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6 Ways To Be A Better Project Manager 
Sharon Florentine covers IT 
careers, women in technology and 
diversity, as well as software, Agile, 
cloud tech, data center and security 
topics. She has written for CRN, 
eWEEK, Channel Insider and 
CIOInsight, among others. You can 
reach her at sflorentine@cio.com or 
on Twitter @MyShar0na. 

Project managers wear many hats: facilitators, managers, 
problem-solvers and even interpreters -- translating 
business needs into actionable plans for teams and 
aligning resources. They must work around constraints, 
map skills and set timeframes to ensure positive outcomes 
for the business. In a “do more with less,” digital era, 
project managers are critical to the success of a business, 
especially in the fast-moving world of IT and software. 

Project management software firm Workfront recently 
polled project management (PM) professionals across 
industries and from various business sizes -- from small 
businesses to large enterprises -- to glean the best tips 
and tricks for improving project management skills and 
experience. Eighty-one professionals weighed in, sharing 
responses to help PMs improve in five areas: 
communication; time management and productivity; 
building community; framework, workflow and project 
scheduling; leadership and collaboration; and 
management tools. Here are the best pieces of advice 
based on those results. 

Communication 
This is one of the most important skills project managers 
can have in their arsenal; communicating with C-level 
executives, technical project team members, the finance 
department, human resources and external customers. 
Without frequent, open and candid communication about 
goals, obstacles, workarounds and expectations, projects 
could more easily fail. 

Priorities and project plans will change. Deadlines will be 
missed. Scope will increase. But communication must stay 
consistent. Emails, meetings, status reports, project plans 
-- these are all just tools for facilitating effective 
communication, says Liz Helbock, senior director of 
program management Events.com. “As project managers, 
we must work to keep those lines of communication open 
to ensure we have all the details to report back to 
executives and stakeholders,” she says.  

Time management & productivity 
Endless distractions abound in the modern workplace, 
and project managers have to be especially skilled at 
keeping teams and their projects on time and on track. 

Effective time management and productivity are critical 
skills. Career and small business strategist Mike 
McRitchie suggests you note the tasks that must happen 
in a particular order, the project’s “critical path,” making 
sure to tightly manage those handoff points, he told 
Workfront. These are the places where projects can be 
delayed and where the cumulative effect is a missed 
project deadline. 

“Every project needs a clear end-goal. What is the need 
for this product/project? What problem are we trying to 
solve? When you identify the problem, you must also 
identify a clear definition of what it looks like to solve the 
problem. Defining success metrics means measurable 
goals and a clear finish line,” says Cindy Calvin, 
marketing project manager with Veterans United Home 
Loans. 

PMs also should track their team’s time. By tracking your 
team’s time for the project, you’ll have a solid estimate on 
the average time specific tasks take. You’ll know how 
much time projects took in the past, and you’ll be able to 
use that information to gauge the average speed of each 
team member for each project. This is important when 
deciding how much time to allocate for each team 
member in the future, according to Workfront. 

(continued on page 3) 
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Letter from the President 

Welcome all members to our annual chapter 
business meeting of 2016.  I will share the latest 
status of our chapter which will be followed by 
financial report and Q/A session. We had earlier 
planned for approval /discussion of chapter by-
laws but we are postponing to the next session as 
we are yet to get approval from PMI Headquarter.  
Our regular meeting and SIG will follow the 
business meeting. 

Welcome to all the new elected board members and a warm welcome to 
our next President- Brenda Horton.  She is most experienced board 
member and excellent leader to lead our chapter. Our best wishes to her 
and the new board members for the next term. I will also thank our 
election committee for conducting the entire process of election.  Great 
job everyone. 

I had the opportunity to attend LIM region4 meeting over the weekend 
and the theme of meeting was- ‘Volunteer Leaders- Empowering People 
to accomplish anything’. It was a great opportunity for all volunteers to 
share and refine the chapter management process with other chapter 
volunteers.  PMI HQ had few sessions to share its global strategy and 
volunteer leaders are guided by catalog of core and extended services to 
provide unique chapter delivery, and integrate their plans with the 
objectives of the institute.  Other chapter shared their success stories. I 
was highly impressed by the PMI southwest Ohio chapter outreach as 
they partnered with a local high school and offered introductory project 
management class.  Our chapter should be proud of our tie up with IONA 
College. There are few areas where we to need refocus and get better 
result. Overall our performance is among top chapters. 

