e  

a n d  s c o r e .   C a l c u l a t e  t h e  
w e i g h t  t h a t  r e f l e c t s  t h e  

i m p o r t a n c e  o f  e a c h  c r i t e r i a .   
F o r  e x a m p l e ,  i f  d e a d l i n e  i s  
m o r e  i m p o r t a n t  t h a n  c o s t ,  
y o u  m i g h t  g i v e  i t  a  w e i g h t  

o f  3  a n d  c o s t  a  w e i g h t  o f  1 .   
T h e n ,  a d d  u p  t h e  w e i g h t e d  

s c o r e s  f o r  e a c h  t a s k .

Create a List

Identify the Criteria

Assign a Score

Calculate

Plot on a Matrix

Prioritize Tasks
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Place  on a  Quadrant

P l o t  e a c h  t a s k  o n  t h e  
m a t r i x  b a s e d  o n  i t s  

w e i g h t e d  s c o r e .   Ta s k s  w i t h  
h i g h  s c o r e s  s h o u l d  b e  

p l a c e d  i n  t h e  u p p e r - l e f t  
q u a d r a n t ,  w h i l e  t h o s e  w i t h  

l o w  s c o r e s  s h o u l d  b e  p l a c e d  
i n  t h e  l o w e r - r i g h t  q u a d r a n t .

Create a List

Identify the Criteria

Assign a Score

Calculate

Plot on a Matrix

Prioritize Tasks
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Take Act ion

P r i o r i t i z e  t h e  t a s k s  b a s e d  
o n  t h e i r  p o s i t i o n  o n  t h e  

m a t r i x .   Ta s k s  i n  t h e  u p p e r -
l e f t  q u a d r a n t  s h o u l d  b e  

g i v e n  t h e  h i g h e s t  p r i o r i t y,  
w h i l e  t h o s e  i n  t h e  l o w e r -

r i g h t  q u a d r a n t  c a n  b e  
d e p r i o r i t i z e d  o r  e l i m i n a t e d .

Create a List

Identify the Criteria

Assign a Score

Calculate

Plot on a Matrix

Prioritize Tasks
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Holding 
Difficult 
Conversations
In Project Management, there will be times when 
you will need to communicate expectations.  If your 
team is off schedule, over budget or not in scope, 
addressing these concerns can be challenging but 
without doing so, your project will fail!

• What you will learn

• Why Difficult Conversations Are 
Important

• The Challenges of Holding Them

• Strategies for Making Them More 
Effective

• Key Take-a-Ways

• The prioritization matrix helps you sort 
through tasks that are urgent vs. 
important to identify most critical 
activities first.
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Why Difficult 
Conversations 
Are Important

Improve 

Relationships

Increase Job 

Satisfaction

Achieve Better 

Outcomes
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Bui ld  Trust

E a r n  r e s p e c t  f r o m  y o u r  
t e a m  m e m b e r s  b y  p r o v i d i n g  

a n  o p p o r t u n i t y  t o  s h a r e  
d i f f e r e n t  p e r s p e c t i v e s  a n d  
w o r k  t h r o u g h  c h a l l e n g e s  

t o g e t h e r.

Improve Relationships

Increase Job Satisfaction

Achieve Better Outcomes
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Reduce Stress

E l i m i n a t e  a n x i e t y  b y  
a d d r e s s i n g  i s s u e s  t h a t  

m i g h t  b e  c a u s i n g  t e n s i o n  o r  
c o n f l i c t .   D e v e l o p  a  d e e p e r  

u n d e r s t a n d i n g  o f  e a c h  
o t h e r ’ s  p e r s p e c t i v e s .

Improve Relationships

Increase Job Satisfaction

Achieve Better Outcomes
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Ident i fy  Issues

I m p r o v e  c o l l a b o r a t i o n  a n d  
a d d r e s s  t h e  c o n c e r n s  i n  a  

w a y  t h a t  s a y s ,  t h i s  i s  a  
t e a m  i s s u e ,  r a t h e r  t h a n  a n  
i n d i v i d u a l .   U l t i m a t e l y,  t h e  

o u t c o m e  i s  d e p e n d e n t  o n  
t h e  t e a m ' s  a b i l i t y  t o  

s o l u t i o n  t o g e t h e r.

