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Section 1 – Overview
1.1  Purpose
The Curriculum Guide is intended to provide management and non-management staff information regarding Project Leader (PL) and Project Manager (PM) training and development. You will find information regarding required, recommended, and optional training for PLs and PMs based on identified core competencies for those roles. You will also find where to obtain more information such as a description, cost, and schedule for each course.  In addition, this guide provides information to managers on how to orient a new PL or PM, and the role of the Project Delivery Unit (PDU) in assisting with the orientation process.

This guide was produced in coordination with the Major Projects Branch, the Project Delivery Unit, PMs, the Area Manager Leadership Team, the Project Leader Training Sub-team, and the Project Leader Leadership Team. This guide is a reflection of the commitment to continue to improve project delivery for highway construction projects.

The Curriculum Guide along with the PDU intake checklist, hiring manager intake checklist, and Individual Development Plan (IDP) template are available electronically at:  http://intranet.odot.state.or.us/opd/PDU_curriculum.htm. The Curriculum Guide will be reviewed and updated annually. 

1.3  Tracking and Recording
A manager can track and record their employees training through the Human Resources Training System. Below is a listing of some of the services that are available:

· Training Reports:  A manager can request training reports via the HR Training “Manager’s Page.” Some of the standard reports that are available are upcoming training for crews; completed training for a class; transcript for an employee; an employee’s development plan; benchmark reports; or a manager can request special reports.  
· Class Enrollment/Cancellation:  A manager may enroll, cancel or add a class to an employee’s development plan on the HR Training intranet “Manager’s Page.” The manager may add a class to an employee’s development plan.
· Transcript:  A manager may view an employee’s transcript of completed classes and an employee development plan listing future planned classes.

· Reporting External Training:  Use the “Report External Training” form located on the HR Training intranet to report training received through a resource outside of ODOT, or to report training that is not listed in ODOTs Training Catalog.  This includes training received from an educational institution or company which provides training through seminars, workshops, correspondence courses or using computer based programs.  This also includes structured on the job training received from another employee or structured training received through crew/unit meeting.  By reporting the training to HR the participant’s transcript will be updated to reflect completion of that training.
For further information and assistance, contact the HR Training Systems Administrator at 503-986-4448.

1.4  Project Management 

1.4.1  Professional Certification 

The Oregon Project Management Certification Program (OPMCP) is designed to develop leaders in the project management profession within government. The program is open to any federal, state, or local government employee in Oregon. With the increasing complexity of work, shorter timeframes to complete projects, and rising public expectations, superior project management is a key component to ODOT’s success.  

The OPMCP includes 6 training classes (modules) over a 5 month period.  

1. Fast Start in Project Management (3 days)

2. Making Projects Work (2 days)

3. Advanced Project Management (3 days)

4. Maximizing Project Success Through People (2 days)

5. Getting Project Results through Contract Resources (2 days)

6. Project Management Simulation (3 days)

To be certified, students must pass a post-test after each module and pass a final exam. Students who successfully complete the program are certified as Oregon Project Management Associates (OPMAs).
1.4.2  Continuing Education and Professional Development

Portland State University

PSUs Professional Development Center offers a full range of project management courses for working professionals. Each year they offer more than two dozen courses in downtown Portland. They offer these courses regularly – Advanced Project Management Tools, Contracts and Procurement for Project Managers, Project Quality and Expectations Management, and Project Risk Management. For more information go to their web site at:  http://www.pdc.pdx.edu/projman/ 

Chemeketa Community College

CCC offers project management courses. For more information go to their web site at: http://www.chemeketa.edu/exploring/areas/courses/ba.html 

Oregon State Library

OSL has a resource page for project management books that are available to state employees. For more information go to their web site at:  http://library.state.or.us 

Section 2 – Orientation Process

2.1  Competencies
All PLs and PMs apply common knowledge, skills, and abilities, organized into three competency areas – general, project management, and technical. This section describes the knowledge, skills, and abilities for the three competency areas.  These knowledge, skills, and abilities should be the focus of the new employee’s development within the first six months that they are hired.  When developing the individual development plan management should review these competencies with the employee to determine what areas need development.  
2.1.1  General Competencies

· Customer Service:  Works with customers (a customer is any individual who uses or receives the services or products that the work unit produces, including the general public, individuals who work in the agency, other agencies, or organizations outside the government) to assess their needs, provide information or assistance, resolve their problems, or satisfy their expectations; knows about available products and services; is committed to providing quality products and services. 

· Decision Making:  Makes sound, well-informed, and objective decisions; perceives the impact and implications of decisions; commits to action, even in uncertain situations, to accomplish organizational goals; causes change. 

