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Also, to my sister, Gladys Buah. You have always believed in my ability even when I did not see it myself. Thank you for many years of sacrifice. I would not have been here without your help.


And to you, my little brother Jason Buah and your wife, Enjema, you both look up to me in many ways, so I hope this book will be an inspiration to you. Keep pressing on. All things are possible.
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Can one eat an elephant whole? Sometimes, notably for those outside the profession, project management appears to make as much sense as this question. There is a kind of wisdom available for those willing to invest the time in such conundrums of course, but it is wisdom absolutely essential for anyone who wants to make a go of project management. And it’s the kind of wisdom out of which Sam Buah has written this most illuminating and engaging of books about a topic which is, frankly – ‘How’s your project management?’ – not exactly something which strikes most people as a good conversation starter. You can forget PRINCE2! That’s a formal qualification, a show window in which to display status and project certified reassurance – an absolutely essential resource to have at your disposal. But let’s get behind the public front to look at what is really needed of a project manager. Let’s take a look at those things you always wanted to know about project management but were afraid to ask.


This book will teach you all you need to know in order to begin project management. For those with some experience, it will help advance or improve your mastery of this devilishly tricky management specialism. And it’s a pleasure to read. You will want to spend time with Sam. He has the professional and life experience, and the rare combination of practical knowledge, academic expertise, patience and guile, that is the hallmark of people who get things done. He has worked on big projects and small projects. He can put a bridge up, build an airport, and take one down.


I was once told that a project manager is someone who does nothing but without whom nothing would get done. It’s another one of those Zen-like koans that bears fruit only slowly and after much experience, mistake-making, and long drawn-out thought and reflection. The problem is that there is a rich gamut of specialist and arcane vocabulary surrounding project management that is intimidating and incomprehensible but behind which the young and incompetent typically hide their lack of expertise. “Have you got your product breakdown structure?” you will hear them say; “Why not adopt the arrow-diagrammed method on your critical path structure?”. Suits you, sir! Or, “You’ll probably need change control for that.” “Perhaps it’s best to get yourself a PESTLE analysis done?” More often than not it’s flimflam, snake oil, mantra, hustle or gyp. The art of the grifter. You know these people… snooping around the corridors of corporate power, collars up, ears buried in their iPhone, whispering, black-market spivs and spin doctors.


Sam explains each item of project management speak in an easy and accessible manner from which it is quick to learn and memorise. The trick here is that Sam is able to talk in two languages, or to two audiences, at once – those with considerable project management experience and those who know nothing about it. Maybe you need to deal with project managers. Or you are thinking about exploring the possibility of becoming a project manager. This is the book for you. Whether you are buying a car, planning a vacation or building an international space station, you will need to be a very good project manager. I think this is what the reader will find most engaging about this book, whether you know anything or nothing about project management.


It is a pleasure to write this foreword for Sam. I was asked to write it because I once spent two and a half years doing an anthropological study of project managers at Manchester Airport Group, where Sam also works. In the kind of fieldwork I do, one has to try and acquire the skills of those one is studying. This meant I had to pass the PRINCE2 project management exams! “A professor!” I was teased. “You’ll pass that with flying colours.” I am here to tell you I barely managed to scrape a pass – and that after spending weeks and weeks of sleepless nights reading the PRINCE2 manual. And yet, back at university I am alone in having that qualification, even amongst those who are academic experts in the field. Some colleagues, who shall remain nameless, profess project management by day but go home to houses falling down, with half-finished timbers, faulty air-handling units, mechanical and electrical scope creep, and voids instead of soffits. How much they could learn from this book! It’s another elephant in the room that those who claim expertise in project management are amongst the worst practitioners or educators.


You will learn much from this book, and if you’re lucky enough you will work out in your own way why the elephant is an endangered species and what you can do about that as a project manager.


Damian O’Doherty


Professor of Management and Organisation


Alliance Manchester Business School


University of Manchester
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Sam Buah is a seasoned project manager with well over 15 years of project management experience. This spans across the rail, transport and aviation industries, involving different kinds of projects such as design and build, construction, and refurbishment and security, among others.


