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Manage Your Schedule Like a Boss:

The Art of Delegation and Saying No
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https://illinoisstate.zoom.us/meeting/register/tJIlf-ugrT8tEtOUOvrIMYz16t0vuRCb4rFI

How many of you are on
teams that, more often

PO" than not, reach their
E— deadlines and goals?




Chat

Thinking back on past
teams you've been a part
of, what is one thing a
project manager, coach,

or leader has done well
to motivate your team or
keep you on track?




Project Lifecycle

Tips for each phase of the project
ifecycle

Resources




Project Lifecycle

information


https://www.futurelearn.com/info/courses/importance-of-project-management-in-global-construction/0/steps/46418

Pre-Phase 1

Talk to others

Research other
programs/groups that
complete similar work

Consider your work style



"Self awareness and self love
matter. Who we are is how we

lead.”

-Brené Brown, Dare to Lead, pg.ll



What steps do you
usually take prior to
joining a team or taking

on a project
Chqt manager/staff role?

Are there any that you
wish you did?




Phase 1:
Initiation

Project Charter

Deliverables
Objectives
(Charges/Priorities)
Stakeholders

Time

Budget

Scope

Team Members
Risks

Success Criteria

G

,D,ef'?e,th,e
vision/mission

Set deadlines

Create a
structure
(workgroups)

Determine
budget, staff,
and members



Example



Time

Source: BBC


https://www.bbc.com/worklife/article/20191104-constantly-late-with-work-blame-the-planning-fallacy

Team

Members




Strengths Finder



16 Personalities



Consider Small Group Roles

Task Roles Disruptive Roles
 Information seeker/giver * Blocker

* Organizer * Avoider

o Clarifier  Credit Seeker
* Elaborator  Distractor

* Evaluator * Dominator
 Initiator

Relationship Roles
 Gatekeeper
 Harmonizer

e Tension Reliever
e Siibnoartar




When you are on a team,
how do you get to know

Chqt the strengths of your

teammates?




®) ATTACHMENT I - PROJECT IMPLEMENTATION PLAN
® Note that successful grantees will be required to develop a more complete workplan.
List the major project activities in the first column. In the second column, indicate the timelines for
P I ®

month 1, month 2, etc.) or by specific dates. In the third column, indicate the staff by name and title
responsible for performing the activities, and indicate the organizational affiliation of each staff person

listed. The fourth column must describe the deliverable associated with the project activity. [Expand the
table as needed)].

ACTIVITY TIMELINE RESPONSIBLE STAFF | DELIVERABLE

completion of the activities. Timelines may be specified by the month of the project (e.g., such as
Create a workplan

Develop a system

Create workgroups

Sample plan from workNet



https://www.illinoisworknet.com/DownloadPrint/Apprenticeship%20Expansion%20R3%20NOFO%20FINAL_10-16-2019_FINAL.pdf

orkplan

Incorporate charges and
priorities

Consider the steps to achieve
each charge and priority

Determine the realistic time
allotment you and group
members have

Mission

Create an evaluation framework for the WIOA system including evaluation elements of policies, programs, and

processes

created or overseen by the IWIB to be used by the WIOA system.

Driver/Anchor

Description

Create a draft framework based on
the DOL 2020 Evaluation Toolkit

Pilot the evaluation of programs,
policies and processes using the
framework

Present to the IWIB a final Evaluation
Framework

Disseminate the Evaluation
Framework to WIOA partners

Expected Outcome Target Delivery

Activities Deliverable Date
All Workgroup members provide
feedback on the document

Determine additions to the
document, including fillable forms,
executive summary, and definitions

Draft lllinois
Evaluation April 2021
Framework/Toolkit

Make edits based on workgroup,
CIC feedback, and equity definition
from Equity Task Force

Identify 6 programs, policies, and
processes to pilot using the

framework
Assign workgroup members to Models and
pilots as 'point persons' for examples of
communication and assistance utilizing the September 2021
Evaluation
Create a process to solicit feedback Framework
from the pilots
Edit framework based on pilot
results/suggestions
Present edited framework to full
CIC Evaluation
Framework for the October 2021
Present edited framework to WIOA IWIB
partners for feedback
Present framework to the IWIB for
adoption
Share with all WIOA Partners A working
Evaluation December 2021

Framework



Example

Drivers:

Execute a customer centered design service delivery model

Better prepare staff to effectively serve business and individual customers

Demonstrate a business-demand driven orientation and establish strong business partnerships
Funding opportunity for piloting best practices in Equity work

Anchors

Integrated business services framework for state and regional workforce and
economic development programs

Cross-Agency development of staff and WIOA system stakeholders

Expand access to information and resources

Establish direct relationships among diverse stakeholders

Expected Outcomes

|dentification of best practices in equity-based decision-making among organizational leadership and in service
delivery

|dentification of best practices for assessing performance and performance metrics in evaluating
organizational capacity and service delivery

|dentification of strategies and programs for providing high-quality professional training




How will you communicate as a team?

Teams

Calendar Invites

Google Drive

Develop a
System

Group Me

Stand Up Meeting

Run of Show




Run of Show Example
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What tools do you like to use for

project management?




Create
workgroups

Organize

the information

under review

Select

the changes the Task
Force would like to see

Explore

what you're reviewing
to see what works and
what can be improved

Act

by piloting the
priorities and

beginning work

Discover

what changes can be
made short-term, mid-
term, and long-term.
Which partners do you
need?

AETEL

recommendations and
implementation to
provide accountability

Set charges & priorities.

An opportunity for members to
have increased leadership

An opportunity for members to
use specific skills sets



Phase 3:
Execution

Include goals and next steps in
all agendas and notes

Check-in with workgroups and
members

Pilot Test



Phase 4: Closure

Evaluate your progress

Should the work carry on?

Ask for member evaluations.

Express appreciation



Conclusion

Be realistic in time
expectations

this Padlet

Check-in with members

Determine communication
methods early


https://padlet.com/mcook121/5qb7fdrqnkwbabii

Questions?