· Flexibility:  Is open to change and new information; adapts behavior or work methods in response to new information, changing conditions, or unexpected obstacles; effectively manages ambiguity. 

· Interpersonal Skills:  Shows understanding, friendliness, courtesy, tact, empathy, concern, and politeness to others; develops and maintains effective relationships with others; may include effectively dealing with individuals who are difficult, hostile, or distressed; relates well to people from varied backgrounds and different situations; is sensitive to cultural diversity, race, gender, disabilities, and other individual differences. 

· Leadership:  Influences, motivates, and challenges others; adapts leadership styles to a variety of situations. 

· Legal and Government:  Knowledge of laws, legal codes, precedents, government regulations, executive orders, agency rules, government organization and functions, and the democratic political process. 

· Oral Communication:  Expresses information (for example, ideas or facts) to individuals or groups effectively, taking into account the audience and nature of the information (for example, technical, sensitive, controversial); makes clear and convincing oral presentations; listens to others, attends to nonverbal cues, and responds appropriately. 

· Organizational Awareness:  Knows the organization's mission and functions, and how its social, political, and technological systems work and operates effectively within them; this includes the programs, project delivery roles and responsibilities, policies, procedures, rules, and regulations of the organization and of project delivery. 

· Problem Solving:  Identifies problems; determines accuracy and relevance of information; uses sound judgment to generate and evaluate alternatives, and to make recommendations. 

· Reasoning:  Identifies rules, principles, or relationships that explain facts, data, or other information; analyzes information and makes correct inferences or draws accurate conclusions. 
· Writing:  Recognizes or uses correct English grammar, punctuation, and spelling; communicates information (for example, facts, ideas, or messages) in a succinct and organized manner; produces written information, which may include technical material that is appropriate for the intended audience. 

· Teamwork:  Collaborates and cooperates to get the job done.  Values the input and know-how of other team members.  Asks for help, when needed, and offers help to other team members when needed.  Builds trust and respect among fellow team members.  Takes actions that demonstrate consideration for the feelings and needs of others.  Works with other team members toward a common goal.
2.1.2  Project Management Competencies

· Contracting/Procurement:  Demonstrates knowledge of various types of contracts, techniques for contracting or procurement, and contract negotiation and administration. 

· Cost-Benefit Analysis:  Demonstrates knowledge of the principles and methods of cost-benefit analysis, including the time value of money, present value concepts, and quantifying tangible and intangible benefits. 

· Financial Management:  Prepares, justifies, and/or administers the budget for program areas; plans, administers, and monitors expenditures to ensure cost-effective support of programs and policies; assesses financial condition of an organization. 

· Planning and Evaluating:  Organizes work, sets priorities, and determines resource requirements; determines short- or long-term goals and strategies to achieve them; coordinates with other organizations or parts of the organization to accomplish goals; monitors progress and evaluates outcomes. 

· Project Management:  Demonstrates knowledge of the principles, methods, or tools for developing, scheduling, coordinating, and managing projects and resources, including monitoring and inspecting costs, work, and contractor performance. 

· Quality Assurance:  Demonstrates knowledge of the principles, methods, and tools of quality assurance and quality control used to ensure that work products fulfill functional requirements and standards. 

· Requirements Analysis:  Demonstrates knowledge of the principles and methods to identify, analyze, specify, design, and manage functional and infrastructure requirements; includes translating functional requirements into technical requirements used for logical design or presenting alternative technologies or approaches. 

· Risk Management:  Demonstrates knowledge of methods and tools used for risk assessment and mitigation of risk. 

· Project Team Management:  Inspires, motivates, and guides others toward goal accomplishments. Consistently develops and sustains cooperative working relationships. Encourages and facilitates cooperation within the organization and with customer groups; fosters commitment, team spirit, pride, and trust. Develops leadership in others through coaching, mentoring, rewarding and guiding employees. 

2.1.3  Technical Competencies

· Technical Competence:  Uses knowledge that is acquired through formal training or extensive on-the-job experience to perform one's job; works with, understands, and evaluates technical information related to the job; advises others on technical issues as defined by the employee’s position description. 