This is my last month as President of chapter and I will take this 
opportunity to thank all volunteers who helped in any activity related to 
our chapter. Wishing everyone best of best. 

See you at the June Chapter Meeting! 

Pawan Kumar, PMP 
President 
PMI Westchester  
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6 Proven Project Management Team Communication Strategies 
Moira Alexander is a co-founder and 
director, information systems and 
technology advisory, at Conture 
Business Advisors. She is also a 
project manager and contributor for 
Price of Business Talk Radio 1110 
KTEK (home of Bloomberg Radio), 

Houston, Texas. She has 18-plus years in business 
(IS&T) and finance for small to large businesses in the 
U.S. and Canada. 

Project teams are in a constant state of communication 
via email, videoconferences, telephone calls, texts, face-
to-face discussions and even nonverbal interactions. 
Whatever media they use, project teams will increase their 
chances of achieving their goals if they develop 
successful strategies for keeping everyone informed about 
what’s going on.  

Here are some tips for communicating effectively during 
the course of a project.  

1. Meet regularly 
Hold regular strategy meetings for the entire team. This 
gives everyone an opportunity to be present while project 
activities and changes are being discussed and creates a 
level playing field by giving all team members a chance to 
voice ideas concerns and share status updates. To 
reduce wasted time, try to limit meetings to 50 minutes; 
that gives everyone a few minutes for administrative work 
or downtime — or simply a chance to get to the next 
meeting.  

To ensure that meetings stay on schedule, do the 
following:  

• Assign a timekeeper. 

• Draft an agenda and send it to all team members 
prior to the meeting. 

• Ask team members to be prepared to discuss the 
agenda items. 

• Unless urgent, table any non-agenda issues raised, 
with the understanding that they will be up for 
discussion later. 

• Schedule the next meeting in advance, and keep a 
record of discussion items to be carried forward. 

2. Be inclusive  
Make sure you don’t leave anyone out when you invite 
people to meetings or send out reports about recent 
developments. If you’re not sure whether certain people 
need to be involved in a meeting or kept in the loop about 
the latest project activities or updates, err on the side of 
caution and include them. It’s always better to gain more 
input from more people than limited input from just a few 
team members who are regarded as key players.  

At the project kick-off meeting, ask the team members 
about their communication preferences. One option is to 
use project software that includes a portal that can serve 
as a central hub of communication.  

Compared with relying on email and an assortment of 
other communication tools, a central portal decreases the 
likelihood that people will be excluded from conversations 
that are important to them. 

3. Be transparent, clear and concise 

Communication can be time-consuming in any form. You 
can avoid wasting other people’s time (and your own) by 
being transparent, clear and concise. Prior to picking up 
the telephone, typing an email or scheduling a meeting, 
take a moment or two to consider the following:  

• The purpose of the communication. 

• The audience. (Are they team members, 
executives, vendors, clients or other 
stakeholders?) 

• The desired outcome. 

• Whether you will need to refer back to the 
conversation later or provide details of it to others. 

• Whether, in light of the factors above, you’re using 
the best medium for the type of communication 
you have in mind. 

Try to get your message(s) across in ways that are easy to 
understand and accessible to everyone concerned.  

4. Show some respect  
People are put on project teams for a reason. Whatever 
their roles, all members serve an intended purpose and 
bring intrinsic value to the project. Regardless of title and 
position in the organizational hierarchy, all participants 
should be expected to show respect for their fellow team 
members and should be held accountable for their 
behavior.  

It’s natural that the opinions and thoughts of higher-level 
project participants may be given more weight than those 
of junior team members. But that’s a mistake. Even if they 
disagree with people who outrank them, all team members 
should be able to freely communicate their thoughts, 
opinions and concerns without fear of ridicule or 
consequence. Great ideas are great ideas, regardless of 
who they come from.  

Similarly, when scheduling project activities, every team 
member’s competing responsibilities and time pressures 
should be taken into consideration. Teams cannot remain 
strong if they have weak links in the chain of mutual 
respect.  

