


Welcome!

Facilitators
Mr. Terence CHAN

Mr. HUI Wal Sum



ﬂ
W BEERhET.
gEEEDEEA
- B L fETL

NAS. B




Good News!

The Beljing Government just approved the
HKSAR Chief Executive’s resignation and
It now accepts nominations for the new

Chief Executive (CE) (s)election.



Good News!

Your Tasks:
1. Form a group to run for this CE election.
2. Decide on your election campaign slogan.

Requirements:
 Group size = 6 ; and
 Time = 5 minutes



Good News!

* How did you find your group members?
« How did your group decide on the
campaign slogan?

» What do you think of your performance?
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Group Project

Who + How = What

* You * Process * Results

* Them « Consequences



What (results / consequences)

A+

Knowledge

Skill developments
Friendship

Experience
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What (results / consequences)
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Marketing
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Who (Group Composition)

All “A+ students” ?

“Students who want A+” ?
Strengths Iin different areas ?
Friends ?

Fit for the tasks ?
Personalities ?

Values / beliefs?
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How (Process)

* How to find your dream team mates?

13
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WHERE YOU SIT IN CLASS/SEMINAR

And what it says about you:

MNearest Exit:
f Uncommitted Back Row:
Mid-Center: “Too cool for
“Bring it on.” school

Front Row:

Teacher's pet T
wannabes i

e Against the wall:
“I'm sensitive.

Second-row sleepers: Please ignore me.”
Good intentions, bad narcolepsy

|
f
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How (Process)

* How to find your dream group mates?

“Quality is not about the product.

Quality is about the people.”
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How (Process)

ow to find your dream group mates?
oW to run your group?
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How (Process)

* How to find your dream group mates?
 How to run your group?

“TOM does not focus on
managing the product.
TQM focuses on managing the

process.”
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How (Process)

* How to find your dream group mates?

* How to run your group?
— Time
— Leader
— Decision / Conflict
— Meeting
— Tools / Technology

20



How (Process: Time)

Group relationship o« Result



How (Process: Leader)
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How (Process: Decision Making)
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How (Process: Conflict)

24



How (Process: Conflict)

Disagreement = Conflict



How (Process: Conflict)
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How (Process: Tools)
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How (Process: Tools)
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How (Process: Tools)
CHTS RERIL (R
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Know your project

« What Is the main purpose of the project?

Theoretical
Review?

_..I.J *’7

C s by

ﬂbﬂh£

Data Analy5|s’>

Writing Skills?

31



Know your project

« What Is the main purpose of the project?
— To a particular audience?




Know your project

* Know the requirements
— Essay?
— Report form?
— Point-form acceptable?
— Oral presentation?
— Group or individual?

33



Know your project

« Know the due dates

75 16 17

27 22 23 124
= 29 /30 |

——

« Get prepared and talk to the lecturer when
necessary

34
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When and where to meet?

* First meeting




When and where to meet?

* Follow-up meetings?

msn®’

WhatsApp

* Organized?
Google docs
=4




Purpose of each meeting?

&

» First meeting: A 12~

: 2 / N | . v
W 'Y L 3

22
Praincstorm
brainsiorn
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Purpose of each meeting?

* Follow-up meetings:
— Go thru’ collected info
— Screen out those not useful
— Dig for more when needed

* Maybe one more meeting to consolidate
and finalize

39



Lengthy meetings?

Circling around
endless possibilities?
Drilling in depth with
everyone?

IS it WO@‘
N[
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Quick and frequent meetings?

« Get prepared before
the meetings

« GO0 back and research
once a quick idea has
been fixed
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Purpose of each meeting?

» Already have some finite directions?
— Go ahead?
— or confirm with the lecturer?

 Still some possible routes to go?
— Agree and settle in the meeting?
— or to confirm and discuss with the lecturer?

42



Seek help?

— You should go back to “"Know the project”

43



Seek help?