· Systems Competence:  Meets proficiency requirements for the systems used related to the job (e.g. Resource Management System, Project Delivery Work Planning System, Mobility Database, Contract Payment System, and Oregon Transportation Management System).
· Professional Licenses/Certifications:  Obtains and maintains professional license/certification related to the job (e.g. Professional Engineering License, Oregon Project Management Certification).
2.2  New Employee Orientation Process to Project Delivery
The new employee orientation process to project delivery begins before the employee comes to work. Planning ahead for a new employee's arrival will allow managers to spend productive time on that first day and help the employee integrate into their new work environment.  A comfortable environment should be created and the new employee should not be overwhelmed with too much information on the first day. Orientation is a continuing process, so there will be plenty of time to give the employee all the necessary information.  
The next section will cover the process that managers can use to orient new PLs or PMs to project delivery.  
Note:  For general new employee orientation contact your HR Consultant or go to the HR web site at http://intranet.odot.state.or.us/hr/. 
2.2.1 Individual Development Plan 

A key component of orienting a new employee is to develop an Individual Development Plan (IDP).  An IDP is an employee development tool that identifies activities that will help an employee enhance their knowledge, skills, and abilities within the context of organizational objectives. It is a developmental "action" plan to move employees from where they are to where they need to be.  Completing an IDP should be a joint effort between the employee and their manager.  It should consider the organization's needs, technology changes, expected turnover, and program plans. The IDP should not be a "wish list," but a realistic working document. 

An IDP is:

· A developmental partnership between the employee and manager. IDP preparation involves feedback, clarification, and discussion about developmental needs, goals, and plans. Manager-employee communication is key to the success of the IDP process. 

· A vehicle to address the needs of the employee and the needs of the organization. The best IDPs begin with a plan to maximize current job performance. The activities can assist the individual in meeting both personal and organizational goals for success. 

· A partnership between the employee and the manager. An employee's developmental needs are identified based on a comparison of skills required by the job and present abilities. The mutual interests and concerns of the individual and the organization must be considered in the IDP process. Employees require manager support to reach developmental goals. 

· A broadly defined developmental plan which includes on-the-job assignments, self-development activities, and formal classroom training. 

· An active and ongoing process in the organization. Ideally, IDPs should be reviewed, updated, and changed, as needed every six (6) months. 

An IDP is not:

· A performance appraisal. The IDP should not be used as a means to formally assess the employee's performance, but should be used to develop the knowledge, skills and abilities necessary to perform all the aspects of their job. In this regard, it does not replace the performance appraisal system to determine promotion, pay, awards and other acknowledgement.  Development is the purpose, not appraisal. 

· A contract for training. Employees should include all training interests on an IDP. However, training is not necessarily guaranteed because it is on an IDP. Training decisions are made in accordance with policy and budgetary constraints and employee work load. 

· A way to clarify or revise a position description. If a position description does not accurately describe the duties performed, this is a matter for the manager and HR to resolve. An IDP cannot solve this problem. 

· A panacea for all manager-employee relations problems. The IDP is only one part of the comprehensive efforts of an organization to enhance job satisfaction and cooperative work relationships. 

2.2.2 The Project Delivery Unit 
The PDU Process Improvement & Training programs will provide an orientation to the new employee on project delivery from a statewide perspective. Once the hiring manager notifies PDU (by sending an email to PDNEO@odot.state.or.us), PDU will complete the following tasks to orient the new employee:

1. Contact the new employee within 2 weeks of being notified by the hiring manager.

2. Arrange a date and time to meet with the new employee (in person or by phone).

3. Conduct the orientation (see the intake checklist for more information on the topics that will be covered).

4. Add the new employee to the appropriate statewide email list(s) that are maintained by PDU.

5. Create a draft IDP with the new employee.
The PDU intake checklist and IDP templates are located at: http://intranet.odot.state.or.us/opd/PDU_curriculum.htm 
2.2.3  The Hiring Manager

The hiring manager should orient the new employee on project delivery from a region perspective.  The hiring manager should complete the hiring manager intake checklist and finalize the new employees IDP.  The hiring manager intake checklist and IDP templates are located at:  http://intranet.odot.state.or.us/opd/PDU_curriculum.htm 
Section 3 – Curriculum

3.1  Types of Training and Providers

There are seven categories of training listed in this guide – computer, work environment, engineering, management, professional, safety, and technical. Each course listing indicates if it is required, recommended or optional and identifies the provider. In some cases, courses may be offered infrequently, so alternate offerings are listed as interim options until the required or recommended course is scheduled.

This guide outlines the most relevant courses based on the roles of Project Leader and Project Manager. New employees often possesses extensive experience and/or training in any given subject area. Unless a course is required by agency policy or other regulation or needed for agency consistency, employee attendance is left to the manager’s discretion.
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· Required (() courses are those that prepare the employee for the minimum qualifications of their position, and/or are mandated by agency policy or other regulation. 

· Recommended courses (() are those which are most closely relevant to the employee’s job requirements. 