 

(continued on page 6) 
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3 Warning Signs for a “Never-Ending” ERP Project 

Peter Purcell is an expert in enterprise 
system implementation, data and 
reporting strategy and change 
management. Co-founder and 
managing director of Trenegy, he 
helps executives prepare their 
organizations for growth and change. 

Enterprise Resource Planning (ERP) 
implementations are never easy. Many projects start with 
excitement and high levels of participation but quickly 
devolve into run-on projects with that are over budget and 
rife with change orders. Team members are deflated and 
often feel as if the project will be never-ending.  

Recovering and bringing the project to completion often 
costs as much as the original budget and end users do 
everything to work around the new system. ROI is 
nowhere near what was originally promised, key stake 
holders lose their jobs and the system is universally hated.  

There are three warning signs that an ERP project is 
starting to spin out of control. Addressing them quickly 
helps avoid going through a project recovery cycle. The 
warning signs include:  

• Steering Committee Apathy 

• Out of Date Project Plan 

• Inconsistent Issue Tracking and Status Reporting 

IT will have visibility to these signs long before key 
stakeholders become aware that a problem exists. IT 
needs to take responsibility to notify business partners 
and help make sure the weaknesses are addressed 
quickly and effectively.  

Steering Committee Apathy  

A Steering Committee that is comprised of key 
stakeholders with P&L responsibility provides a company-
wide perspective when considering recommendations 
from project team members. The Committee needs to 
meet on a regular basis throughout the project to ensure 
the project stays on track.  

The euphoria of creating a Steering Committee and 
kicking off a long-term ERP project is often replaced by 
indifference and apathy. Key stakeholders who were very 
active in the ERP selection and project kick off phases 
stop coming to meetings. Critical decisions made by the 
remaining attendees are second guessed. The Steering 
Committee no longer has power over the project and 
becomes ineffective.  

Steering Committee dis-engagement is a clear sign the 
project is at risk. The project team members will do their 
best to make business decisions, often in a silo. As a 
result, change orders will be generated on a regular basis, 
processes will not be efficient and end users will not be 
eager to accept the resulting changes in how day-to-day 
activities will be performed.  

Out of Date Project Plan  

Good project managers create an overall plan and budget 
at the beginning of the project then parse out one or two 
week chunks of work to responsible team members. The 
plan and budget is updated and communicated throughout 
the project to ensure team members understand how 
tasks are interrelated and do no lose sight of the overall 
end-goal. Most importantly an updated plan and budget 
helps the team identify issues and road blocks early, 
preventing unnecessary surprises.  

On many projects the 
overall plan and budget 
stop being updated on a 
regular basis as the 
manager starts focusing on 
managing day-to-day 
activities. Issues logs, team 
and company politics, status reporting, and integrator 
delivery problems take up the bulk of a project manager’s 
day, leaving little time to update the plan.  

A lack of an updated project plan is a second sign the 
project will not be completed on time or on budget. Project 
team members will get lost focusing on tactical day-to-day 
activities that may not be necessary. Critical tasks are 
overlooked and the project seems to go on forever. 
Worse, third party participation never seems to end – the 
consultants just do not go home.  

Inconsistent Issue Tracking and Status Reporting  

Issue tracking and status reporting is a key tool for clear 
communications among all impacted by the ERP project. 
Steering Committee members are kept up to date on key 
issues requiring decisions. Team members understand 
where to focus efforts to keep the project on track. 
Roadblocks are tackled as a team and the project is kept 
on track. End users clearly understand when to participate 
in the project and plan accordingly to help minimize being 
overloaded.  

Project issues logs and status reports can be tedious to 
create and can be easily overlooked when the Steering 
Committee loses interest in the project. Project managers 
expect issues to be resolved once identified and rely on 
‘word of mouth’ to keep team members up to date. End 
users lose interest in the project.  