* Before you meet OUTLINE

the lecturer: My Projeet
. 1. Gosls
— Be Organized A, Tociesse ¥ ok eng T“"‘*S

R, Command 5‘/\6’.: Pﬂf—(‘.’)\:ef\\ price
¢ Steeambine boo&‘—‘oj @bcess
_1 % Iﬂ\"\{a\‘\\fﬁs

A. Matkek
Vs bdc\o S
0. Emad News\etles
P\i , Piécos\-
Q). Advehsia
\. PPC -~
7. CPA ;e
2. Sponsorshaps
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« Set up an agenda

The Commissioning Plan

3:00 - 3.05
3:05 - 3:10
310 - 305
315320
320~ 330
3:30 - 335
335 - 345
345 - 350
3:50 - 355
355 - 400

Next Step:

How to hOld_a_mnnﬂnﬁ’)

e
Nirtual Commissioning

Comemanionng Piars & Repons, Tew Procedsses, LEED Cx Dosumastaton

COMMISSIONING KICKOFF MEETING
Confidential Project Name

AGENDA

May S, 2010, 3 PM
Held in 883, Room 7W

Incroductions and sign-in

Purpose of Cx Plan and how it's organized

Commissioning scope-of-work: what systemns are being tested
Ceenmissioning meetings: when and why

Documentation: to and from the commissioning authoricy
Contact kst: main members of the Cx team

How testing works: who does what when

A brief lock at some sample tests

Schedule: breaking cut the start-up/testing schedule

QaA

Independence Charter Middle School
Agenda for: June 28, 2010
Regular meeting of the Governance Committee of Independence Charter Middle School
School Registry #371 Meeting Commences — 5:30pm

Meeting of the ICMS Governance Committoe shall take place on site at the school 3232 NW 65" in Oklahoma City, Oklahoma,
This i3 a reguiar meeting schedided as dated and as pasted an the font door of the school

Posted and vontiod by Vana Baker, Principal ICMS STee ; June 24, 2010,
The (CMS Governance Commitiee may discuss, vole 1o approve, vole 10 disaprove, vote (o tabie, amend or declde not 1o d'scuss
any kem on the agenda.

1. Call To Order Chris Kumler
2. Approval of minutes from May 10 & June 14, 2010 Teresa Rose
3. Approval of Executive Session minutes (If needed) Chris Kumler
4. BudgetFinance Report

a Scheol Activity Funds Carey Harper

b. Approval of previous month's expenditures Al
5. Principal's Report — State of the School

a Current enrollment ___ Vana Baker

D. Teacher and staff updates Vana Baker
6. Old Business

a. Lease update Ross Plourde

b. Curriculum and Schedules (inclusive of PE and

reading) Vana Baker

[ Approval of Persennel Salary Chris Kumler
7. Insurance Renewal Chris Kumler
8. Contract with Steve Huff for services for Federal Funds reporting Chris Kumler

9. New Business

10. Convene into Executive Session if necessary (Requires Motion)

11. Return To Regular Session (Requires Motion)

12. Consider Actions from Executive Session (All Members Present)

13. Discussion andfor approval of any new business of an emergency nature that had not been

considered when agenda was prepared, or was not known to the preparer. This is business thal needs 1o
be discussed and/or acted on before the next regular meeting slated for July 12 , 2010.

14. Adjournment
Adjournment ______pm June 28, 2010.

45



How to hold a meeting?

« Set a time to finish the meeting
 Then, schedule a time limit on each item

« Keep time @
s

*e\
IS
2
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How to hold a meeting?

* Assign a member to take notes during the
meeting

a7



How to hold a meeting?

EignShapes Traming Plnnrmg.' Masting Minues trom 11110

(o By Draft a minutes after the

* Subyect: PJ and Dan met 10 descuss the upcomng EghiShapes aning event, takng place m eetl n g
on 1112

* Goal: Discussion of lnal preparation poar 10 the evant

*Higis: Tow ovrt 1 1 12 coys A list of what to do, and

** Rosolved: Yansportabion: metro
** Reschvod: Dan will bring workbooks 10 e overt.

** Delierad. aoditional supples needed WhO dO What

* Attendess: PJ, Dan (eightshapes)

K. Ackon Hame . Circulate among
e o i ppe P Y TIMN sugraiie | members
* [PJ] firalize srmail rerminder 10 sttendess, serd 10 shendees by COB 11810 .

Set a deadline for
confirmation

Stick to the agreed
minutes

h2. Recap ol tha Meating

booverview ot
* EghtShapas is ofaring a raining evert on 11/12/10 in Washington, DC.
* Dan Brown will be acifging /eaching the sasaion
* PJ Camp Malk wil assist with the evertt

<dotecap ol markating lo-dale<ti>
* Blog posts on elghtshapes.com

* Twittor fead updates

|* Inkadin evant updales

48



How to hold @ meeating?

Know

* Types of meeting:

your

49



How to hold a meeting?

* Who do the talking?
— Just walit for the leader?

50



How to hold a meeting?

* Loads of ideas? « Stop and
consolidate?

When and by who?
Agenda?

* The role of the group
leader?

51



How to hold a meeting?

» Before you criticize others’ ideas
— Think
— Do some research

WRONG!
WRONG!
WRONG!

