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PROJECT MANAGEMENT

Project Management 
Essentials

The Essentials of 
Time Management

1 & 2 June 2011, Auckland
28 & 29 June 2011, Wellington

Key Learning Objectives:
•	 Developing key project cost management skills to 

accurately estimate how much a project will cost

•	 Arming yourself with effective tools for assessing and 

managing project risk

•	 Understanding the contracting process for project 

management to gain better control over achieving your 

objectives 

29 & 30 June 2011, Auckland
13 & 14 July 2011, Wellington

Key Learning Objectives:
•	 Manage priorities based on urgency, validity  

and importance

•	 Spend more time on higher yield projects

•	 Managing and reducing interruptions



Project Management 
Essentials

An introduction to project management principles
•	 	Understanding successful and unsuccessful projects and what  

drives them

•	 	Project success factors 

Corporate strategies and why they are important to 
projects
•	 	How to use projects to implement corporate strategies

•	 	Aligning projects with corporate strategies

Understanding the power of the project sponsor
•	 	Who should be your project sponsor?

•	 	The role of the project sponsor

•	 	How project leaders should support the project sponsor

The project leader role
•	 	Leadership and management - which comes first and why do you  

need both?

•	 	What makes for a successful project leader?

•	 	Key skills for a successful project leader

•	 	Managing expectations

•	 	Ensuring that the team has established clear performance expectations

•	 	Taking ownership of your role in the team and assisting with  
decision making

•	 	Ensuring “buy-in” to the project by team members

•	 	What the project leader must NOT do

Developing your communication skills for projects
•	 	Obtaining support from management and your project team by using 

communications plans

•	 	Techniques for getting the right information to the right people at the 
right time

•	 	Analysis of common sources of conflict in project management

•	 	Techniques for dealing with difficult project stakeholders and  
team members

•	 	Using reporting techniques that will get results

Defining success: Getting it right from the beginning
•	 Clearly defining the purpose and objectives of your project 

•	 	Tying your project to a strategy

•	 	The power of prototypes

•	 Identifying the stakeholders of a project

•	 	The project cost curve: Showing the payback period for a project

Planning for success: Working out how to be 
successful
•	 	Ensuring project scope, plan and measurement systems match the 

expected project outcomes and client expectations

•	 	Developing a schedule for your project

•	 	Analysis of estimating considerations:

-  Time

-  Costs

-  Resources available and resources required

•	 	Finalising your project plan and the importance of sign-ons

Delivering success: Tracking your way to success
•	 	Tracking methods

•	 	RAIDing your projects

•	 	The power of time sheets

•	 	Knowing when to cancel your project if necessary

•	 	Reporting to other stakeholders, the team and the project sponsors

Realising business value: Implementing your project
•	 	Just because you’ve already done the work, you don’t have to go live

•	 	Why implementations should often become a separate project 

•	 	Why projects always need an implementation and post- 
implementation phase

Methodologies: Why are they critical for successful 
projects?
•	 	What does a methodology do for your project?

•	 	One methodology or more?

•	 	Defining types of methodologies:

-  Classic waterfall

-  Overlapping phases

-  Rapid methods

-  Iterative methodology

•	 	Choosing the best one for your project

Mastering project scheduling techniques
•	 	Basic scheduling and network calculations

-  Gantt and milestone charts

-  Arrow diagrams and precedence diagrams

•	 	Scheduling by phase

•	 	Using the critical path to success

•	 	Scheduling time critical projects

•	 	Scheduling resource constrained projects

•	 	Planning for using subcontractors

•	 	Understanding just what you should use project software for

Wellington 
28 & 29 June 2011 
Amora Hotel

Auckland 
1 & 2 June 2011 
Mercure Hotel

Rod Gill gained his Engineering degree from Lancaster 
University in the UK. As a Microsoft MVP for Microsoft 
Project, he has written the two chapters on VBA for the 

book Special Edition Using Microsoft Project 2000 and has written the only 
book in the world on using Project VBA.

Rod is an experienced trainer in project management and Microsoft Project. 
He specialises in delivering advanced workshops on best practices to show 
users how best to use Project to help solve project management problems 
such as scheduling time critical and resource constrained projects.

Rod Gill,
Director, ACE Project Systems



The Essentials of  
Time Management

Planning, goal setting and achievement
•	 	Prioritising your goals for maximum effectiveness

•	 	Planning your day to make the most of every minute

•	 	How to say no – a guide to refusing unreasonable requests

Identify and limit time wasting and procrastination
•	 	Why do we procrastinate and put things off?

•	 	Tools, tips and strategies for avoiding procrastination

•	 	Managing multiple priorities

Email and voicemail management
•	 	Time management in Outlook

•	 	Taming the email inbox

•	 	Controlling your calendar

Web time management
•	 	Using the internet as an effective tool rather than a time waster

•	 	Internet tools and technologies for time management

Working with people in stressful, time limited 
situations
•	 	Different personality styles and how to work with them

•	 	Time management in a crisis

•	 	What to do when it all goes wrong

•	 	Ensuring increased quality with increased productivity

Time management for managers
•	 	How to become effective at delegating low priority issues and items

•	 	Limiting distractions for staff

•	 	Making the most of your team and support staff

•	 	Managing your manager

Get more out of meetings
•	 	Setting time effective agendas

•	 	How to be an effective chairperson?

•	 	Dealing with conflict in a meeting

•	 	Dealing with distractions and eliminating interruptions

 
Plugging time Leaks
•	 	Too much socialising

•	 	Misplacing things

•	 	Forgetting things

•	 	Make the most of commuting 

•	 	Long-winded people

Dealing with stress and pressure
•	 	Use pressure as a motivator rather than a stressor

•	 	Work our when stress and pressure are hurting your goals

•	 	Techniques and tips for stress management – what works for you?