Critical issues, configurations, enhancements and reports 
seem to get stuck at 80% and never get ‘complete’ when 
issues are no longer tracked. Project team members 
become frustrated because solving one problem creates 
another elsewhere. The systems integrators focus on 
completing simple configuration and development tasks, 
leaving critical project components incomplete.  
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6 Ways To Be a Better Project Manager (continued from page 1) 
 Building your community 
A project team runs on a solid foundation of trust, mutual 
respect and accountability, so it’s very important to make 
sure you’re fostering an environment where everyone on 
the team feels heard, their efforts are acknowledged and 
recognized, and their contributions valued. 

Support of senior executives, customers, and buy-in from 
project teams is critical to the success of projects, says 
Paul Naybour, business development director at Parallel 
Project Training. “Projects are a very dynamic situation, 
and so support of all the key people in the organization is 
really important in keeping things moving. This is 
especially true when things go wrong,” he says. 

And don’t save praise and recognition only for the times 
when things are going well -- it’s almost more important to 
boost morale through recognizing hard work and effort 
when things don’t go as planned. “This is probably the 
most important part which often gets overlooked. Many 
people feel they have thankless jobs, and compliments 
can make a person feel really good. Go out of your way 
and thank them. Leave a positive review on their LinkedIn 
profile. Tell their boss what a great job they did,” says 
Thomas Wooldridge, IT project manager at 
Relamark.com. 

Framework, workflow and project schedule 
One of the most important things a project manager can 
do is to remove obstacles for their teams. That can help 
maintain projects within the agreed-upon framework, 
make the workflow more efficient and keep everything on 
schedule. 

“Assign work so it is completed in the most efficient order 
possible; ensure work that is a predecessor to other work 
is fully completed before starting another piece, and 
remove the obstacles that prevent team members from 
getting their work done,” says Ben Snyder, CEO, 
Systemation. 

ou also should build in extra time around every deadline 
within the project, to make sure there’s plenty of time to 
resolve the inevitable unexpected problems that will arise. 
“Look over the project plan each week and identify the 
gaps in your project. Pay attention to scope, time, cost 
and where you should be, and how that lines up with your 
deadlines and project objectives. Once you identify the 
gaps, take the necessary actions to close them. Don’t let 
weeks or months go by where you do not deal with your 
gaps, or they may get too big to overcome,” Snyder says. 

Leadership and Collaboration 
Leadership is about pitching in and helping your project 
teams overcome obstacles, build on and use their 
strengths, and motivate them to persevere when the going 
gets tough, not just allocating resources and mindlessly 
adhering to standards -- though, of course, those are 
important. 

“It’s easy to obsess over time, budget, and scope 
management -- after all, that’s our job! But beyond all that, 
project managers are there to help people. We help both 
our teams and our clients stay on track, prevent them from 
getting overwhelmed, and protect them from opening cans 
of worms,” says Rosie Brown, creative project manager 
and Kickstarter/corporate video producer, Sterling 
Communications. 

To be a better project 
manager, you must be 
intimately familiar with 
each team member’s 
strengths and 
weaknesses. David 
Revees, project manager 
at Luxe Translation 
Services, takes time to 
familiarize himself with 
the unique talents and 
strengths of each person 
on his team so he knows who would and who wouldn’t be 
good for particular jobs. By doing so, he can better predict 
what challenges may arise and how to overcome them, 
according to the survey. 

Management tools 
Finally, take advantage of the technology available to help 
you do your job effectively. From project tracking software 
to file-sharing services to team collaboration tools, find the 
solution that works best for your teams and put it to work 
for you. 

With so much time- and project-tracking software and 
solutions out there, it’s easy to keep a close eye on 
projects to make sure they are on track. You can also 
adopt a few protocols to help keep those chronically late 
team members on track by building in extra time for 
approvals. 

Use a variety of reminders, sending one by email, 
including things like Outlook task reminders, or setting a 
short appointment time in team members’ calendars with 
“No Meeting—Reserved for Project X Approval,” says 
Gwendolyn Kestrel, digital analyst with Digital Advertising 
Works. 

“For the stakeholder who typically misses deadlines, if 
they’re not central, include ‘Please review by the end of 
the day next Monday. If I don’t hear from you by then, I’ll 
assume we’re good to move forward.’ If you absolutely 
need their approval, state what’s at stake: ‘Please review 
by the end of the day next Monday. If I don’t hear from you 
by then, the project can’t meet the publication date,’” she 
says. 
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3 Keys To A Successful Project Kickoff  6 Proven PM Team (con’t page 3) 

Robert B. Sowby is a project 
engineer in Salt Lake City and 
consults on a variety of civil, 
environmental, and water resources 
projects. He is also editor of the 
Wasatch Water Review. 

