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

Introduction

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.

Lesson Objectives

By the end of this lesson, participants will be able to:

¢ Explain the importance of clear communication in IT projects

e Describe complex IT concepts in simple terms

¢ Use non-technical language to explain IT projects and processes
¢ Identify and avoid common communication pitfalls

Example

For instance, when explaining a software development project to a non-technical stakeholder, instead of using technical
jargon like "agile methodology" or "scrum framework," you could say "we're using a flexible approach to develop the
software in short cycles, allowing us to adapt to changes and deliver working software quickly."

Lesson Plan

The lesson plan is divided into six sections, each designed to help participants develop the skills and knowledge needed
to describe IT projects and processes to non-technical colleagues and customers effectively.

Section 1: Introduction and Icebreaker (10 minutes)

e Introduce the topic of describing IT projects and processes to non-technical colleagues and customers
e Ask participants to share a time when they had to explain a complex idea in simple terms
¢ Discuss the importance of clear communication in IT projects

Section 2: Video Presentation (15 minutes)

e Show a video on the importance of clear communication in IT projects
e Discuss the video and ask participants to share their thoughts and insights

Section 3: Reading and Discussion (20 minutes)

e Provide a case study of an IT project that was successfully completed due to effective communication
e Ask participants to read the case study and discuss the following questions:

o What were the key communication strategies used in the project?

o How did these strategies contribute to the project's success?

o What can we learn from this example?

Section 4: Speaking Exercise (20 minutes)
¢ Divide participants into pairs and ask them to practice describing an IT project in simple terms to a non-technical
colleague or customer
e Provide feedback and guidance on how to improve their communication skills

Section 5: Grammar Practice (15 minutes)

¢ Focus on the correct use of present simple and present continuous tenses when discussing ongoing projects



e Provide exercises and discuss any questions or doubts participants may have
Section 6: Wrap-up and Conclusion (10 minutes)

e Review the key points learned in the lesson

e Ask participants to reflect on what they learned and how they can apply it in their work
e Provide additional resources and support for further learning

Assessment

The assessment for this lesson will be based on participation in class discussions and activities, the quality of written and
spoken communication, and the ability to describe IT projects and processes in simple terms.

Assessment Criteria
 Participation in class discussions and activities (20%)

¢ Quality of written and spoken communication (30%)
¢ Ability to describe IT projects and processes in simple terms (50%)

Extension Activities

To further reinforce the learning outcomes, participants can engage in the following extension activities:
Create a Case Study

Create a case study of an IT project that faced communication challenges and discuss how effective communication
could have improved the project's outcome.

Develop a Presentation

Develop a presentation to describe an IT project to non-technical stakeholders, using simple language and visual aids to
facilitate understanding.

Write a Reflective Essay

Write a reflective essay on the importance of clear communication in IT projects, discussing how the skills and
knowledge learned in this lesson can be applied in real-world scenarios.

Parent Engagement

To encourage parent engagement, participants can:
Share Learning with Family Members or Friends

Encourage participants to share their learning with family members or friends, discussing how they can apply the skills
and knowledge learned in this lesson in their personal and professional lives.

Provide Opportunities for Parents to Ask Questions and Provide Feedback

Provide opportunities for parents to ask questions and provide feedback on the lesson, discussing how they can support
their children in developing effective communication skills.

Safety Considerations

To ensure a safe and inclusive learning environment, the following safety considerations will be taken into account:
Establish a Respectful and Inclusive Classroom Atmosphere

Establish a respectful and inclusive classroom atmosphere, encouraging participants to respect each other's opinions and
perspectives.

Monitor Interactions to Prevent Harassment or Bullying



Monitor interactions to prevent harassment or bullying, ensuring that all participants feel safe and supported.

Conclusion

In conclusion, describing IT projects and processes to non-technical colleagues and customers is a critical skill for IT
professionals. By understanding the importance of clear communication and learning how to articulate complex IT
concepts in simple terms, participants can enhance their professional relationships, contribute to more successful
projects, and advance in their careers.

Reflection Questions

o What strategies were most effective in engaging participants and facilitating their understanding?
e How did participants respond to the video, reading, speaking, and grammar practice activities?
e What opportunities were there for participants to apply what they learned in real-world scenarios?

Next Steps

The next steps for this lesson include:
Lesson on Presenting IT Projects to Stakeholders

Develop a lesson on presenting IT projects to stakeholders, focusing on the skills and knowledge needed to effectively
communicate project plans, progress, and outcomes.

Lesson on Writing IT Project Proposals for Non-Technical Audiences

Develop a lesson on writing IT project proposals for non-technical audiences, focusing on the skills and knowledge
needed to effectively communicate project goals, objectives, and benefits.

Advanced Concepts

In this section, we will delve into advanced concepts related to describing IT projects and processes to non-technical
colleagues and customers. We will explore the importance of using clear and concise language, avoiding technical jargon,
and using visual aids to facilitate understanding.

Case Study: Implementing a New IT System

A company recently implemented a new IT system to improve efficiency and productivity. However, the technical team
struggled to explain the benefits and functionality of the system to non-technical stakeholders. To address this issue, the
team developed a clear and concise presentation that used visual aids and avoided technical jargon. The presentation was
well-received, and the stakeholders were able to understand the value and benefits of the new system.

Example: Using Analogies to Explain Complex Concepts

When explaining complex IT concepts to non-technical colleagues or customers, it can be helpful to use analogies. For
example, explaining a cloud-based system as a "virtual filing cabinet" can help to simplify the concept and make it more
relatable.

Best Practices for Effective Communication

Effective communication is critical when describing IT projects and processes to non-technical colleagues and
customers. The following best practices can help to ensure clear and concise communication:

e Use clear and concise language

Avoid technical jargon

Use visual aids to facilitate understanding

Focus on the benefits and value of the project or process

Be prepared to answer questions and provide additional information



Additional Tips

Additional tips for effective communication include being aware of your audience, using active listening skills, and being
open to feedback and questions.