In recent months, Sam has dedicated his time to focusing on leading programmes of small- to medium-sized projects, areas of project management which are unique in their delivery. These have opened doors to opportunities for him to have a much deeper knowledge and understanding of managing minor projects.


Sam has been working with and supporting many non-project managers and tailoring project management techniques and processes to suit each individual minor project, while at the same time not overlooking health and safety requirements.


Besides delivering projects, Sam is also a passionate trainer, an ability and skill that comes naturally to him. For the passion of sharing his knowledge, Sam always finds the time and opportunity to be involved in helping non-project managers to fully embrace and understand the need for and benefits of project management.


This is high on Sam’s list of priorities and it has become his vision to embark on a series of training sessions and workshops to promote the use of project management among non-project managers and project managers.
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During my years of managing projects, I have had the opportunity to work with people with different levels of knowledge of, and experience in, project management.


The most fascinating have been while overseeing the delivery of minor projects. This aspect of project management has been an eye-opener indeed. Small projects are unique in their own right. They nearly always require their own level of rigour and scrutiny different from a large project.


Projects that appear to be small and easy to manage could lend themselves to escaping the typical project management processes.


Nonetheless, and surprisingly, if a small project goes wrong, it can potentially have a catastrophic impact on any business regardless of the value of that project.


I have seen many people become caught out while attempting small projects simply because they failed to apply the appropriate level of rigour and process. They did too much, too little or nothing at all.


I have also seen many non-project managers attempt the delivery of small projects and ignore fundamental steps simply because they assume them to be not important or were genuinely not aware of what to do or how to manage a project. It may well be an issue of time pressure forcing shortcuts.


This book was written to equip non-project managers with the right knowledge, skills, techniques and appropriate tools to efficiently and effectively manage or get involved in projects.


It is intended to promote project management understanding and offer practical tips to anyone who desires to acquire project management knowledge.


Many people think of projects as only construction, IT activities or complex endeavours that require a specialist to manage. The truth is that most of us get involved in projects without even realising. Our life activities are full of project management processes and, knowingly or unknowingly, we apply these processes.


By reading this book thoroughly and completing all the relevant exercises, you will emerge equipped with valuable knowledge on project management. You will have the confidence to get involved in project delivery or attempt to manage small and simple projects with little or no help.


Sam Buah


Author


Manchester, UK, 2021
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✓ Anyone with little or no knowledge of or experience in project management.


✓ Anyone who is a manager, within the leadership team, a project sponsor, etc. who from time to time is involved in project management.


✓ Individuals/self-employed, small business owners and managers who are interested in gaining more understanding of project management.


✓ Anyone interested in applying the techniques and principles of project management to their day-to-day activities.


✓ Anyone considering project management as a career change but wants to understand more before deciding.


✓ Anyone who wants project management processes simplified.


✓ Experienced project managers who wish to refresh their knowledge on project management basics.


✓ This book also aligns with the Association for Project Management (APM) Project Fundamentals Qualification (PFQ) syllabus. It can be used as a study guide for preparing towards the PFQ qualification based on the APM Body of Knowledge 7th edition.




LEARNING OBJECTIVES
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The APM Project Fundamentals Qualification (PFQ) syllabus assesses the key elements of the project management life cycle and covers knowledge areas from the APM Body of Knowledge. The latest APM Body of Knowledge is the seventh edition published in 2019 by the Association for Project Management.