Project Vision—Why -- Inspiring 
others to act begins with why. During the kickoff meeting, 
share your vision for the project. Guided by the charter, 
explain why you’re doing it, why it’s important, and why it 
aligns with organizational goals.  An inspiring vision unifies 
and motivates the project team to act. Communicate it 
clearly up front. Steve Jobs said, “If you are working on 
something exciting that you really care about, you don’t 
have to be pushed. The vision pulls you.” 

Project Team—Who -- Who will fulfill the vision? Team 
members must work together throughout the project, so 
they should start off on the right foot. Though informal 
planning meetings have already occurred, kickoff is an 
opportunity to formally acquaint everyone. Have members 
introduce themselves, describe their skills, and explain 
how they hope to contribute. During the meeting, establish 
an expectation of collaboration. Encourage participants to 
share ideas and ask questions. Allow time for networking 
after the meeting. Kickoff is the time to discuss everyone’s 
roles and begin team development.  

As Henry Ford said, “Coming together is a beginning; 
keeping together is progress; working together is 
success.” 

Project Plan—What, How, When -- Now that you know 
why you’re doing the project and who’s involved, the 
project plan defines the remaining details. You’ve already 
developed a charter; now share it with the entire team and 
get consensus.  

The scope is the what—a suite of tasks designed to meet 
the goals. It specifies the size of the effort, what is and 
isn’t included, and how tasks are organized. Refer to the 
charter. 
The approach is the how. What processes will we use? 
What assumptions are we making? How will we make 
decisions? How will we communicate? Get everyone to 
agree on how they will complete the work. The schedule is 
the when. It specifies deadlines for individual tasks and 
milestones. A commitment to schedule encourages 
teamwork and on-time project delivery.  In the words of 
Alan Lakein, “Planning is bringing the future into the 
present so you can do something about it now.” 

Beyond the Kickoff Meeting -- While the meeting is the 
official beginning, kickoff is really more of a process than 
an event. Revisit the vision, the team, and the plan 
periodically to maintain the big-picture and promote 
optimal project performance.  

5. Recognize that being right may be wrong 
On the surface, getting everyone to see that you’re right 
might seem like a big win. But such a “victory” can have 
far-reaching consequences if it affects the attitude or 
morale of other team members. Project teams are just that 
— teams — and therefore there’s little room for any 
member, regardless of position, to put a lot of energy into 
proving that he or she is usually right. Your need to be 
right can end up alienating others to the extent that they 
stop communicating altogether. Such a breakdown in 
communication causes the team to function at a less-
than-optimal level.  

No project can be successful with a team of one. Egos 
need to be checked at the door when team members are 
communicating with one another.  

6. Use online collaboration tools 
Collaboration tools help streamline project management 
and facilitate the process of collaborating with team 
members and other stakeholders.  

“If you’re looking for a free and easy way to communicate 
and collaborate with team members — in the same office 
or across the globe — consider giving cloud-based project 
management tools a try,” says Patti Rowlson, founder and 
marketing director at PR Consulting Inc.“Online project 
management tools are great for keeping everyone 
informed and up to date on a variety of project types. . . 
from keeping a sales pipeline moving to organizing 
volunteer efforts.”  

Of course, collaboration software alone won’t guarantee 
that your team will communicate openly and efficiently. 
Whatever medium you use, communication will only be as 
good as the communication strategies you adopt.  

------------------------------------------------------------- 

3 Warning Signs (con’t page 4) 

 Completing the ‘Never-Ending’ Project  
The three warning signs need to be addressed by 
revamping the overall project governance model to ensure 
project success. The project manager should start by 
updating the project issues log while gathering the latest 
status for on-going tasks. This information is then used to 
update the project plan taking into consideration tasks that 
are behind schedule and the impact on project budget.  

