Project Management for Beginners: - Common Pitfalls 
	
So – you've just started working as a Project Manager and want your first Project to be a grand Success? While no two projects are alike, there's a lot you can learn from other Projects, especially if you're new to this field. Remember, creating a good Project Plan is not enough – you'll realize that while in the Execution stage. Here are some common pitfalls that you must keep an eye out for: -
· Not planning a Project Kick-off – A Kick-off Meeting is needed while starting a Project to ensure the Key Stakeholders understand the Project's Goals, are clear on their respective Roles and Responsibilities and are all aligned toward the success of the Project. Make sure the Meeting Agenda is sent well in advance, all critical stakeholders are invited, and Ground Rules for the Project are set. Encourage the team to talk to each other, discuss their concerns and seek clarification. Also, ensure everything is well documented. A good Kick-off will solidify the team's accountability for their respective deliverables.

· Lack of Communications Management – When it comes to managing Communications, the "Who - What - When - Why - How" must be apparent to you as a Project Manager. Set and manage expectations with your stakeholders; Not all of them would appreciate a daily email/call or a detailed presentation. Be clear and concise as possible and ensure critical communications like Meeting Minutes are documented for later review. Communication is two–way, and you need to be reactive here and adjust your approach as necessary to ensure that your stakeholders are responding to your communication style. Many projects miss their critical Milestones because of delayed/incomplete/vague communications.

· Improper Risk Management – From an execution standpoint, as a Project Manager, Risk Management is what we do daily when we track and monitor progress to ensure the Project is completed on time, within the Budget, and delivers the expected Returns. We need to ensure that all key stakeholders are involved in identifying and assessing Risks and this information is maintained, updated, and communicated as needed. As a Program Manager, you must ensure Risks are correctly prioritized, and Risk Responses are executed as planned. Inadequate planning can cause significant surprises that, in the absence of adequate Risk Reserves, may completely derail the Project.

· Not knowing when to say No – As a Newbie, you might be tempted to agree to every stakeholder request; after all, you're making the product better, right? Unfortunately, this could lead to Scope Creep. Not only does this remove focus from the planned Project Deliverables, but it also results in added responsibilities/work for the team members who are challenged to deliver it within the same Timeline/Budget. Any such changes suggested during Project execution should be reviewed with the Project's stakeholders, agreed upon by the team, and documented. Also, ensure that the Project Team is not tempted to add extra features, known as Gold Plating.

· Lack of proper Documentation – Every Project will have cross-functional team members, sometimes located in different corners of the world. As such, it becomes critical that, as a Program Manager, you ensure that all essential Project documents are stored so they can easily be retrieved and reviewed/updated by the Project Team. A good practice would be to ensure there aren't multiple document revisions floating around, that final edits are "locked" at critical Milestones, and that new Revisions are created. This avoids unnecessary confusion, increases transparency, and reduces time/effort spent in looking for common Project documents. 
In conclusion, know that all Projects carry some inherent Risks. As a newbie, handling a big Project Team can be daunting, but don't worry – you've got this! Learn from common mistakes like the ones shared above and focus on your self-development. Keep Learning, and all the best for your Project Management Journey!
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