
Project Management for 
Non-Project Professionals

An Intensive 5-Day Online Training Course

INTRODUCTION   

PROGRAMME SUMMARY

The benefits of project management skills for non-project professionals, as well 
as for the project teams they support, are significant. However, little attention is 
focused on the critical and pivotal importance of these professionals’ knowledge 
and skills associated with how projects should be managed.

This practical, intensive EuroMaTech online training course gives participants 
the basic knowledge, processes, skills, tools and techniques recognized as good 
practices that the project professional and his / her team worldwide use in 
enhancing the chances of project success.

The programme provides:

•	 Insight into how projects are implemented
•	 Recommendations on how non-project professionals can aid in the 

successful implementation of a project
•	 Project management skills that can be used immediately upon returning 

to office

This EuroMaTech online training 
course provides non-project 
professionals a unique and 
simplified approach of the basic 
project management skills as 
practiced by those manage projects 
worldwide. It provides them with 
a practical and effective guide to 
learn what project professionals 
and their teams are doing and to 
acquire the project management 
skills to be an active, value-adding 
participant to the project team. 
It also provides a firm foundation 
for further development of project 
management knowledge, skills 
through more advanced online 
training courses and more “hands-
on” experience.

course 
page

Date Venue Fee($)

|  22 - 26 May 2022 |  Live / Online |  US$ 2,400

|  16 - 20 Oct 2022 |  Live / Online |  US$ 2,400

Classroom
learning service 
available

https://www.euromatech.com/seminars/project-management-skills-for-non-project-professionals/


WHO SHOULD ATTEND 

•	 Those who are involved in projects but do not manage them, such as 
Project Team Members, Coordinators, Stakeholders, Analysts, etc, who want 
to increase their level of effective and efficient contribution to the success 
of their project

•	 Anyone in an administrative role in project environments, such as Executive 
Assistants and other Administrative Professionals, who wishes to increase 
their level of effective and efficient contribution to the success of any 
projects they are involved in

TRAINING
METHODOLOGY

This Project Management for Non-
Project Professionals online training 
course will combine conventional 
presentations with the use of course 
materials and interactive practical 
exercises, supported by training 
videos, case studies, etc. It includes 
concepts definition, experiential 
exercises, practical examples, 
dialogues and discussions. A high 
level of delegates’ participation 
is expected to relate the project 
management knowledge and skills 
learned in the programme to the 
actual needs at their workplace.

In-house Training
EuroMaTech is capable of conducting 
this training programme exclusively 
for your delegates. Please e-mail us on 
inhouse@euromatech.ae for further 
information  and/or  to  receive  a  
comprehensive  proposal.

PROGRAMME OBJECTIVES  

•	 Obtain a fundamental understanding of basic aspects of managing 
projects

•	 Familiarize and use essential vocabulary and terminology in managing 
projects and apply basic project management knowledge, skills, tools 
and techniques to increase both work efficiency and effectiveness on the 
project team

•	 Plan, organize and control project activities by using proven project 
management skills of successful projects

•	 Learn and implement the five project management process groups to be 
performed for any project.

•	 Identify and understand the ten knowledge areas of project 
management

•	 Realize the importance of both hard skills and soft skills as these are 
applied to different aspects of successfully managing a project for the 
project team

•	 Learn how to proactively plan, monitor, track, update and control risks and 
opportunities to increase the probability of project success

•	 Manage the on-going needs, concerns and expectations of stakeholders 
to effectively engaging them in project decisions and execution to support 
the project’s interests

•	 Establish an effective and efficient communication strategy to get 
cooperation and coordination from stakeholders towards meeting the 
project objectives

Email Address:
info@euromatech.ae

+971 50 196 6003

Website:
www.euromatech.com

QUALITY CERTIFICATIONS &
ACCREDITATIONS

585

MEMBER



•	 What is a project?
•	 Definition of project management
•	 The pitfalls of not using project management
•	 Project vs. Operations
•	 The triple constraints in project management
•	 Stakeholders in project management
•	 Project life cycle
•	 Product life cycle
•	 Project phases
•	 The Hard / Soft skills in managing a project
•	 The ISO-21500 Guidance for project 

management
•	 Project Management: The Process Context
•	 Project Management: The Organizational 

Context
•	 Critical Success Factors (CSFs) in managing 

projects
•	 The Project Management Office (PMO)

