
97 things every project manager should know
97 things every project manager should know serve as the foundation for successful project
delivery and team leadership. Mastery of these essential insights empowers project managers to
navigate complexities, manage risks, and optimize resources effectively. This comprehensive guide
covers everything from fundamental project management principles to advanced strategies,
ensuring a well-rounded understanding. It addresses key areas such as planning, communication,
risk management, stakeholder engagement, and quality control. Readers will gain valuable
knowledge on agile methodologies, time management, budgeting, and conflict resolution. By
exploring these 97 critical points, project managers can enhance their skills and drive projects to
successful completion with confidence and professionalism. The following sections outline the main
categories for easy navigation and in-depth learning.

Project Planning and Scheduling

Risk Management and Problem Solving

Communication and Stakeholder Management

Resource and Budget Management

Quality Control and Performance Measurement

Leadership and Team Management

Agile and Adaptive Project Management

Project Planning and Scheduling
Effective project planning and scheduling are critical components that every project manager must
master. Proper planning sets the project’s direction, defines objectives, and establishes timelines.
Scheduling organizes tasks and allocates time efficiently to meet deadlines and milestones. These
processes form the backbone of project management and help prevent delays and budget overruns.

Defining Clear Project Objectives
Every project must begin with well-defined objectives that are Specific, Measurable, Achievable,
Relevant, and Time-bound (SMART). Clear objectives provide direction and scope, minimizing
ambiguity and aligning team efforts toward common goals.

Work Breakdown Structure (WBS)
Creating a Work Breakdown Structure is essential for decomposing the project into manageable



tasks. It helps in assigning responsibilities, estimating costs, and tracking progress. A well-
constructed WBS improves clarity and accountability throughout the project lifecycle.

Developing a Realistic Schedule
Scheduling involves sequencing tasks, estimating durations, and identifying dependencies. Utilizing
tools like Gantt charts or Critical Path Method (CPM) can help visualize timelines and critical
activities, ensuring that the project remains on track.

Prioritization and Time Management
Prioritizing tasks based on urgency and impact allows project managers to focus resources
effectively. Time management techniques such as the Pomodoro Technique or time-blocking can
improve productivity and reduce bottlenecks.

Set milestones to measure progress.

Use scheduling software to track timelines.

Regularly update the schedule to reflect changes.

Risk Management and Problem Solving
Risk management is a proactive approach to identifying, assessing, and mitigating potential issues
that could impact project success. Problem-solving skills enable project managers to address
challenges efficiently and keep the project moving forward despite obstacles.

Risk Identification and Assessment
Identifying potential risks early in the project allows for better preparation and response.
Conducting risk assessments based on probability and impact helps prioritize which risks require
immediate attention.

Developing Risk Mitigation Plans
Effective risk mitigation involves creating contingency plans and preventive strategies to reduce the
likelihood or impact of risks. This may include resource allocation, schedule buffers, or alternative
approaches to project tasks.



Effective Problem-Solving Techniques
Project managers should apply structured problem-solving methods such as root cause analysis,
brainstorming, or the PDCA (Plan-Do-Check-Act) cycle to resolve issues systematically and prevent
recurrence.

Maintain a risk register to document and monitor risks.

Engage the team in identifying and addressing risks.

Communicate risks promptly to stakeholders.

Communication and Stakeholder Management
Clear and consistent communication is vital for managing stakeholder expectations and fostering
collaboration. Project managers must develop strategies to engage stakeholders effectively, ensuring
transparency and alignment throughout the project.

Stakeholder Identification and Analysis
Recognizing all stakeholders and understanding their interests, influence, and expectations is
necessary for tailored communication and engagement strategies. This reduces conflicts and
enhances support for the project.

Creating a Communication Plan
A communication plan outlines how, when, and what information will be shared with stakeholders. It
defines communication channels, frequency, and responsibilities to maintain clarity and prevent
misunderstandings.

Managing Expectations and Feedback
Regular updates and feedback loops help manage stakeholder expectations and allow early detection
of concerns or changes in requirements. Transparent communication builds trust and facilitates
decision-making.

Use multiple communication channels (email, meetings, reports).

Adapt communication style to stakeholder preferences.

Document all significant communications for accountability.



Resource and Budget Management
Efficient management of resources and budgets is essential to ensure project feasibility and
profitability. Project managers need to allocate personnel, equipment, and financial resources wisely
to avoid waste and overruns.

Resource Allocation and Optimization
Assigning the right resources to tasks based on skills and availability improves productivity and
quality. Resource leveling helps balance workloads and prevents burnout or idle time.

Budget Estimation and Control
Accurate budgeting involves estimating costs for labor, materials, and contingencies. Continuous
monitoring and controlling expenses against the budget help avoid overruns and maintain financial
health.

Cost-Benefit Analysis
Evaluating the financial benefits versus costs of project activities aids in prioritizing investments and
making informed decisions that maximize value.

Track expenses regularly with financial software.

Plan for unforeseen costs in the budget.

Communicate budget status to stakeholders frequently.

Quality Control and Performance Measurement
Maintaining high quality standards and measuring performance ensures that project deliverables
meet requirements and stakeholder expectations. Quality control processes detect defects and
enable continuous improvement.

Defining Quality Standards
Project managers must establish clear quality criteria based on customer needs, industry standards,
and regulatory requirements. This provides benchmarks for assessing deliverables.



Implementing Quality Assurance Processes
Quality assurance involves systematic activities such as audits, reviews, and testing to verify that
processes and outputs meet defined standards.

Performance Metrics and KPIs
Tracking key performance indicators (KPIs) such as schedule adherence, budget variance, and
defect rates helps monitor project health and identify areas for improvement.

Use checklists and quality control tools (e.g., Pareto charts).

Engage team members in quality improvement initiatives.