Improve Relationships

Increase Job Satisfaction

Achieve Better Outcomes
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The Challenge 
of Holding 
Them

Emotional Intensity

Fear of Conflict

Power Dynamics

Lack of Preparation

Work Culture Differences
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Stay Calm

I t ’ s  c r i t i c a l  t h a t  y o u  s t a y  
f o c u s e d  o n  t h e  t e a m  e f f o r t  

r e q u i r e d  a n d  r e c o g n i z e  t h a t  
m o s t  o f  u s  w i l l  n a t u r a l l y  

b e c o m e  d e f e n s i v e .   
E m o t i o n s  s u c h  a s  

f r u s t r a t i o n  a n d  a n x i e t y  c a n  
m a k e  i t  c h a l l e n g i n g  t o  

c o m m u n i c a t e  e f f e c t i v e l y  
a n d  a c h i e v e  a  p o s i t i v e  

o u t c o m e .

Emotionally Intensity

Fear of Conflict

Power Dynamics

Lack of Preparation

Work Culture Differences
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Be Conf ident

M a n y  p e o p l e  a r e  
u n c o m f o r t a b l e  w i t h  c o n f l i c t  

a n d  a v o i d  d i f f i c u l t  
c o n v e r s a t i o n s  a s  a  r e s u l t .   

A v o i d i n g  t h e s e  
c o n v e r s a t i o n s  c a n  l e a d  t o  

m i s u n d e r s t a n d i n g s  a n d  
u n a d d r e s s e d  i s s u e s ,  w h i c h  

c a n  i m p a c t  p r o j e c t  
o u t c o m e s .

Emotionally Intensity

Fear of Conflict

Power Dynamics

Lack of Preparation

Work Culture Differences
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Speak Up

I t  c a n  b e  c h a l l e n g i n g  w h e n  
t h e r e  i s  a  p o w e r  i m b a l a n c e  
b e t w e e n  o t h e r s  i n v o l v e d .   
R e c o g n i z e  t h a t  e v e r y o n e  

i n v o l v e d  m a y  f e e l  
i n t i m i d a t e d  o r  a f r a i d .   Yo u  
m a y  n o t  w a n t  t o  d a m a g e  a  
r e l a t i o n s h i p ,  o r  i t  m i g h t  b e  

d i f f i c u l t  f o r  y o u  t o  t e l l  a  
b o s s  h o w  t h e y  c a n  i m p r o v e  

u p o n  s o m e t h i n g .

Emotionally Intensity

Fear of Conflict

Power Dynamics

Lack of Preparation

Work Culture Differences
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Prepare

D i s c u s s i n g  p e r f o r m a n c e  
s h o u l d  a l w a y s  i n c l u d e  

e x a m p l e s .   M a k e  s u r e  y o u  
h a v e  s o m e  b u l l e t  p o i n t  

n o t e s ,  w o r k  a r t i f a c t s  a n d  
o t h e r  e x a m p l e s  t h a t  h e l p  

g i v e  c o n t e x t  a n d  c l a r i t y  t o  
w h a t  i s  w r o n g  a n d  m o r e  

i m p o r t a n t l y,  p r o v i d e  
e x a m p l e s  o f  w h a t  i s  r i g h t .

Emotionally Intensity

Fear of Conflict

Power Dynamics

Lack of Preparation

Work Culture Differences



57

F e b r u a r y  9 ,  2 0 2 4

Copyright © 2023 – 2024 The Lion & The Duck, LLC. 
All Rights Reserved. An Independent Consulting Firm.