	

CHAPTER 1


Overview of project management




	

By the end of this chapter you should be able to:


– Define the term ‘project’


– Outline the project limitations


– State the differences between a project and business as usual


– Define the term ‘project management’


– State the key purpose of project management


– Define the terms ‘programme management’ and ‘portfolio management’ and their relationship with project management


– State some of the reasons why a project can fail









	

CHAPTER 2


Factors that influence projects




	

By the end of this chapter you should be able to:


– Explain why projects are affected by their environment


– Explain what is meant by the project environment/context


– Describe why PESTLE analysis might be used by a project manager









	

CHAPTER 3


Project roles and responsibilities




	

By the end of this chapter you should be able to:


– Outline the roles and responsibilities of the project sponsor


– Outline the roles and responsibilities of the project manager


– Outline the roles and responsibilities of the following: project governance, project team members, end users, product owner and the project management office









	

CHAPTER 4


Understanding project life cycles




	

By the end of this chapter you should be able to:


– Define the term ‘project life cycle’


– State the phases of a typical project life cycle


– Use a sketch to demonstrate a typical project life cycle


– Identify reasons for structuring projects into phases


– List some of the key activities within each cycle phase









	

CHAPTER 5


Establishing the project need


(the why)




	

By the end of this chapter you should be able to:


– Outline the importance of establishing the project need


– Define the term ‘benefit management’


– Distinguish between different types of benefits


– Identify and group project benefits


– Explain smart project benefits









	

CHAPTER 6


Engaging the stakeholders




	

By the end of this chapter you should be able to:


– Explain who stakeholders are


– State some of the techniques for identifying stakeholders


– Sketch a simple stakeholder grid to demonstrate power and interest


– Explain the meaning of ‘stakeholder management plan’


– Explain why communicating with stakeholders is important









	

CHAPTER 7


How to justify the ‘why’ for the project




	

By the end of this chapter you should be able to:


– Outline the purpose and typical content of a business case


– Explain the role of a project sponsor and project manager in relation to developing a business case


 









	

CHAPTER 8


The project management plan (PMP)


 




	

By the end of this chapter you should be able to:


– State the main purpose of a project management plan


– Define who is involved in the creation of the project management plan


– List the typical content of a project management plan


– Outline the stakeholders of a project management plan


– Explain why the project management plan needs to be approved, owned and shared









	

CHAPTER 9


Managing quality




	

By the end of this chapter you should be able to:


– Define the term ‘quality’


– Outline the purpose of quality management


– Define the term ‘quality planning’


– Define the term ‘quality control’


– Outline the purpose of quality assurance









	

CHAPTER 10


Understanding the project requirements




	

By the end of this chapter you should be able to:


– Define the term ‘requirement’


– Define the term ‘requirement management’


– Outline the steps involved in writing a good project requirement


– Explain why the project manager needs to develop SMART requirements









	

CHAPTER 11


Understanding the project scope




	

By the end of this chapter you should be able to:


– Define the term ‘scope management’


– Differentiate between scope management within linear projects and scope


– Describe how product breakdown structures (PBS) and work breakdown structures (WBS) are used to illustrate the required scope of work


– Outline how a project manager would use cost breakdown structures (CBS), organisational breakdown structures (OBS) and the responsibility assignment matrix (RAM)









	

CHAPTER 12


Sequencing the project activities




	

By the end of this chapter you should be able to:


– State the purpose of scheduling


– State the purpose of critical path analysis


– State the purpose of milestones


– Define the term ‘timeboxing’









	

CHAPTER 13


Promoting project success




	

By the end of this chapter you should be able to:


– Explain the term ‘success criteria’


– Explain key performance indicators, with examples


– Explain success factors and give examples


– Differentiate between success factors and critical success factors


– Explain why establishing success criteria is important at the start, during and at handover of a project









	

CHAPTER 14


Understanding estimating




	

By the end of this chapter you should be able to:


– Explain estimating


– Explain why estimates are important when managing projects


– Explain the different estimating techniques


– State typical estimating methods (including analytical, analogous, parametric)


– Outline the purpose of estimating funnel


– Explain the relationship between estimating funnel and project phases


– Explain why estimates can be better and more accurate as the project progresses through the life cycle stages









	

CHAPTER 15


Understanding configuration




	

By the end of this chapter you should be able to:


– Define the term ‘configuration management’