Responsibilities & Competencies of the Project 
Team Members

•	 Project Management: The Interpersonal and 
Behavioural Context

•	 Responsibilities of the project team member
•	 Common challenges of the project team 

member
•	 Skill requirements of the project team member
•	 Functional competencies of the project team 

member

Day 1

Project Management Overview

•	 Initiating
•	 Planning
•	 Executing
•	 Monitoring and Controlling
•	 Closing

Project Management Knowledge Areas

•	 Project integration management
•	 Project scope management
•	 Project time management
•	 Project cost management
•	 Project quality management
•	 Project human resource management
•	 Project communication management
•	 Project risk management
•	 Project procurement management
•	 Project stakeholder management

Project Initiation

•	 Develop the project charter
•	 Identify stakeholders
•	 Establish the preliminary project team

Day 2

Project Management Process

COURSE
OUTLINE



•	 Manage and coordinate project 
execution

•	 Manage productive 
meetings

•	 Manage technical 
performance

•	 Manage schedule, cost and 
resource performances

•	 Manage risks, issues and 
opportunities

•	 Manage and control 
changes

•	 Manage project team 
interfaces

•	 Manage stakeholder 
relationship

•	 Manage deliverables 
tracking

•	 Project monitoring and control 
approach

Day 4

Project Execution, Monitoring & 
Control

•	 Project closure objectives
•	 Close procurement 

contracts
•	 The “Punch-List” approach
•	 Administrative closure
•	 The project completion check-

list
•	 Hand Off deliverables
•	 Close project
•	 Obtain and update lessons 

learned
•	 Post project evaluations
•	 Communicate project 

achievements
•	 Celebrate and reward 

performances
•	 Transition to Operations & 

Maintenance

Day 5

Project Closure

COURSE
OUTLINE

•	 What is project planning?
•	 The project planning 

process
•	 Review project 

requirements
•	 Conduct the Project Kick-off 

meeting
•	 The Work Breakdown Structure 

(WBS)
•	 The Organization Breakdown 

Structure (OBS)
•	 The Responsibility Assignment 

Matrix (RAM)
•	 Scope planning
•	 Schedule planning
•	 Cost planning
•	 Quality planning
•	 Human resource planning
•	 Communications planning
•	 Risk planning
•	 Procurement planning
•	 Stakeholder management 

planning
•	 The change control 

process
•	 The project plan

Day 3

Project Planning



Project Management for Non-Project Professionals

*VAT Announcement: The Government of UAE have introduced Value Added Tax (VAT) on goods and services from 01-January-2018. In compliance with the legislation 
issued by the UAE Government, we will be applying a 5% VAT on the fees for all our programs and services offered from January 2018 as applicable and stipulated in 
the FTA circulars.

Documentation
High Quality material has been prepared by the Seminar Leader for distribution to delegates.

Certificates
A Certificate of Completion will be issued to those who attend & successfully complete the programme.

Registration & Payment
Please complete the registration form on this page & return it to us indicating your preferred mode of payment. 

For Further Information, email us at info@euromatech.ae.

Cancellation Policy
Request for seminar cancellation must be made in writing & received at EuroMaTech three weeks prior to the 

seminar date. A U.S.$250/- processing fee will be charged per delegate for each cancellation. Thereafter, we regret 

that we are unable to refund any fees due, although in such cases we would be happy to welcome a colleague 

who would substitute for you.

Disclaimer
EuroMaTech reserves the right to alter the content, location of the Seminar, or the identity of the speakers in case 

of events beyond our control.

Contact Us:

Middle East Office:

P.O. Box 74693

Dubai, United Arab Emirates

Telephone: +971 4 4571 800

Fax: +971 4 4571 801

Email Address:

info@euromatech.ae

Website:

www.euromatech.com

4 Date Venue Fee($)

|  22 - 26 May 2022 |  Live / Online |  US$ 2,400

|  16 - 20 Oct 2022 |  Live / Online |  US$ 2,400

All Fees are subject to 5% Value Added Tax (VAT).*

Your Details

Mode Of Payment

Name (Mr/Ms):.......................................................................................................................................................................................................................................................................
Position:............................................................................................... Organisation:.....................................................................................................................................................
Address:.......................................................................................................................................................................................................................................................................................
............................................................................................................................................................................................................................................................................................................
City / Country: .......................................................................................................................................................................................................................................................................
Telephone: ........................................................................................ Email: .....................................................................................................................................................................

 Please find enclosed a cheque made payable to EuroMaTech
 Please invoice me
 Please invoice my company as follows:

Contact Name: .....................................................................................................................................................................................................................................................................
Company Name: .................................................................................................................................................................................................................................................................
Address:.......................................................................................................................................................................................................................................................................................
Email: ...........................................................................................................................................................................................................................................................................................
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