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NEEEEING Vs, Vianaging

doement = Administrator ?

ONiNECES, UEgetsy client relations
ling) manpewer assignment
DE lverabjjas:‘high guality, as spec’ed, on time, under

pudget

[Keep ﬁﬁgs unning  smoothly and efficiently
Project/IieamirLeader = Motivator

Set a good example for team to follow

Make sure every individual also has leadership roles,

taking ewnership of key part(s) of project.

Put together productive team based on individual

strengths and personalities.

Everyone on “same page,” compliments and rewards.

[ecilVanagement Reminder

_—
Statils Updates to spoensor, cc advisor.
KEEPIEONCISE, use bulleted lists.
MmMeERded 4=part format:
oracompleied

OngpingsEsks, whois doingl what, problems being
g ledhwiths anticipated completion.

Upcoming tasks, anticipated difficulties, resources
needed.

Tie-do list; urgent requests, things with significant
lead times that must be initiated now.

End of calendar month is approaching
Monthly updates of hours
Monthly update of budget
Monthly update of schedule

Msrarsuccessful Team?

nggelfeg- PEOpPIE whoe find a way
/2]l togeiner,
K ACH Other onla personal level.

= Uhderstandieachiether’s strengths and
knessesybethirprofessionally and personally.

Eve OES thelr fair share — both for technical
anden=technicall!

Ke “low threshold,” communicate freely; don't
|etthelitiestiings bether them.

Viest impoertant — good sense of humor.

Sunvive: the stress test at crunch time.
InitialfStaees Gifnew. team, new. project:

Forming

Storming

Norming

Performing




7 [eadership

~ -
- Gle@, nvited speaker

-eadership iSPresent in all teams, all activities,
gllNevels
-

VIotiVatNIGELS things moving
Compleuentand quality depend on

Glen will'share seme of his experience based on
his career in the Air Force.

wJEct Scheduling

'CWtI],SCheduling
Sante chart
‘ Bleakiproject downi into tasks
allElizestimos as much as possible.
Starswith completion date and milestones
an

oIk hackwards from there.

Constrained by Resources
Personnel
Supplies, materials, equipment, subcontractors
Linking tasks

Predecessors and successors
Don't let project “go critical.”

Blidgeting

| Selefi] NSNS
10)0) m@y Perdirectly requested via your faculty advisor
2 jiianent Accounts are initially loaded with $1000.
S BUdUEREYUEST andidustification Memo must be provided and
pvediior any budget request or modification.
itndsy it needed, should be reguested from sponsor. If
SponseRcanol come up with funds, check with Dr. Wiitanen to
see whetmight'be possible.
BUJGEL Spreadsheet
Provide arceltmn for projected/approved budget
Another column for actual costs / encumbrances.
A third column for funds paid out, actual balance.
Budget Reguest/Justification cover memao
Be succinct! Half a page should be plenty, one page max.
Justify why funds need to be spent, not just how much.

Organize your argument in bulleted lists so it is clear and quick to
read.

"z Ime Management

= ie of
RGPErE e
l\/lot Gifus spend
e Uich time
onfimportantEgent
categorie. in
RIS IS MODE.
Better — start early,
spend most time on

“Important but not
yet Urgent.”

From “Seven Habits of Highly Effective People”




