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“ESSENTIALS OF PROJECT MANAGEMENT
– THEORY and PRACTICE

Including MICROSOFT PROJECT TOOL”


SESSION 1: 
Project Management Seminar 
(Limited to 30 participants only)

Date

:  
24th – 25th July 2008 (9am-5pm)
Venue
: 
To be Advice.
SESSION 2:
Basic Microsoft Project Tool Practical
(Limited to 20 participants per class only)
Date

: 
26th July 2008 (9am-5pm)

Venue
:  
To be Advice


SYNOPSIS
Project Management (PM) is a systematic application of knowledge, skills, tools and techniques to manage project activities in order to meet or exceed stake-holder’s needs and expectations. In a fast-moving business environment, studies have shown that the success rate of projects will improve and the ROI increases when a holistic and systematic approach to project management is adopted, especially for projects which are complex and dynamic.

Member engineers of IEM carry out many different types of projects in different environment, but their underlying goal always remain the same: to complete the projects on time, within budget and scope, and with an acceptable quality. To achieve this goal, it is not enough for the project engineers/ managers to merely have the hard technical skills and tools, but of paramount importance, they should also be equipped with people skills that are so essential for leading, motivating and managing project team members to carry out their tasks effectively. 

This intensive 3-day course serves to address specifically the essential training needs of project managers/engineers/executives with special emphasis on an integrated approach to acquiring the necessary theoretical knowledge and practical skills of Project Management, including the hands-on applications of Microsoft Project software tool.   

BENEFITS

At the end of the program, the participants shall be able to:

· Gain an overview and fundamental knowledge of core and facilitating functions of Project Management with cross references to world class PMI’s book of knowledge PMBOK®.
· Understand and apply the key tools and techniques needed to carry out a feasibility study, and to define, plan, schedule, implement, control, and close-out projects effectively.

· Become more effective and productive by adopting a 7-step methodology in managing projects.

· Identify the critical role of project managers & the advantages of Project Management.

· Avoid costly mistakes by gaining an insight into the success and failure factors of projects. 

· Learn many practical tips on how to improve project leadership & motivational skills, communication skills and project performances.

· Be more confident in forecasting time and cost of project completion.

· Save time and effort by using Microsoft Project software tool.

· Network with other participants and share valuable experiences.

METHODOLOGY

This instructor-led training will be conducted using class-room lectures, audio-video aids, PCs, CD-ROM courseware, computer-based learning, practical exercises, group discussion and role play. Participants are required to bring their calculators for the training.
PROGRAM

SESSION 1 (2 days) 24-25 July 2008 (Thursday & Friday)
a. INTRODUCTION and KEY CONCEPTS

What is wrong with Malaysian projects?

Definitions. Characteristics of Projects.

Project Management framework. 

Triple Constraints and Trade Off

Project Life Cycle Phases, and Processes

Benefits and problems of Project Management

Success and failure factors.

De-facto standards and methodology.

Identifying and managing the important players and stakeholders.

b. STEP 1: JUSTIFY YOUR VISION

What is your project vision?

Project Proposal and Feasibility Study

Strategic, technical and economic assessment

Cost-Benefit Analysis, NPV, ROI, Break-even, IRR

Alternative solutions: Joint Ventures, Outsourcing, Contracts

Go or No-Go decision

c. STEP 2: DEFINE SMART OBJECTIVES

Defining the Mission and Goal

Setting Scope and SMART Objectives

Statement Of Work

Work Breakdown Structure

Project organization structure. 

Identifying and managing the important players and stakeholders

Role and Responsibilities, important skills & desired characteristics of Project Manager & others.

Project Charter
d. STEP 3: PLAN THOROUGHLY

Estimating, allocating & scheduling

Assigning jobs using RAM

Network diagrams, Gantt Chart, Critical Path Method, PERT Chart, 

Improving quality

Setting quality standards, QA & QC processes,

Pareto analysis, TQM concepts.

Communication Plan, Procurement Plan

e. STEP 4: MANAGE RISKS

Basic risk management and 5 basic processes.

Controllable and Uncontrollable risk factors.

Ways to mitigate risks.

Alternative solutions & Contingency Plans
f. STEP 5: EXECUTE EFFECTIVELY

Leadership & Motivation Skills.

Resolving Conflicts & Dispute Resolution

Communicating effectively

Managing time & meeting effectively

g. STEP 6: MONITOR & CONTROL CLOSELY

Baseline and variances

Tracking progress using milestones, S-curve, Earned Value Analysis 

Forecasting time and cost of completion

Holding review meetings, and project status reporting

h. STEP 7: TERMINATE WISELY

Termination process

Project auditing

Formalize project closure and handover

Post Implementation Review

Lessons learned

i. SUMMARY

Conclusion

Seven-Step Methodology

Seven Habits of a Highly Effective Project Manager. 

