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Learning Targets 
• How project management works 
• How can we use PM knowledge in our work 
• PM tools and techniques 



PROJECT MANAGEMENT 101 



A project is… 
 

 
• An activity with a start 

and end date 
• Scale may be small, 

medium or large 
• May be a product, 

service or target result 

 Expanding product/service 
 For efficiency/effectiveness 
 Customer feedback/needs 
 Legal/compliance requirement 
 Social requirement 
 Organizational change 
 Technology upgrade 
 Company targets/goals 
 Mini-projects (wants) 



Programs        vs            Portfolio 

Program A Program B Project 1 

Project 
A.1 

Project 
A.2 

Project 
A.3 



Projects        vs       Operations 

Plan Organize 

Lead Control 

Initiate Plan 

Lead Organize 

Control Close 



PM Knowledge Areas 

Scope Time Cost Quality Human Resource 

Procurement Communication Stakeholder Risk Integration 



Process Groups 

Initiate Close 

Plan 

Execute 

Monitor and Control 

START END 



APPLYING PM CONCEPTS 



The Business Case 
• Project name and 

description 
• Executive summary 
• Problem / opportunity 
• Root cause analysis 

• Alternative solution/s 
• Comparison of alternatives 
• Evaluation and 

recommendation 
• Implementation approach 

Projects solve “pain points” 



The Project Charter 
• Project name and 

description 
• Business case 
• Goals, objectives and 

success criteria 
• Project output 

description 

• Milestone schedule 
• Summary budget 
• Customer/stakeholder 

requirements 
• Project deliverables 
• High-level scope 
• Resource requirements 

• Risks, constraints and 
assumptions 

• PM assignment, 
authority level and 
responsibilities 

• Approval requirements 
• Sponsor or authorized 

person for the project 



Before executing a project… 
1. Prepare and ensure that the project charter is 

completed and signed off. 
2. Plan out the project scope and identify every work 

package needed.  
– Work Breakdown Structure (WBS) 
– Project Management is also a work package 

3. Gather requirements carefully and thoroughly. 

 



 



Before executing a project… 
4. Identify assumptions and constraints. 
5. Define and organize the project scope. 
6. Plan out how to execute your WBS. 
7. Define your output vis-à-vis schedule and budget. 

– Identify the project’s critical path. 

8. Define your “quality” product metrics. 



The Triangle of (a project’s) Life 

SCOPE 

QUALITY 

At least one 
constraint should 

remain flexible 



Before executing a project… 
9. Identify the skills (and people) you need. 

– Plot out your RACI. 

10. Define the project’s communication plan. 
– Who, when, how, how often, whom 

11.  Identify the other resources you still need. 
– “Make or buy” 

12.  Identify and plan how you will manage 
risks. 



During execution… 
1. You need a strong and competent leader as 

your PM to direct and manage. 
2. Your team should be competent, resilient and 

have mutual respect for each other. 
3. Communication is key for a successful 

project. 
 



During execution… 
4. Control points for milestones is needed. 

– Project CP and Management CP 

5. Validate your scope and avoid scope creep. 
6. Control schedule, cost, quality and risks. 
7. Manage dependencies and expectations. 



PM TOOLS AND TECHNIQUES 
Monitoring and Controlling Projects 



Monitoring and Controlling  
• Team performance x status x baseline 
• Timelines and forecasting 
• Deviations or changes 
• Risks are mitigated and issues are being resolved 
• Stakeholders are apprised of status. 



Progress vs Timeline 
 



Work Breakdown 

PROJECT 

TASK 1 

Subtask 
1.1 

TASK 2 

Subtask 
2.1 

TASK 3 

Subtask 
3.1 

TASK 4 

Subtask 
4.1 



Task sequence 

START 

Task 1 

Task 2 

Task 3 Task 4 

Task 5 

Task 6 

Task 7 END 



Task and Timeline Review 
 



 



 



 



 



 



 



 



 



 



 



 



Samples 
• Process flow 
• Project proposal 



 



Questions 
• Give two knowledge areas of project management 

which you think is important for you in your work as a 
librarian. 

• Look back on a project you did in your library, among 
the ideas presented, which knowledge area do you 
think your project may have been successful with? 
Explain briefly. 

• Where do you think it may have failed? Explain briefly. 
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