
Describing IT Projects and Processes to Non-Technical
Colleagues and Customers

Introduction to Describing IT Projects

Read the following introduction and answer the questions that follow:

Welcome to this lesson on describing IT projects and processes to non-technical colleagues and
customers. Effective communication is crucial in any professional setting, especially in IT where projects
often involve collaboration between technical and non-technical teams. In this lesson, we will explore the
importance of clear communication, learn how to articulate complex IT concepts in simple terms, and
practice describing IT projects and processes in a clear and concise manner.

1. What is the main purpose of describing IT projects in simple terms?
a) To impress non-technical stakeholders with technical jargon
b) To ensure that non-technical colleagues and customers understand the project's goals and
outcomes
c) To simplify complex technical concepts
d) To avoid explaining technical details

Answer: b) To ensure that non-technical colleagues and customers understand the project's goals
and outcomes

2. Can you think of a situation where clear communication helped in the success of an IT project?
Describe the situation and how communication contributed to the project's success.

Describing IT Projects in Simple Terms

Choose an IT project you are familiar with and write a short description of it in simple terms, as if explaining it
to a non-technical colleague or customer.

What are some common challenges faced when communicating IT projects to non-technical stakeholders?
How can these challenges be overcome?Copyright 2024 Planit Teachers. All rights reserved.



Using Non-Technical Vocabulary

Create a list of 5 technical IT terms and their explanations in simple language.

Technical Term Simple Explanation

Can you explain the concept of "cloud computing" in simple terms?

Practicing Communication Skills

Role-play a scenario where you have to describe an IT project to a non-technical customer. How would you
explain the project's purpose, scope, and expected outcomes?

What are some strategies for handling questions from non-technical stakeholders that you're not sure how to
answer?
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Case Study Analysis

Read the case study of an IT project that faced communication challenges. Identify the communication
issues and discuss how they could have been avoided.

How can effective communication impact the timeline of an IT project?

Group Activity - IT Project Pitch

Group Task:

Divide into small groups and assign each group an IT project scenario. Prepare a pitch to present to
the class, describing the project's purpose, scope, and expected outcomes in simple terms.

What are some benefits of effective communication in IT project management?
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Effective Communication Strategies

Read the following strategies for effective communication in IT projects and answer the questions that
follow:

1. Active listening: What does it mean to be an active listener, and how can it improve communication
in IT projects?

2. Clear and concise language: Why is it important to use clear and concise language when
communicating with non-technical stakeholders?

3. Non-verbal communication: What role does non-verbal communication play in IT project
communication, and how can it be used effectively?

Communication Tools and Technologies

Research and list 5 communication tools or technologies that can be used to facilitate effective
communication in IT projects.

Tool/Technology Description
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Conflict Resolution and Negotiation

Read the following scenario and answer the questions that follow:

A conflict arises between the IT project team and a non-technical stakeholder regarding the project's
timeline. The stakeholder wants the project to be completed sooner, while the IT team believes that the
current timeline is realistic. How would you resolve this conflict?

What are some strategies for effective negotiation in IT project communication?

Cultural and Language Barriers

Research and list 5 strategies for overcoming cultural and language barriers in IT project communication.

Strategy Description
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Project Closure and Evaluation

Read the following scenario and answer the questions that follow:

An IT project has been completed, and the team is preparing for the project closure and evaluation phase.
What are some key activities that should be performed during this phase?

What are some strategies for evaluating the success of an IT project?

Lessons Learned and Best Practices

Research and list 5 best practices for IT project communication that can be applied to future projects.

Best Practice Description
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Case Study: IT Project Communication

Read the following case study and answer the questions that follow:

A large IT project was implemented to develop a new software system for a major corporation. The project
team consisted of technical and non-technical stakeholders. However, the project faced significant
communication challenges, leading to delays and cost overruns. What were some of the communication
issues that arose during the project, and how could they have been avoided?

What are some lessons learned from this case study that can be applied to future IT projects?

Group Activity: IT Project Communication Plan

Group Task:

Divide into small groups and assign each group an IT project scenario. Develop a communication
plan for the project, including strategies for effective communication, conflict resolution, and
stakeholder engagement.
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Reflection and Evaluation

Reflect on what you have learned throughout this course and evaluate your own communication skills in the
context of IT project management.

What are some key takeaways from this course that you can apply to your future career in IT project
management?

What are some areas for improvement in your own communication skills, and how do you plan to
address them?

Final Project: IT Project Communication Plan

Develop a comprehensive communication plan for an IT project, including strategies for effective
communication, conflict resolution, and stakeholder engagement.
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Conclusion

Summarize the key concepts learned throughout this course and reflect on the importance of effective
communication in IT project management.

Effective communication is critical to the success of IT projects. By understanding the principles of
effective communication, IT project managers can ensure that their projects are completed on time, within
budget, and to the satisfaction of all stakeholders.

What are some final thoughts or recommendations you have for IT project managers regarding
communication?

Additional Resources

List some additional resources that IT project managers can use to improve their communication skills and
learn more about IT project management.

Resource Description
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Describing IT Projects and Processes to Non-Technical
Colleagues and Customers

Introduction to Describing IT Projects

Read the following introduction and answer the questions that follow:

Welcome to this lesson on describing IT projects and processes to non-technical colleagues and
customers. Effective communication is crucial in any professional setting, especially in IT where projects
often involve collaboration between technical and non-technical teams. In this lesson, we will explore the
importance of clear communication, learn how to articulate complex IT concepts in simple terms, and
practice describing IT projects and processes in a clear and concise manner.

1. What is the main purpose of describing IT projects in simple terms?
a) To impress non-technical stakeholders with technical jargon
b) To ensure that non-technical colleagues and customers understand the project's goals and
outcomes
c) To simplify complex technical concepts
d) To avoid explaining technical details

Answer: b) To ensure that non-technical colleagues and customers understand the project's goals
and outcomes

2. Can you think of a situation where clear communication helped in the success of an IT project?
Describe the situation and how communication contributed to the project's success.

Describing IT Projects in Simple Terms

Choose an IT project you are familiar with and write a short description of it in simple terms, as if explaining it
to a non-technical colleague or customer.

What are some common challenges faced when communicating IT projects to non-technical stakeholders?
How can these challenges be overcome?Copyright 2024 Planit Teachers. All rights reserved.



Using Non-Technical Vocabulary

Create a list of 5 technical IT terms and their explanations in simple language.

Technical Term Simple Explanation

Can you explain the concept of "cloud computing" in simple terms?

Practicing Communication Skills

Role-play a scenario where you have to describe an IT project to a non-technical customer. How would you
explain the project's purpose, scope, and expected outcomes?

What are some strategies for handling questions from non-technical stakeholders that you're not sure how to
answer?
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Case Study Analysis

Read the case study of an IT project that faced communication challenges. Identify the communication
issues and discuss how they could have been avoided.

How can effective communication impact the timeline of an IT project?

Group Activity - IT Project Pitch

Group Task:

Divide into small groups and assign each group an IT project scenario. Prepare a pitch to present to
the class, describing the project's purpose, scope, and expected outcomes in simple terms.

What are some benefits of effective communication in IT project management?
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