SECOND
EDITION

guide to project

“Still the best beginner’s
0
management. | know

a e
n )
t it!”
a L3 L4

Project
Management
Step by Step

iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii



https://www.pearson.de/9781292142203

Project Management

Step by Step

How to plan and manage a highly
successful project

Second edition

Richard Newton

Hurbra, Engheed = London + Mo York + Bodnes - Smhm Toroata = !ydlw
AAAAAAA Singapore + Homg Kong = Tekye = Seoul + Thipel + Mew Dl
Cipa Town + 8o Pude « Madco Cay + m«m+w-m-m


http://www.pearson.com/uk
http://www.pearson.com/uk
https://www.pearson.de/9781292142203

Project Management Step by Step

Table of Contents

Contents
Acknowledgements
About the author
Preface to the second edition
Introduction
What you will be able to do once you have read the book
How this is done
Who is this book for?
How to use this book
Step 1
Understand the basics
THIS CHAPTER COVERS:
THE CENTRAL POINT IS:
Setting the scene
Introduction to project management jargon

The step-by-step guide STEP 1 Understanding the
basics
Step 1.1 What is a project?
Step 1.2 What is project management? What is your role?

Key drivers for success 1: The task and outcome focus

@ Pearson


https://www.pearson.de/9781292142203

Table of Contents

Step 1.3 The projects customer and stakeholders
Step 1.4 The project team
Step 1.5 Delivery and deliverables

Step 1.6 The five dimensions of a project scope, quality, time,
cost, risk

Step 1.7 The stages of a project a lifecycle
Key tips
TO DO NOW
Taking it further: Project methods and methodologies
FURTHER READING
Step 2
Define the why and the what
THIS CHAPTER COVERS:
THE CENTRAL POINT IS:
Setting the scene
Introduction to the why and what
Understanding the why
Understanding the what
The step-by-step guide STEP 2 Defining why and
what
Step 2.1 Complete the Project Definition

The questions

Step 2.2 Check your role are you responsible for achieving the
why or making sure the what happens?

Step 2.3 Agree the Project Definition with your project customer

Key drivers for success 2: Start with a customer

@ Pearson


https://www.pearson.de/9781292142203

Table of Contents

viewpoint
Key tips
TO DO NOW
Taking it further: Requirements
FURTHER READING
Step 3
Create your Project Plan
THIS CHAPTER COVERS:
THE CENTRAL POINT IS:
Setting the scene
Introduction to the Project Plan and estimating
The component tasks and milestones
Estimating time
Ordering the tasks
The people in your project team
Dealing with costs
Can you do the project; should you do the project?
Developing a Project Plan in practice
The step-by-step guide STEP 3 Creating your Project
Plan
Step 3.1 Brainstorm a task list
Key drivers for success 3: Develop an end-to-end
perspective
Step 3.2 Convert the task list to a skeleton plan
Step 3.3 Estimate times, add dependencies and delays

@ Pearson


https://www.pearson.de/9781292142203

Table of Contents

Step 3.4 Add in who will do what

Step 3.5 Build the plan into a schedule

Step 3.6 Work out costs

Step 3.7 Add in milestones and contingency

Step 3.8 Review and amend can you do it, should you do it, is

there a better way?

Step 3.9 Review the plan with your project customer
Key drivers for success 4: Manage expectations
Key tips
TO DO NOW
Taking it further: Using external contractors and

companies
FURTHER READING
Step 4
Manage delivery
THIS CHAPTER COVERS:
THE CENTRAL POINT IS:
Setting the scene
Introduction to the role of the project manager

Measuring and managing progress on a project

Issues

Risks

Changes
The step-by-step guide STEP 4 Managing delivery

Step 4.1 Start the project

@ Pearson


https://www.pearson.de/9781292142203

Table of Contents

Step 4.2 Plan your day
Step 4.3 Collect information and reports
Step 4.4 Monitor and manage progress
Key drivers for success 5: Drive progress every day

Key drivers for success 6: Be flexible and creative
Step 4.5 Identify and resolve issues
Step 4.6 Identify and manage risks
Step 4.7 Manage changes
Step 4.8 Take action to ensure the projects success

Key drivers for success 7: Be the project manager!
Step 4.9 Keep your customer informed

Key drivers for success 8: Communicate
continuously
Step 4.10 Update the Project Plan or Project Budget

Key tips
TO DO NOW
Taking it further: Risk and stakeholder management
FURTHER READING
Step 5
Complete your project
THIS CHAPTER COVERS:
THE CENTRAL POINT IS:
Setting the scene
Introduction to completing your project
The step-by-step guide STEP 5 Completing your project

@ Pearson


https://www.pearson.de/9781292142203

Table of Contents

Step 5.1 Test the deliverables

Key drivers for success 9: Remain closely involved in the
work
Step 5.2 Implement deliverables
Step 5.3 Provide support to your customers
Step 5.4 Release resources

Key drivers for success 10: Consider what happens after
the project
Step 5.5 Review for next time

Key drivers for success 11: All experiences are an
opportunity to learn
Step 5.6 Celebrate!

Key tips
TO DO NOW
Conclusion

Taking it further: Testing, integration, implementation
and quality management

FURTHER READING
Glossary
Agile
Association of Project Managers (APM)
Assumption
Backlog
Benefit
Benefits realisation

@ Pearson


https://www.pearson.de/9781292142203

Table of Contents

Business analysis/business analyst
Business rationale/business objective
Change

Change control
Change management
Communications plan
Contingency
Crashing

Critical chain

Critical path

Daily stand-up
Decomposition
Delivery

Deliverables
Dependency
Dimensions

Duration

Earned value

Effort

Estimate

External dependency
Gantt chart

Gate

Governance

@ Pearson


https://www.pearson.de/9781292142203

Table of Contents

Impediment
Implementation

Iron triangle

Issue

Issue management
lterative

Lessons learnt
Levelling

Lifecycle

Managing Successful Programs (MSP)
Milestone

MoSCoW
Opportunity

PERT

Plan

Portfolio

Portfolio management
Product owner

Prince 2

Programme
Programme manager
Programme management
Progress report
Project

@ Pearson


https://www.pearson.de/9781292142203

Table of Contents

Project customer

Project dimensions

Project manager

Project management

Project Management Institute (PMI)
Project management office (PMO)
Project management professional (PMP)
Project sponsor

Project team

Quality Assurance and Quality Control (QA and QC)
RACI

RAID log

Requirement

Resources

Retrospective

Risk

Risk management

Scope

Scope creep

Scrum

Specification

Stakeholder

Stakeholder management

Status report

@ Pearson


https://www.pearson.de/9781292142203

Table of Contents

Steering committee

Story

Task

Testing

VUCA

Waterfall

Work Breakdown Structure (WBS)
Work package

Workstream

Index
Praise for Project Management Step by Step


https://www.pearson.de/9781292142203