The team should use the updated information as a way to 
reengage the Steering Committee. The first sets of 
meetings should focus on confirming or redefining the 
meaning of success, obtaining approval to necessary 
changes to the project budget and schedule. Once the 
changes have been approved, the Committee members 
need agreement on continued participation through 
project completion. Most importantly, the Committee 
members need to agree on a protocol to hold each other 
accountable going forward. 
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Chapter Meeting – June 14, 2016  6:00 PM – 8:00 PM 

Topic: Know Thyself: The Secret to Personal 
Branding Success 
In this session, Michael Milutis - marketing strategist, 
learning and development innovator, and career coach - 
will explain why personal branding success has as much 
to do with self-knowledge as social media. To that end, 
we will explore the key personal questions that every 
professional must find the answers to and that are 
universal across all functional job roles and industry 
verticals. Michael will walk you through these questions – 
using his own career as a case study - and then 
demonstrate how one’s personal branding strategy flows 
logically from the answers. The second takeaway from 
this workshop will revolve around LinkedIn: tips, tricks, 
and advice on how to integrate your new branding 
strategy into Linkedin and actively leverage it for career 
success. All attendees will be eligible for a free personal 
LinkedIn consultation and makeover. 

Speaker: Michael Milutis 
Michael Milutis is a corporate marketing strategist at CAI 
and Director and Co-founder of the IT Metrics & 
Productivity Institute, an organization devoted to 
continuous online learning for IT professionals and PMP 
project managers. Michael also provides pro-bono 
branding and marketing advice to individuals and small 
businesses. 

Location 
The Royal Palace Restaurant 
77 Knollwood Road, White Plains / Greenburgh, NY 
10607 (at the south end of the Greenburgh Shopping 
Plaza) 
Phone: 914.289.1988 

 

 

Agenda 
6:00 | Registration, Networking & Dinner  
6:45 | Announcements, Introduction of Program  
7:00 | Guest Speaker or Internal Program (1 PDU)  
8:00 | Participants network 
8:15 | SIG programs; PMO, Quality (1 PDU) 
 
Fees 

Chapter members − $20 
Non-members − $30 
We accept cash or checks. Sorry, no credit card  
 
Directions: 
From I-287 
 
• Take I-287 to exit 4. 
• At the end of the exit ramp turn SOUTH and go 6/10 of 

a mile to the traffic light at Stadium Road (sign may not 
be visible). 

• Turn LEFT onto Stadium, go 50 yards, then RIGHT 
into 
the unused end of the plaza parking lot. 

• Go to the far right hand corner of the lot where it 
connects to the part with the stores. Pass the stores 
and the movie theater on your left until you come to the 
Royal Palace. 

 

 

Map to Royal Palace Restaurant 
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Upcoming PMI Westchester Events 
June 2016 Breakfast Roundtable Meeting 

Topic: The Evolving PMP Credential-- (This is a REMOTE 
ONLY Breakfast Roundtable! You must register one day in 
advance - e-mail tcsmithsr@verizon.net) 
Facilitator: John Sherlock and Thomas Smith 
Date: Tuesday, May 24, 2016 − 7:30AM – 8:30AM 

September 2016 Breakfast Roundtable Meeting 

Topic: Managing the Art of Touch Conversations -- (This is 
a REMOTE ONLY Breakfast Roundtable! You must register 
one day in advance - e-mail tcsmithsr@verizon.net) 
Facilitator: Karin Hurt and Tom Smith 
Date: Tuesday, September 27, 2016− 7:30AM – 8:30AM 

PMI Offers On Demand Free 
Webinars for Members 
If you are in need of PDUs and don’t 
know where to find them, look no 
further.  PMI members can access a 
library of webinars addressing project management trends, 
best practices, how-to-guidance, and much more — all 
available to help you make meaningful contributions to the 
projects you lead or work on. 

You can choose from a variety of focus areas. Just simply 
log into PMI.org and go to Learning, or click 
http://www.pmi.org/learning/on-demand_webinars.aspx, 
and you can select from any number of free webinars, all 
while earning precious PDUs towards your recertification.  

You have nothing to lose, only PDUs to gain. Happy 
Learning!! 

 
Enjoy your summer! 

 

 
See you in September!!! 

  
 