· Optional courses (() are those which add to the employee’s skill set and effectiveness, but are not absolutely necessary for job performance

Because some classes are offered infrequently, this list includes – whenever possible - similar classes that can be taken until the required or recommended class is scheduled.
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3.2 COMPUTER Courses

	Course Code
	Course Name
	provider
	PM
	PL

	
	Microsoft Word
	DAS/Vendor
	(
	(

	
	Microsoft Excel
	das/Vendor
	(
	(

	
	Microsoft Access
	das/Vendor
	(
	(

	
	Microsoft Project
	das/vendor
	(
	(

	
	Microsoft Outlook
	das/Vendor
	(
	(

	
	Microsoft PowerPoint
	DAS/Vendor
	(
	(


Note: Vendor = local training or educational resources, when/where available

3.3  Work Environment Courses

	Course Code
	Course Name
	provider
	PM
	PL

	WE001085
	Ethical Decision Making
	ODOT
	(
	(

	WEWB1098
	New Employee Orientation
	ODOT
	(
	(

	WE011026
	Cultural Awareness Training
	ODOT
	(
	(

	WEWB11070
	Security Awareness: An Intro To Information Security  (online)
	ODOT
	(
	(

	WEWB1053
	Code Of Conduct  (online)
	ODOT
	(
	(

	WE011025
	Respectful Workplace
	ODOT
	(
	(


Note: Ethical Decision Making and New Employee Orientation are required courses for all employees new to ODOT. These courses are automatically added to the employee’s development plan. 
3.4  Engineering Courses

	Course Code
	Course Name
	Provider
	PM
	PL

	EG001246
	AASHTO Roadside Design Guide
	ODOT
	(
	(

	EG001762
	Contract Payment System
	ODOT
	(
	(

	EG001232
	Designing for Pedestrians and Bicyclists
	ODOT
	(
	(

	EG005559
	Estimator Basic Training
	ODOT
	(
	(

	EG005528
	Highway Mobility Operations Workshop
	ODOT
	(
	(

	EG001792
	Temporary Traffic Control Plans Design Workshop
	ODOT
	(
	(

	EG001153
	Value Engineering Workshop
	ODOT
	(
	(

	EG00 5654
	Work Zone Traffic Analysis Theory And Application Workshop
	ODOT
	(
	(

	EG005550
	Certified General Inspector
	ODOT
	( 
	N/A

	EGN01760
	Drilled Shaft
	ODOT
	( 
	N/A

	EG005624
	Erosion and Sediment Control Fundamentals
	ODOT
	( 
	N/A

	EG005625
	Erosion and Sediment Control
	ODOT
	( 
	N/A

	EG001141
	Certified Bridge Inspector
	ODOT
	( 
	N/A

	EG001170
	Traffic Signal Inspection
	ODOT
	( 
	N/A

	EG005577
	Traffic Control Technician/Supervisor
	ODOT
	( 
	N/A

	EG001723
	HMAC Inspection
	ODOT
	( 
	N/A


Note: Inspection courses are required for technical staff and thus recommended for all PMs who will manage them.
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3.5  Management Courses

	Course Code
	Course Name
	provider
	PM
	PL

	MG001821
	Management Development Series – Foundational 
	DAS
	( 
	(

	MG001840
	Management Development Series – New to State
	das
	( 
	(

	MG001849
	Management Development Series – Developmental
	das
	(
	(

	MG008510
	Fiscal & Procurement Responsibilities
	ODOT
	(
	(

	MG008517
	Modeling Effective Leadership
	 DAS
	(
	(

	MG008506
	Effective Coaching
	ODOT
	(
	(

	MG001311
	Situational Leadership: The Core
	
	(
	(


3.6  Professional Courses

	Course Code
	Course Name
	provider
	PM
	PL

	PR001976
	Introduction to Project Contracting and Negotiations
	ODOT
	(
	N/A

	PR009545
	Negotiations Mod 1: Rules/Policies/Reqs For Negotiating Personal Serv Contracts
	ODOT
	(
	N/A

	PR009546
	Negotiations Mod 2: Strategies/Tech For Negotiating Personal Serv Contracts
	ODOT
	(
	N/A

	PR009549
	Negotiations Mod 3: Developing Internal Cost Estimates
	ODOT
	(
	N/A

	NHI134049
	Use of Critical Path Method (PM) for Est. Scheduling and Completion
	NHI
	(
	N/A

