
CHAPTER 03
Project Management and Teamwork Skills



• Your over-arching goal is always “Solve the problem,” whatever 
the problem happens to be 

• HOW do you want to solve it? 

• Speed? Reliability? Durability? Are these all equally important? 
How do you decide what ranks higher? 

• What grade do you want to achieve?

GOALS



ROLES
• Not everyone needs to do 

everything 

• It’s usually not even possible

• Nothing falls 
through the 
cracks!

• Who’s good at what? 

• Overlappping 
responsibilities



PROCEDURES
• What’s worse than 

everybody doing their own 
thing? 

• Everybody doing their own 
thing and not letting 
anybody else know about it 

• Not having established 
procedures results in 
either duplication of 
efforts or missed 
deadlines...or both



REDUNDANCY
• Everyone can’t just bring one thing 

to the table 

• Everyone can’t just be solely 
responsible for one portion of the 
product 

• Plan for the worst-case scenario



• Make it work! 

• If it’s not working, you should be 
prepared to make it work anyway 

• If everybody gets along, that’s great 

• But you need to decide at the 
beginning what your team will do if 
people disagree 

• You need to know in advance what 
your team will do if someone does 
not fulfill their obligation to the team

RELATIONSHIPS



WHAT DO YOU DO?
• You're on a team with two other 

members 

• The project is due next week 

• Everyone has agreed-upon tasks 
to complete 

• One team member has 
completely stopped 
communicating with the group  

• List two strategies for 
addressing this problem



LEADERSHIP
• There are many ways to 

structure leadership 

• Decide as a team what sort of 
leadership will be most effective 

• When your team reaches a 
consensus, everyone needs to 
be on board with it



GOLEMAN 
LEADERSHIP STYLES

• This is frequently used in the business world 

• Is there one style that is always the best? 

• Can a leader exhibit more than one style? 



PERT AND 
GANTT 

CHARTS



STRUCTURE OF A PERT CHART

Task A

Task F

Task B

Task D

Task E

Task C

Task G

Dependent 
Events

Independent 
Events

Predecessor 
Event

Successor 
Event
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STRUCTURE OF A GANTT



PREPARE A 
GANTT

• Use the templates in the shared Google drive 

• Choose a template, then download it 

• Or download them all, then decide

• Make a copy of the 
Google sheet 
template and save it 
to your own drive 

• Whatever, please 
just do not try to edit 
the templates stored 
in the shared drive



DOCUMENTATION• Design Notes 

• Lab Data/ Records 

• Meeting Minutes 

• White Papers 

• Journal Articles 

• Conference Proceedings 

• Legal/Patent Applications 

• Promotional and 
Marketing



WORK IN 
PROGRESS

• Design Notes 

• Sketchbook 
• Engineering Paper 
• Note-taking or outlining software 

• Lab Data / Records 

• Sketchbook 
• Bound lab notebook 
• Data collection software 
• Spreadsheet 
• Database software 
• The program you wrote yourself to analyze your 

data because there isn’t a product available that 
does what you need to do! 

• Meeting Minutes 

• Paper & pen; sketchbook 
• Bound notebook 
• Note-taking or outlining software 
• Video conferencing software 
• Shared multi-author documents



PRESENTING• White Papers 

• Journal Articles 

• Conference Proceedings 

• You’re going to need every communication tool 
in your toolkit, and you’ll need to effectively and 
accurately include: 

• Text: Clear, well-written and grammatically 
correct 

• Figures: Photographs, technical drawings, 
charts, graphs 

• Tables: Well-organized and clearly annotated 

• Equations: Properly expressed using 
mathematically accepted notation 

• Citations: Footnotes, endnotes, bibliography, 
using the standard format for the specific 
journal) YOUR WORK



PROTECTING YOUR WORK
• Legal/Patent 

Applications 

• Promotional and 
Marketing Materials 

• Much of this is going to 
be out of your hands 

• You are still responsible 
for the truthfulness and 
accuracy