52
52



Division of work

» Job allocation
— List the action items
— Set clear deadlines for them
— ldentify the responsible person(s)

53



Division of work

* Distribute wor

KS on a time sequence?

Vs

Task 1 by Alan}

[Task 2 by Jane} X

[ Task 3 by Joe } x
Final iEut

54



Division of work

 Tasks independent on each other

N
[Task 1 by Alan [Task 2 by Jane} - [Task 3 by BiIIy}
J

N iy

[ Task 5 by Joe } [ Task 6 by Lee

[ Final output }

Parallel
Sub-groups




Division of work

* Writing
— Each person write on one part?
« Consistency? Difficult to consolidate?

— Emphases on writing skills?
» Better done by one person, with another to check

56



Division of work

» Graphics / tables / chats?
— How important / integrated to the content?
— Done by a one person?

) graphicdesign

LINKS




Division of work

* Sub-groups
— 2 persons for each task

* Each person doing more than 1 tasks
— Know the progress of other related parts

— A consistent flow . w&; )
\‘ - - *f
(N7 |

\Bd)
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Progress report

* Be reasonable with informing members on

progress / discussion [fiwe o= -

Copying 8 items (4.10 GB)

From: ProjectFiles (D:\ProjectFiles)
Te Backup (D:\Backup)

Time remaining: Aboutl Minute an d 10 Seconds
Iterns remaining: 1 (283 GB)

Speed: 36.9 MB/sec

e ——_

s

« Summary of meetings |_*=~

— Avoid information overload!
— Set regular reporting period

« Once or twice a week, or frequent quick meetings

59
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Consolidation

* Assign a member to consolidate works
collected from group members

« Good at language?
— Check against obvious grammatical mistakes
— Check against inconsistent use of words

61



Consolidation

* Assign a member to consolidate works
collected from group members

« Good at visuals?
— Relevant pictures?

— Powerpoint backdrops / animations that fit the
presenting environment?

» Refer to “know your project”

62



Consolidation

« Words vs. graphs
— Welighting?

— Which parts more effectively presented by
graphs? How?

63



Consolidation

* Time needed?

— Check grammar before you send for
consolidation

— Set “templates” before works being collected?

* Do them all in the last day? x

64
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Present your work

Additional calls dropped per 100 calls
comparedg-;iPhone 3GS

e \
¢ M

66



Present your work

* Do your own part?
— “My part is done. | don’t know about the

x others”?

" Respect
your J°

— Reag Yiale] ~=—=—pmitted

Partnhers!

67
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Disputes and conflicts

* Personality conflicts?
— Little can be done at this stage
— Let go, and pick others next time

69



Disputes and conflicts

* Direction of the project?

— Agree on a focal point?
* The role of the “group leader”?

« Talk to the lecturer? -
‘» »
, \
T )
- .

»
—

T
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Timeline of a project — |

Week 2 Received the project instructions
Week 4 Form a group

Week 5 First meeting

Week 6 Confirmed a minutes

Week 8 Gather again with info

Week 9 Writing once confirmed with content

Week 10

Consolidate and submit




Timeline of a project — Il

Week 2 Received the project instructions

Week 3 Form a group, interpret the project,
and start brainstorming

Week 4-5 Sub-grouping, frequent and quick
meetings

Week 6 Progress report to other sub-groups

Week 7 Confirm and division of work

Week 10

Consolidate and submit

72




Timeline of a project

* The schedule is tight!

* You have 3-4 projects working on at the
same time, with a similar schedule

 Don’t be late!!

73



Group Project

Who + How = What

Why
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Guest Speaker

Jacky



Background Information

Jacky Cha
-Current Studies/ Awards
- CUHK BA in Philosophy

Dean’s List, College Head List 2011-2012,
Chung Chi College Big Scholarship

-Offers
- Bachelor of Laws [City U]
- BBA in Human Resource Management[City U]
- BBA in Management [Poly U]
- BA in Philosophy[ CUHK]
- BSocSc in Public and Social Administration[City U]
- BSocSc in Criminal Justice[HKU]
- BEdu in Primary Education (English) [HKU]



Good grade (Projects + Exams) = High GPA

Confidence + Well preparation = Good interview
Performance

High GPA + Good interview Performance -
OFFERS!



Own EXxperiences

Projects
4 Depends on what kind of person you are
4 Finish the works in advance

L 2 Ask for consultation



B
A Motto

(EF): RETIH, 2K
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Get Your A+ Team

% Group Project Management s

&

82



Thank You!