Be Aware

R e c o g n i z e  t h a t  h o w  w e  
c o m m u n i c a t e  i s  c r i t i c a l  t o  

h o w  s o m e o n e  i n t e r p r e t s  
m e s s a g e s .   A d j u s t  y o u r  

c o m m u n i c a t i o n  s t y l e  
a c c o r d i n g l y  t o  a c c o u n t  f o r  

h o w  o t h e r s  m a y  w o r k  
o u t s i d e  o f  y o u r  t e a m .  

Emotionally Intensity

Fear of Conflict

Power Dynamics

Lack of Preparation

Work Culture Differences



58

F e b r u a r y  9 ,  2 0 2 4

Copyright © 2023 – 2024 The Lion & The Duck, LLC. 
All Rights Reserved. An Independent Consulting Firm.

Strategies for 
Making Them 
More Effective

Listen Actively

Be Clear and Concise

Use “I” or “We” Statements

Focus on Solutions

Follow Up



59

F e b r u a r y  9 ,  2 0 2 4

Copyright © 2023 – 2024 The Lion & The Duck, LLC. 
All Rights Reserved. An Independent Consulting Firm.

Stay Engaged

L i s t e n i n g  i s  a n  e s s e n t i a l  
p a r t  o f  e f f e c t i v e  

c o m m u n i c a t i o n .   M a k e  s u r e  
y o u ’ r e  a c t i v e l y  l i s t e n i n g  t o  
t h e  o t h e r  p e r s o n  a n d  t r y i n g  

t o  u n d e r s t a n d  t h e i r  
p e r s p e c t i v e .

Listen Actively

Be Clear and Concise

Use “I” or “We” Statements

Focus on Solutions

Follow Up
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St ick  to  the  Facts

A v o i d  g e t t i n g  s i d e t r a c k e d  
a n d  m a k e  s u r e  y o u  h a v e  a n  
a g e n d a  w i t h  b u l l e t  p o i n t s .   

S t i c k  t o  t h e  p o i n t s  a n d  
a l l o w  o t h e r s  t o  c o m p r e h e n d  
a n d  r e s p o n d  b e f o r e  m o v i n g  

t o  t h e  n e x t  o n e .

Listen Actively

Be Clear and Concise

Use “I” or “We” Statements

Focus on Solutions

Follow Up
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Remove “You”

U s i n g  “ I ”  s t a t e m e n t s  c a n  
h e l p  y o u  t o  e x p r e s s  y o u r  
f e e l i n g s  w i t h o u t  b l a m i n g  

t h e  o t h e r  p e r s o n .   F o r  
e x a m p l e ,  i n s t e a d  o f  s a y i n g  
“ Yo u ’ r e  a l w a y s  l a t e ,”  y o u  
c a n  s a y  “ I  f e e l  f r u s t r a t e d  

w h e n  y o u ’ r e  l a t e .”   Yo u  c a n  
a l s o  u s e  “ We ”  s t a t e m e n t s  
l i k e ,  “ We  n e e d  t o  b e  o n  

t i m e  w i t h  t h i s  t a s k .”

Listen Actively

Be Clear and Concise

Use “I” or “We” Statements

Focus on Solutions

Follow Up
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Brainstorm

I n s t e a d  o f  d w e l l i n g  o n  t h e  
p r o b l e m ,  c r e a t e  a  m i n d  m a p  

t o  h e l p  t h e  t e a m  i d e a t e  
s o l u t i o n s  a r o u n d  h o w  t o  

m o v e  f o r w a r d .

Listen Actively

Be Clear and Concise

Use “I” or “We” Statements

Focus on Solutions

Follow Up
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Conf i rm Resolut ion

I t ’ s  i m p o r t a n t  t o  f o l l o w  u p  
a n d  m a k e  s u r e  t h a t  

e v e r y o n e  i s  o n  t h e  s a m e  
p a g e .

Listen Actively

Be Clear and Concise

Use “I” or “We” Statements

Focus on Solutions

Follow Up
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Developing 
Good Habits –
A PM’s Diary
Good habits are important because they can help 
you to achieve your goals more effectively and 
consistently.  By developing good habits, you can 
create a structure for your work that allows you to 
stay focused and productive.