•	 	Reducing the impact of stress on your team

Work/Life balance
•	 	Gain a much needed balance between professional goals and  

personal time

Arming yourself with effective tools for assessing 
and managing project risk
•	 	What are the key areas of risk in project management?

•	 	Ensuring risks are mapped to the WBS and are thoroughly identified

•	 	Mitigating risk by establishing open and productive relationships within 
your project teams

•	 	Components of risk management: 

-  Identification

-  Quantification

-  Response development

-  Response control

Wellington 
13 & 14 July 2011  
Amora Hotel

Auckland 
29 & 30 June 2011 
Mercure Hotel

CUSTOMISED IN-HOUSE TRAINING 
If you have a number of staff in your organisation who require training, Conferenz offers customised 
in-house training solutions.  
 
Contact us now to discuss how you can SAVE UP TO 40% on public training costs. Call Michael 
Earley on (09) 912 3610 or email mike@conferenz.co.nz

REGISTER TODAY!
Phone (09) 912 3616  

Fax (09) 912 3617  

Internet www.conferenz.co.nz 

Email register@conferenz.co.nz

Dr David Keane has devoted his life and career to helping 
leaders create workplaces that are capable of bringing 
out the best in people and helping people discover more 
purpose and fulfilment in life and work. He is an expert on 

time management, the habits of successful people, and getting the balance 
right between your work and personal life.

Dr Keane is a master teacher and coach who has transformed the lives of 
people from all walks of life. He is a former business school dean, university 
professor, and business executive who has published many articles on 
various management issues.

David Keane 



HOW TO REGISTER

Step 1: 

Phone us and we will take your registration over the telephone
TELEPHONE: (09) 912 3616

OR

REGISTER ONLINE: 	               EMAIL: 
www.conferenz.co.nz	                register@conferenz.co.nz

OR 

Fax your registration form to us immediately 
FACSIMILE: (09) 912 3617

OR

POST: 
Send your registration form to:
Conferenz Ltd
Freepost 83430, PO Box 31 506, Auckland 0741

A tax invoice will be issued upon receipt of registration. Payment 
must be received before the event to secure your place.

Registration is for named delegate only and cannot be 
shared. 

HOW TO PAY

Our preference is for you to either, direct credit or mail a crossed 
cheque. 

Either:

DIRECT CREDIT
Direct credit to our bank account (please supply details of 
remittance)
BANK: The National Bank, North Shore Corporate
ACCOUNT NAME: Conferenz Ltd
ACCOUNT NUMBER: 060273-0228588-25

PAY BY CHEQUE
Post a crossed cheque payable to Conferenz Ltd

PAY BY CREDIT CARD
We accept most major credit cards. Please contact our office 
directly on (09) 912 3616 if you wish to use this method of 
payment, or register online for this event at 
www.conferenz.co.nz

 GST.No. 66-938-654

Course Details
What happens if I have to cancel?
Should you be unable to attend, a substitute delegate is welcome. 
Alternatively, a full refund less $300+GST service charge, per registrant, will 
be made for cancellations received in writing (letter, fax or email) up to ten 
working days prior to the event. Regrettably, no refund can be made less than 
ten working days prior to an event. Delegates are responsible for their own 
travel/accommodation bookings and no compensation will be made should 
the seminar be rescheduled or cancelled.

Please Note: Conferenz Ltd reserves the right to make any amendments that 
we may deem to be in the best interest of the seminar. 

PRIVACY ACT - Please Note: Names recorded above may, from time to 

time, be provided to other organisations for the purpose of disseminating their 

product information by mail. 

I would like to change the details on my address label 

I no longer wish to receive information on future Conferenz events

I do not want to receive information from other organisations

Project Management Essentials

The Essentials of Time Management    	

TRAIN YOUR TEAM        Team Discounts

	 		       	 SAVE $500 off total price*          

Any 3 Seminars:     	 SAVE $1000 off total price* 

Register on any two 2-day seminars and save $500 off the full price or on any 
three 2-day seminars and save $1000 off the full price. For larger bookings call 
(09) 912 3610 or email mike@conferenz.co.nz to discuss further in-house or group 
training options.

EARLY-BIRD SAVER
Register & Pay BEFORE date below*

FULL PRICE
Register & Pay AFTER date below*

Conferenz is a Leading Light sponsor of:
www.kidscan.org.nz

Conferenz is a member of the Sustainable 
Business Network and we constantly seek ways 
in which to improve business practice and 
minimise the effects on the environment.
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Project Management 
Essentials

The Essentials of Time 
Management

For groups of 4 or more people contact Michael Earley (mike@conferenz.co.nz) on  
09 912 3610 to discuss group discounts or in-house training options

Any 2 Seminars:

(*total price will be based on early-bird or full price depending on booking date. Applies to two day seminars only)

PROJECT  
MANAGEMENT

Company Details	 		
Company Name

Postal Address

City

Approving Manager

Job Title				               Email

Name of Booking Contact

3rd Delegate				       
Name (Mr/Ms/Mrs/Miss/Dr)

Position				                  Email

Phone				                  Mobile

First name Last name

2nd Delegate				       
Name (Mr/Ms/Mrs/Miss/Dr)

Position				                  Email

Phone				                  Mobile

First name Last name
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Project Management Essentials

 

The Essentials of Time Management
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The Essentials of Time Management

1st Delegate				       
Name (Mr/Ms/Mrs/Miss/Dr)

Position				                  Email

Phone				                  Mobile

First name Last name

$1895 plus GST     SAVE $200  (20 April 2011*)	      $2095 plus GST  (20 April 2011*)   

$1895 plus GST     SAVE $200  (11 May 2011*)	        $2095 plus GST  (11 May 2011*)