EXERCISES

ROLE PLAY

CASE STUDIES

ASSIGNMENTS

SESSION 2 (1 day) 26 July 2008 (Saturday)
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   Microsoft Project Software Practical (Basic)

Computer-based training on introduction and familiarisation of Microsoft Project Software 2003.

Hands-on step-by-step practical exercises and applications with PC-based project software.

Learn how to get started on new projects, develop tasks, plan, schedule, assign resources, track progress, and generate reports on projects, etc.

(Microsoft training manual and CD-ROM courseware are included.) 

BIODATA OF FACILITATOR

Ir. Frankie Chong, B.Sc., MBA, P.Eng, MIEM, PMP, a professional engineer with an in-depth knowledge and more than 28 years of working experience in managing small and large projects in various industries. His main areas of work experience include project management & consultancy, engineering operations and technical development, business development and re-engineering, strategic planning, education and training. 

He specializes in conducting Project Management seminars and training for MNCs, SMI companies, and is also a CIDB panel expert and trainer in Project Management, Chief Paper Examiner of a U.K University project management module, a member of the Consultative Panel of Professional Services Development Corporation, and the current Chairman of IEM Project Management Technical Division.

Hundreds of participants have benefited from his training which is knowledge and skill-based, action-orientated, highly interactive and complemented with exercises, practical applications and real-life case studies. The general feedback describes his training as stimulating, informative and effective.  

REGISTRATION*
Applicants are free to choose any one of the following combinations on a first-come-first-served basis, subject to maximum seats availability. Fees must be fully paid BEFORE commencement of the course. Bookings by fax must be forwarded with payments before the day of the course. IEM reserves the right to postpone, reschedule, allocate, or cancel the course without giving any reason. 
All participants are requested to bring along electronic calculators.
A. SESSIONS 1 & 2 (3 days) - Complete** 

G &S Member – RM 888
IEM Member – RM 988

Non-Member – RM 1688
B. SESSION 1 (2 days)
G & S Member – RM 588
IEM Member – RM 688
Non-Member – RM 1188
C. SESSION 2 (1 day) **
G & S Member – RM 488
IEM Member – RM 588
Non-Member – RM 788
*All fees are inclusive of training materials, daily lunch and 2 tea breaks, and Certificate of Attendance. 
** Fee includes original copy of Microsoft Project training manual and a CD-ROM courseware with a 60-day free trial Microsoft Project 2003 software, PC usage, Certificate of Attendance.

REGISTRATION FORM
(Send or Fax to 085-424718)

Chairman,

The Institution of Engineers Malaysia,

Miri Branch

Lot 2935, 2nd Floor Faradale Commercial Centre (Jalan Bulan Sabit),

98000 Miri, Sarawak
Tel: 085-423718 Fax: 085-424718 
3-DAY COURSE ON
“ESSENTIALS OF PROJECT MANAGEMENT - THEORY & PRACTICE 
Including MICROSOFT PROJECT TOOL”

24-26 July 2008
	No
	Name(s)
	Membership

No.
	Grade
	Program Selected*
	Fee (RM)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total Payable
	
	


*Fees MUST be fully paid A WEEK BEFORE the commencement of the course. Bookings by fax from outstations MUST be forwarded with payments at least A WEEK BEFORE the day of the course. Seats could only be confirmed upon payment.
*Please indicate program selected (A, B or C)
	A=Sessions 1 & 2 (3 days)
	B=Session 1 only (2 days)
	C=Session 2 only (1 day)


Enclosed herewith a crossed cheque No: _________________________ for the sum of RM _________
issued in favour of “IEM Miri Branch” and crossed ‘A/C payee only’. I/We understand that the fee is not refundable if I/We withdraw after my/our application is/are accepted by the Organising Committee but substitution of participants will be allowed. If I/We fail to attend the seminar, I/We will settle the registration fee in full.

Contact Person:___________________________________ Designation:____________________

Name of Organization: ___________________________________________________________

Address: ______________________________________________________________________

______________________________________________________________________________

Tel: (O) ________________________ (H)______________________ (Fax)_________________

Email: ________________________________________________________________________

___________________________



        ______________________

           Signature & Stamp 






Date



(P/S: Please remind participants to bring along electronic calculators.)
Photostat copies are acceptable.

Organised By:





The Institution of Engineers, Malaysia


Miri Branch
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