• What you will learn

• The Top 5 Good Habits

• How to Develop Them

• Strategies for Maintaining Them Over 
Time

• Key Take-a-Ways

• Good habits can help you manage your 
time more effectively, reduce stress, 
increase job satisfaction, build stronger 
relationships and demonstrate your 
reliability.
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The Top 5 
Good Habits

Effective Communication

Time Management

Risk Management

Leadership

Continuous Learning
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Less  is  NOT More

P r o j e c t  M a n a g e r s  n e e d  t o  
b e  a b l e  t o  c o m m u n i c a t e  

e f f e c t i v e l y  w i t h  t h e i r  t e a m  
m e m b e r s ,  s t a k e h o l d e r s ,  a n d  
c l i e n t s .   T h i s  i n c l u d e s  b e i n g  
a b l e  t o  l i s t e n  a c t i v e l y,  a s k  

q u e s t i o n s ,  a n d  p r o v i d e  
c l e a r  a n d  c o n c i s e  

i n s t r u c t i o n s .

Effective Communication

Time Management

Risk Management

Leadership

Continuous Learning
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The Most  Important

P r o j e c t  M a n a g e r s  n e e d  t o  
b e  a b l e  t o  m a n a g e  t h e i r  

t i m e  e f f e c t i v e l y  t o  e n s u r e  
t h a t  p r o j e c t s  a r e  c o m p l e t e d  

o n  s c h e d u l e  a n d  w i t h i n  
b u d g e t .   T h i s  i n c l u d e s  

s e t t i n g  p r i o r i t i e s ,  
d e l e g a t i n g  t a s k s ,  a n d  

a v o i d i n g  p r o c r a s t i n a t i o n .

Effective Communication

Time Management

Risk Management

Leadership

Continuous Learning
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Always Have a  P lan 
B

P r o j e c t  M a n a g e r s  n e e d  t o  
b e  a b l e  t o  i d e n t i f y  a n d  

m a n a g e  r i s k s  t h a t  c o u l d  
i m p a c t  t h e  s u c c e s s  o f  a  
p r o j e c t .   T h i s  i n c l u d e s  
d e v e l o p i n g  c o n t i n g e n c y  

p l a n s ,  m o n i t o r i n g  r i s k s ,  a n d  
t a k i n g  c o r r e c t i v e  a c t i o n  

w h e n  n e c e s s a r y.

Effective Communication

Time Management

Risk Management

Leadership

Continuous Learning
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Lead by  Example

P r o j e c t  M a n a g e r s  n e e d  t o  
b e  a b l e  t o  l e a d  t h e i r  t e a m s  
e f f e c t i v e l y  t o  e n s u r e  t h a t  

e v e r y o n e  i s  w o r k i n g  
t o g e t h e r  t o w a r d s  a  c o m m o n  
g o a l .   T h i s  i n c l u d e s  s e t t i n g  

e x p e c t a t i o n s ,  p r o v i d i n g  
f e e d b a c k ,  a n d  m o t i v a t i n g  

t e a m  m e m b e r s .

Effective Communication

Time Management

Risk Management

Leadership

Continuous Learning
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Always Gett ing 
Better

P r o j e c t  M a n a g e r s  n e e d  t o  
b e  c o m m i t t e d  t o  c o n t i n u o u s  
l e a r n i n g  a n d  i m p r o v e m e n t .   

T h i s  i n c l u d e s  s t a y i n g  u p - t o -
d a t e  w i t h  t h e  l a t e s t  p r o j e c t  
m a n a g e m e n t  m e t h o d o l o g i e s ,  
t o o l s ,  a n d  t e c h n i q u e s ,  a n d  
s e e k i n g  o u t  o p p o r t u n i t i e s  

f o r  p r o f e s s i o n a l  
d e v e l o p m e n t .

Effective Communication

Time Management

Risk Management

Leadership

Continuous Learning



Let's put this into 

action!
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