– Stage the steps involved in managing the configuration of a product


– Outline the activities in a typical configuration management process (including planning, identification, control, status accounting and verification audit)


– Explain the relationship between change control and configuration management









	

CHAPTER 16


Dealing with changes




	

By the end of this chapter you should be able to:


– Define the term ‘change’


– Explain what is meant by ‘change control’


– Explain what goes into a typical change-control process


– Explain how changes affect project scope


– Understand who is responsible for managing changes









	

CHAPTER 17


How to manage resources




	

By the end of this chapter you should be able to:


– Explain ‘project resources’ and ‘resource management’


– Understand the types of resources and give examples


– Understand the techniques used in managing resources


– Explain resource levelling and resource smoothing









	

CHAPTER 18


Procurement




	

By the end of this chapter you should be able to:


– Explain procurement


– Define the term ‘contract’ and when it is appropriate to use









	

CHAPTER 19


Dealing with risks




	

By the end of this chapter you should be able to:


– Define the term ‘risk’


– Explain the purpose of risk management


– Outline the stages of a typical risk management process (including identification, analysis, response and closure)


– Describe the use of risk registers









	

CHAPTER 20


Dealing with issues




	

By the end of this chapter you should be able to:


– Define the term ‘issue’


– Outline the purpose of issue management


– Differentiate between an issue and a risk


– State the stages of an issue resolution process









	

CHAPTER 21


Understanding communication




	

By the end of this chapter you should be able to:


– Define the term ‘communication’


– Outline the advantages of different communication methods (including face-to-face, physical, virtual)


– Outline the disadvantages of different communication methods (including face-to-face, physical, virtual)


– Outline the content of a communication plan


– Explain the benefits, to a project manager, of a communication plan









	

CHAPTER 22


Understanding leadership




	

By the end of this chapter you should be able to:


– Define the term ‘leadership’


– Outline the challenges to a project manager when developing and leading a project team









	

CHAPTER 23


Understanding the power of teamwork




	

By the end of this chapter you should be able to:


– Define the term ‘project team’


– Outline how a project manager can use models to assist team development (including Belbin and Tuckman)









	

CHAPTER 24


Projects and the regulatory framework




	

By the end of this chapter you should be able to:


– Outline why the project manager may have to understand the legal framework when managing projects


– State some of the main legal framework a project may have to abide by









	

CHAPTER 25


Project reviews




	

By the end of this chapter you should be able to:


– Explain the purpose of project reviews


– List and explain the different types of reviews









	

CHAPTER 26


Project reporting and information management




	

By the end of this chapter you should be able to:


– Explain why reporting is important in project management


– Explain the different types of reporting


– Outline the purpose and benefits of project progress reporting









	

Appendix 1


Useful checklist




	

This last chapter summarises, in the form of prompt lists/questions, what should be considered/remembered at each life cycle stage. It is a summary of the key points discussed in this book.









	

Appendix 2


Step-by-step guide to managing a simple project




	

This is a step-by-step guide for managing a project. The chapters in the book are not necessarily arranged in a sequential order of how a project is managed. This chapter can be used as a reference guide to help you manage a project in a step-by-step method following the relevant chapters in the book.









	

Appendix 3


Project examples for discussion




	

This appendix gives you examples of projects you can use for group discussion and exercises.

















Case study topic


Humanitarian support for displaced families
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You have recently heard in the news the devastating impact a typhoon has had on a coastal town in Asia. Buildings and houses have been severely battered by heavy rain and wind. At least 50,000 residents have been evacuated from the waterfront and mountainous regions over fears of flooding, storm waves, and landslides.


It is estimated that 40 people died as the typhoon tore through the town. Houses, offices, school buildings and health facilities, among others, have all been destroyed. There are growing concerns about the welfare of all the families who have been displaced, especially the children.


It is estimated that the total rebuilding cost of the town will approach millions of US dollars and will take several years.


The situation is very alarming given the scale of damage and the impact it is having on the people. The community has called on humanitarian agencies and governments around the world to come to its aid.
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