	PR001079
	News Media Workshop
	ODOT
	(
	(

	PR001978
	Public Speaking 101
	ODOT
	(
	(

	PR009516
	Presentation Skills
	ODOT
	(
	(

	PR009551
	Time Management And Organizational Skills
	ODOT
	(
	(

	PR001090
	Train the Trainer
	ODOT/DAS
	(
	(

	
	Systematic Development of Informed Consent (SDIC)
	ODOT/DAS
	(
	(

	
	Delivering Exceptional Customer Service
	DAS
	(
	(

	
	Fish!  Customer Service
	das
	(
	(

	
	Conflict Management
	DAS
	(
	(

	
	Teamwork: Learning from Experience
	DAS
	(
	(

	
	Facilitating Effective Teams
	das
	(
	(

	
	Leadership for Sustainability
	das
	(
	(

	
	Negotiation Strategies for the Workplace
	das
	(
	(

	
	Interpersonal Communication
	das
	(
	(

	
	Making Effective Presentations: A Refresher
	das
	(
	(

	
	Stress for Success
	das
	(
	(

	
	Writing for Easy Reading
	das
	(
	(
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3.7  Safety Courses

	Course Code
	Course Name
	provider
	PM
	PL

	EM001810
	Emergency Preparedness
	ODOT
	(
	(

	SA001013
	Defensive Driving
	ODOT
	(
	(

	SAWB1222
	New Employee Orientation to Safety
	ODOT
	(
	(

	SA001047
	Personal Protective Equipment
	ODOT
	(
	(

	SA001048
	Blood-borne Pathogens
	ODOT
	(
	(

	SA001017
	Fire Extinguisher Safety
	ODOT
	(
	(

	SA001018
	First Aid/CPR
	ODOT
	(
	(

	SA001686
	Fall Protection Awareness
	ODOT
	(
	(

	SA001559
	Confined Space Awareness
	ODOT
	(
	(

	SA001024
	Hearing Conservation
	ODOT
	(
	(

	SA001571
	Ergonomic Awareness
	ODOT
	(
	(

	SA001035
	Back Safety Awareness
	ODOT
	(
	(

	SA001022
	Hazard Communication Training
	ODOT
	(
	(

	SA001001
	Incident Analysis
	ODOT
	(
	(

	SA007002
	Workplace Violence Prevention - Employees
	ODOT
	(
	(


Note: For more information about additional safety courses that may be required contact your safety manager or go the safety training web site at http://intranet.odot.state.or.us/hr/hrtraining/safetytraining/safetymgr.htm 
	Legend
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3.8  Technical Courses

	Course Code
	Course Name
	provider
	PM
	PL

	TE010581
	ODOT Resource Management System(RMS)Overview(
	ODOT
	(
	(

	TE010584
	ODOT RMS Role-Based Training:  Schedule Manager(
	ODOT
	(
	(

	TE010585
	ODOT RMS: SharePoint Basics(
	ODOT
	(
	(

	TE001337
	Personal Services Contracting Mod 1: Contract Processes
	ODOT
	(
	(

	TE001338
	Personal Services Contracting Mod 2: Contract Administration
	ODOT
	(
	(

	TE001339
	Personal Services Contracting Mod 3: SOW
	ODOT
	(
	(

	TE010533
	Project Delivery Work Planning (PDWP) ((
	ODOT
	(
	(

	TE010536
	Project Risk Insurance Assessment ((
	ODOT
	(
	(

	TE010524
	Project Tracking Tool ((
	ODOT
	(
	(

	TE010530
	Annual Business Line Forum
	ODOT
	(
	(

	
	Principles of Public Contracting – BA 161
	DAS SPO
	(
	(

	
	Procurement Ethics
	DAS SPO
	(
	(

	
	Oregon Project Management Certification Program (OPMCP)
	DAS
	(
	(


NOTES for Technical Courses:

Starred (() courses are offered on an individual basis; to schedule training, contact the following:

( ODOT Resource Management System (Overview, Resource/Schedule Managers, SharePoint Basics)

Email:   james.d.garrard@odot.state.or.us    Phone:  503-986-3533  


(( PDWP, Project Risk Insurance Assessment, Project Tracking Tool Training

Email:   Kimberly.Hunn-Basl@odot.state.or.us  Phone:  503-986-3296 

 Technical Services offers additional technical and engineering courses 

Email:   margaret.p.zahler@odot.state.or.us    Phone:   503-986-6614 
Many other courses are offered through a variety of sources which may be of benefit or interest to some employees. For the most current information about them, please visit the following Web sites:

· ODOT Training 

http://s-salemrev-69/stc/student/psciis.dll?linkid=614456&mainmenu=STUDENT&top_frame=1 

· Department of Administrative Services (DAS) Training

http://www.das.state.or.us/DAS/HR/training.shtml 

· State Procurement Office (SPO) Training

http://www.oregon.gov/DAS/SSD/SPO/training-menu.shtml
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