Review performance data regularly to guide decisions.

Leadership and Team Management
Strong leadership and effective team management are crucial for motivating team members,
resolving conflicts, and fostering a collaborative environment. Project managers must develop
interpersonal skills alongside technical expertise.

Building High-Performing Teams
Successful project managers focus on selecting skilled individuals, promoting team cohesion, and
encouraging accountability. A motivated team enhances productivity and project outcomes.

Conflict Resolution Strategies
Addressing conflicts promptly and constructively minimizes disruptions. Techniques such as active
listening, mediation, and negotiation help resolve disagreements and maintain positive relationships.

Motivating and Inspiring Team Members
Recognizing achievements, providing feedback, and aligning tasks with individual strengths foster
engagement and commitment to project goals.

Encourage open communication within the team.

Set clear roles and responsibilities.



Promote professional development opportunities.

Agile and Adaptive Project Management
Adopting agile and adaptive methodologies allows project managers to respond flexibly to changes
and deliver value incrementally. Understanding these approaches is essential in today’s dynamic
project environments.

Principles of Agile Project Management
Agile emphasizes customer collaboration, iterative progress, and responsiveness to change. These
principles help teams deliver functional products faster and with higher quality.

Implementing Scrum and Kanban
Scrum provides a structured framework with defined roles and ceremonies, while Kanban focuses on
visualizing work and limiting work in progress. Both methodologies improve workflow transparency
and efficiency.

Continuous Improvement and Feedback Loops
Regular retrospectives and stakeholder feedback enable teams to identify lessons learned and adjust
processes, fostering continuous improvement and adaptability.

Use user stories to capture requirements.

Maintain a prioritized product backlog.

Encourage collaboration between cross-functional teams.

Frequently Asked Questions

What is the main focus of '97 Things Every Project Manager
Should Know'?
'97 Things Every Project Manager Should Know' focuses on providing practical advice, insights, and
best practices from experienced project managers to help improve project management skills and
outcomes.



Who are the contributors to '97 Things Every Project Manager
Should Know'?
The book features contributions from a variety of seasoned project management professionals, each
sharing their unique experiences, lessons learned, and tips for effective project management.

How can '97 Things Every Project Manager Should Know' help
new project managers?
New project managers can benefit from the book by gaining a broad understanding of essential
project management principles, learning from real-world examples, and adopting proven strategies
to avoid common pitfalls.

Does the book cover Agile project management techniques?
Yes, several entries in '97 Things Every Project Manager Should Know' address Agile methodologies,
emphasizing flexibility, collaboration, and iterative delivery as key components of modern project
management.

Is '97 Things Every Project Manager Should Know' suitable for
experienced project managers?
Absolutely. Experienced project managers can find value in the diverse perspectives and fresh
insights offered by their peers, which can inspire new approaches and continuous improvement.

What types of project management challenges are addressed
in the book?
The book covers a wide range of challenges including stakeholder communication, risk management,
team motivation, time management, scope control, and adapting to change.

Can '97 Things Every Project Manager Should Know' be used
as a teaching resource?
Yes, the book's concise and practical tips make it an excellent resource for training sessions,
workshops, or as supplementary reading material in project management courses.

Where can I find '97 Things Every Project Manager Should
Know' to read or purchase?
'97 Things Every Project Manager Should Know' is available through major book retailers such as
Amazon, as well as in digital formats like Kindle and often in libraries or project management
bookstores.



Additional Resources
1. The Art of Project Management
This book provides a comprehensive overview of essential project management principles and
practices. It covers topics such as planning, scheduling, risk management, and team leadership.
Readers will gain practical insights into how to manage projects successfully in a variety of
industries.

2. Making Things Happen: Mastering Project Management
Written by Scott Berkun, this book shares real-world advice on managing projects effectively. It
emphasizes communication, problem-solving, and decision-making skills that every project manager
should master. The author draws from his experience at Microsoft to offer actionable strategies.

3. Project Management for the Unofficial Project Manager
This book is ideal for those who manage projects without formal training or title. It offers
straightforward guidance on organizing tasks, managing stakeholders, and delivering results. The
content is accessible and practical, focusing on everyday scenarios faced by project managers.

4. Scrum: The Art of Doing Twice the Work in Half the Time
Jeff Sutherland’s book introduces Scrum, an agile framework that transforms project management.
It explains how to improve productivity, collaboration, and adaptability in teams. This title is
particularly useful for managers looking to implement agile methodologies.

5. The Lean Startup
Eric Ries presents a methodology for managing innovation and product development projects under
conditions of extreme uncertainty. The book teaches how to build products that meet customer
needs efficiently, using continuous feedback and iterative processes. Project managers in startups
and dynamic environments will find valuable lessons here.

6. Critical Chain
Eliyahu M. Goldratt’s novel-style book explores project management through the Theory of
Constraints. It highlights how to identify bottlenecks and protect project schedules from delays. This
book challenges traditional project management approaches and introduces innovative techniques to
improve project delivery.

7. Drive: The Surprising Truth About What Motivates Us
Daniel H. Pink examines the psychology of motivation and its relevance to managing teams.
Understanding intrinsic motivation helps project managers inspire their teams to perform better and
stay engaged. The book combines research and practical advice to enhance leadership skills.

8. Agile Project Management with Kanban
This book focuses on applying Kanban principles to improve workflow and project visibility. It guides
managers on how to balance demand with capacity and continuously improve processes. The
approach is particularly suited for teams seeking incremental improvements in efficiency.

9. Managing the Unmanageable: Rules, Tools, and Insights for Managing Software People and
Teams
This book addresses the challenges of leading software development projects and teams. It offers
practical advice on communication, conflict resolution, and team dynamics. Project managers in the
tech industry will benefit from its targeted strategies and real-world examples.
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