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Let’s talk about accountability

Imagine you are reading a job description, what are 
some words, phrases or ways that accountability and 
taking initiative would be described?

Another way to look at this – Which words would you 
use to describe taking initiative or accountability?



Driven Time oriented

Self-motivated Reliable

Organized Team player

Communication skills Meets and exceeds deadlines



Poll

•If you were writing your job 
description, would taking initiative 
be included?



Today we are all project 
managers.

We will discuss:
•The project lifecycle
•Knowing Ourselves
•Working with teammates
•Workplans



Project Life Cycle

Initiation Planning Execution Closure



Phase 1: 
Initiation (the 
YOU and US 
work!)



The YOU work!

(the WHO)



Why?

ME:  Why do I care 
about this topic?

TEAM:  Why is this 
topic important to 
others, the team, 
the funder, etc?

COMMUNITY:  
Why now?



When

• Timeline (any 
flexibility)?

•My calendar; others’ 
calendars

• Resource availability



What

• Topic:  What do I know; what 
do others know?

• Do I have clarifying 
questions?

• Are there past reports, 
resources, content to 
review?



Chat

•What steps do you 
take prior to taking on a 
role or project?

• Are there any you wish 
you did?



Phase 2:Planning 

Project 
Charter/Overview:
• Deliverables 

• Objectives (Charges/Priorities) 

• Interested Parties 

• Time 

• Budget 

• Scope 

• Team Members 

• Risks 

• Success Criteria



A note about time

“A cognitive quirk called 
the planning fallacy 
leads us to consistently 
underestimate how long 
it will take us to 
complete a project”

Source:  BBC

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


Chat

How do you express your capacity in a way 
that shows initiative and accountability?



• I can complete x by x date.  To do my best 
work on it, I would need until x date.

• I can take on x right now, but will need 
assistance with x.

• My plate is full with x, y and z until 
September 22.  After September 22, I will 
have capacity to take x on.

• Does anyone have capacity to assist with x 
by x date?



Working with your 
team

• Strengths Finder

• 16 personalities

• Community Agreement

Source:  Strengths Finder

https://www.gallup.com/cliftonstrengths/en/252137/home.aspx


16 Personalities

Source:  16 personalities

https://www.16personalities.com/


Community 
Agreement
• Use “Person First” Language (ex: an individual 

with a disability, returning citizen, etc.)

• Assume positive intent

• Share the floor – there is space and time for all to 
speak

• Avoid jargon and explain acronyms

• Together we know a lot

• No such thing as a ‘silly’ question

• Respect lived experiences

• Anything else?



Phase 3:  Execution

Source:  Illinois workNet



Phase 3:  
Execution



Tools

•Teams
•Calendar Invites
•Google Drive
•Group Me
•Stand up Meeting 
•Run of Show

Time Presenter Pass to Next Tech Video Notes



Workgroups



A note on 
leadership

• Check-ins
• Agendas, goals, next 

steps
• Pilot test

“Daring leaders must care for and 
be connected to the people they 

lead.”
Brene Brown, Dare to Lead, p.12



Closure

• Evaluate progress
• Should the work carry-on?  If 

so, how?
•Member evaluations
• Express appreciation



Questions

•Molly Cook
Mcook12@ilstu.edu


