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	Introduction 

Project working is fast becoming the preferred method of working for the future and increasingly administrators are required to work within project teams across many different segments.  Administering a project can be a daunting task due to the large scale and complexity which some projects comprise. The following five key areas identified may give some guidance, specifically for first time project administrators but equally can apply to all.
TIP / HINT 1  -  Know the Project
Understanding the nature of the project you are working within is a crucial factor to successful administration. Administrators may find themselves working on several small projects or one large one but in every case it is important to become part of the process of the project. Many procedural elements will come through the administrator. You are the hub of knowledge so listen to what is said and ask if an area is unclear. 
TIP / HINT 2  -  Ready to Learn
There will be many areas within the project with which you are unfamiliar, for example, finance. Terminology used within projects can be confusing. For example; CPA (critical path analysis) or WBS (work breakdown structure) as well as acronyms used by those individuals from specialist subject areas. Come to terms with these and learn the shorthand of the project. This will help when taking minutes of meetings or taking quick notes.
TIP / HINT 3  -  Communicate, communicate
As the hub, communication skills are an essential part of the role. It is important to establish a good working relationship with the project manager and the rest of the team. The project team will usually email or telephone the administrator for information. It is often the administrator’s role to keep the communication loop open between all parties in the project, often reaching into many areas of the organisation. Email and verbal correspondence must be checked for spelling and grammatical errors and the content appropriate to all audiences within the project team.
TIP / HINT 4  -   Be prepared
As a delegate at a meeting, there is nothing worse than turning up and finding you have forgotten your documentation. It happens often during our working lives and the administrator must be prepared for this eventuality and more. Provide copies of all documentation and everything required for the meeting. Have back up saved files/folders of project emails and information sent to the project. Although we try to save paper, also keep paper copies in folders as an extra back up, especially if you are new to project working.
TIP / HINT 5  -  Practice makes perfect
Different projects we work on provide us with different experiences and learning opportunities. However, once we have done a task, for example minutes of meetings or writing/proof reading documentation, it does not mean that we can not improve ourselves further. Minute taking is a skill that gets easier over time and with practice, trying out new methodologies that work for you. The project team that you work with may require a different working technique and application.

	
	
	

	
	
	TIPS and HINTS are based on the survival kit principle

· Most people can remember up to 5 key facts

· Identify the minimum someone must know to survive 

· They don’t need to know everything

· They do need to know where to go for further information 
· Keep it simple and straightforward
	
	TIPS and HINTS can be accessed at

www.cettil.org.uk

For further information about this Tips and Hints topic contact

Merrel Knox
Northumbria University
0191 215 6800
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