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Poll
How many of you are on 
teams tha t, more often 
than not, reach their 
deadlines and goals?



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 motiva te your team or 
keep you on track?

Cha t



Developing a 
Good Workplan Project Lifecycle

Resources

Tips for each phase of the project 
lifecycle



Proje ct  Life cycle

Init ia t ion Pla nning Exe cut ion Closure

Click he re  for the  source  a nd furthe r 
informa t ion

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


Pre -Pha se  1

Talk to others

Research other 
programs/ groups tha t 
complete simila r work

Consider your work style

Who do I work 
well with?

Why do I 
care about 

this 
topic/ cause?

What time do 
I have to 

give to this 
project?



“Self awareness and 
self love matter.  Who 

we are is how we 
lead.”

-Brené Brown, Dare 
to Lead, pg.11



What steps do you 
usually take prior to 
joining a  team or taking 
on a  project 
manager/ sta ff role?

Are there any tha t you 
wish you did?

Chat



Pha se  1:  
Init ia t ion

Project Charter

• Deliverables
• Objectives 

(Charges/ Priorities)
• Stakeholders
• Time
• Budget
• Scope
• Team Members
• Risks
• Success Criteria

Define the 
vision/ mission

Create a  
structure 

(workgroups)

Set deadlines Determine 
budget, sta ff, 
and members



Exa mple



Time “A cognit ive  quirk 
ca lle d the  pla nning 
fa lla cy le a ds us to 

consiste nt ly 
unde re st ima te  how  long 

it  w ill ta ke  us to 
comple te  a  proje ct”

Source:  BBC

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


Team Members

• "The strength of the team is each 
individual member. The strength of each 
member is the team."

• - Phil Jackson



Strengths 
Finder



16 Personalities



Consider Small Group Roles

Conside r the  role s tha t  me mbe rs te nd to ta ke  on including ta sk, re la t ionship, 
a nd disrupt ive  role s.
Ta sk Role s
• Informa t ion se e ke r/ give r
• Orga nize r
• Cla rifie r
• Ela bora tor
• Eva lua tor
• Init ia tor

Re la t ionship Role s
• Ga te ke e pe r
• Ha rmonize r
• Te nsion Re lie ve r
• Supporte r

Disruptive Roles
• Blocker 
• Avoider
• Credit Seeker
• Distractor 
• Dominator



Phase 2:
Planning

Create a workplan

Develop a  system

Crea te workgroups

Sample plan from workNet

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


Workplans

Driver/Anchor Deliverable Status Timeline

CPTP Disability Workgroup

Charge:
Identify and provide strategies and recommendations for 
eliminating barriers to ongoing employment for 
individuals with disabilities.

Priorities:
•Service integration: Highlight opportunities for funding, 
collaboration among agencies, best practice business 
models, referrals, etc.
•Career pathway awareness: Align focus and priorities 
around career pathways that support ongoing 
employment for individuals with disabilities
•Continuous improvement: Identify opportunities for 
ongoing improvements in collaborative efforts, awareness 
raising opportunities, and advocacy



W orkpla n

Incorporate charges and 
priorities

Consider the steps to achieve 
each charge and priority

Determine the rea listic time 
a llotment you and group 
members have

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. 

Description Activities Deliverable
Target Delivery 

Date

Create a draft framework based on 
the DOL 2020 Evaluation Toolkit

All Workgroup members provide 
feedback on the document

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

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

Draft Illinois 
Evaluation 

Framework/Toolkit
April 2021

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

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

Assign workgroup members to 
pilots as 'point persons' for 
communication and assistance

Create a process to solicit feedback 
from the pilots

Models and 
examples of 
utilizing the 
Evaluation 
Framework

September 2021

Present to the IWIB a final Evaluation 
Framework 

Edit framework based on pilot 
results/suggestions

Present edited framework to full 
CIC

Present edited framework to WIOA 
partners for feedback

Present framework to the IWIB for 
adoption

Evaluation 
Framework for the 

IWIB
October 2021

Disseminate the Evaluation 
Framework to WIOA partners

Share with all WIOA Partners A working 
Evaluation 
Framework

December 2021

Mission
Expe cte d OutcomeDrive r/ Anchor



Exa mple
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
Identification of best practices in equity-based decision-making among organizational leadership and in service 
delivery
Identification of best practices for assessing performance and performance metrics in evaluating 
organizational capacity and service delivery
Identification of strategies and programs for providing high-quality professional training 



Tips for Presenting Complex Information

Agenda

Facilitator

Visual Aids

Follow-up 
materials

Present to 
someone else 
first



Develop a 
System

How will you communicate as a team?

Calendar Invites

Google Drive

Group Me

Stand Up Meeting

Run of Show

Teams



Run of Show  Exa mple



Cre a te  
w orkgroups

Set charges & priorities.

An opportunity for members to 
have increased leadership

An opportunity for members to 
use specific skills sets



Pha se  3:  
Exe cut ion

Include goals and next steps in 
a ll agendas and notes

Check-in with workgroups and 
members

Pilot Test

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

lead.”

-Brené Brown, Dare to Lead, pg. 12









Pha se  4 :  Closure

Evaluate your progress

Should the work carry on?

Ask for member eva lua tions.

Express apprecia tion



Conclusion

Be realistic in time 
expecta tions

Check-in with members

Determine communica tion 
methods early

For resources, links, and ideas visit 
this Padlet.

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


Que st ions?

Text Here

Tammy Stone
Public Services Administrator, Office of Employment & Training

Illinois Department of Commerce & Economic Opportunity
O: 217.557.5549 Tammy.Stone@illinois.gov

mailto:Tammy.Stone@illinois.gov
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