Common Challenges and Solutions

When describing IT projects and processes to non-technical colleagues and customers, several challenges may arise. The
following are some common challenges and solutions:

Challenge: Technical Jargon

Solution: Avoid using technical jargon and focus on using clear and concise language.
Challenge: Lack of Understanding

Solution: Use visual aids and provide additional information to help facilitate understanding.
Additional Solutions

Additional solutions to common challenges include being prepared to answer questions, providing regular updates, and
being open to feedback and concerns.

Conclusion and Next Steps

In conclusion, describing IT projects and processes to non-technical colleagues and customers requires clear and concise
communication, avoiding technical jargon, and using visual aids to facilitate understanding. By following the best
practices and tips outlined in this lesson, IT professionals can effectively communicate with non-technical stakeholders
and ensure successful project outcomes.

Reflection Questions

e What are some common challenges that arise when describing IT projects and processes to non-technical
colleagues and customers?

e How can IT professionals effectively communicate with non-technical stakeholders?

e What are some best practices for ensuring clear and concise communication?

Additional Resources

The following additional resources are available to support IT professionals in describing IT projects and processes to
non-technical colleagues and customers:

e Books and articles on effective communication and presentation skills
¢ Online courses and training programs on IT project management and communication
e Templates and examples of clear and concise presentations and reports

Recommended Reading

Recommended reading includes "The Art of Explanation" by Lee LeFever and "Presenting to Win" by Jerry Weissman.

Glossary of Terms

The following glossary of terms provides definitions for key concepts and terminology related to describing IT projects
and processes to non-technical colleagues and customers:

e Agile methodology: an iterative and incremental approach to software development
¢ Cloud-based system: a system that uses remote servers to store and manage data
e Technical jargon: technical terms and language that may be unfamiliar to non-technical stakeholders



Additional Terms

Additional terms and definitions can be found in the appendix or online resources.

Appendix

The appendix includes additional information and resources to support IT professionals in describing IT projects and
processes to non-technical colleagues and customers:

Appendix A: Templates and Examples

Templates and examples of clear and concise presentations and reports.

Appendix B: Glossary of Terms

A comprehensive glossary of terms and definitions related to IT projects and processes.
Additional Resources

Additional resources and information can be found online or in the references cited in this lesson.

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

Introduction

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.

Lesson Objectives

By the end of this lesson, participants will be able to:

e Explain the importance of clear communication in IT projects

e Describe complex IT concepts in simple terms

e Use non-technical language to explain IT projects and processes
e Identify and avoid common communication pitfalls

Example

For instance, when explaining a software development project to a non-technical stakeholder, instead of using technical
jargon like "agile methodology" or "scrum framework," you could say "we're using a flexible approach to develop the
software in short cycles, allowing us to adapt to changes and deliver working software quickly."

Lesson Plan

The lesson plan is divided into six sections, each designed to help participants develop the skills and knowledge needed
to describe IT projects and processes to non-technical colleagues and customers effectively.

Section 1: Introduction and Icebreaker (10 minutes)
¢ Introduce the topic of describing IT projects and processes to non-technical colleagues and customers

e Ask participants to share a time when they had to explain a complex idea in simple terms
¢ Discuss the importance of clear communication in IT projects



Section 2: Video Presentation (15 minutes)

e Show a video on the importance of clear communication in IT projects
e Discuss the video and ask participants to share their thoughts and insights

Section 3: Reading and Discussion (20 minutes)

e Provide a case study of an IT project that was successfully completed due to effective communication
e Ask participants to read the case study and discuss the following questions:
o What were the key communication strategies used in the project?
o How did these strategies contribute to the project's success?
o What can we learn from this example?
Section 4: Speaking Exercise (20 minutes)

¢ Divide participants into pairs and ask them to practice describing an IT project in simple terms to a non-technical
colleague or customer
e Provide feedback and guidance on how to improve their communication skills

Section 5: Grammar Practice (15 minutes)

¢ Focus on the correct use of present simple and present continuous tenses when discussing ongoing projects
¢ Provide exercises and discuss any questions or doubts participants may have

Section 6: Wrap-up and Conclusion (10 minutes)

e Review the key points learned in the lesson
e Ask participants to reflect on what they learned and how they can apply it in their work
¢ Provide additional resources and support for further learning

Assessment

The assessment for this lesson will be based on participation in class discussions and activities, the quality of written and
spoken communication, and the ability to describe IT projects and processes in simple terms.

Assessment Criteria

¢ Participation in class discussions and activities (20%)
¢ Quality of written and spoken communication (30%)
e Ability to describe IT projects and processes in simple terms (50%)

Extension Activities

To further reinforce the learning outcomes, participants can engage in the following extension activities:
Create a Case Study

Create a case study of an IT project that faced communication challenges and discuss how effective communication
could have improved the project's outcome.

Develop a Presentation

Develop a presentation to describe an IT project to non-technical stakeholders, using simple language and visual aids to
facilitate understanding.

Write a Reflective Essay

Write a reflective essay on the importance of clear communication in IT projects, discussing how the skills and
knowledge learned in this lesson can be applied in real-world scenarios.

Parent Engagement



To encourage parent engagement, participants can:
Share Learning with Family Members or Friends

Encourage participants to share their learning with family members or friends, discussing how they can apply the skills
and knowledge learned in this lesson in their personal and professional lives.

Provide Opportunities for Parents to Ask Questions and Provide Feedback

Provide opportunities for parents to ask questions and provide feedback on the lesson, discussing how they can support
their children in developing effective communication skills.

Safety Considerations

To ensure a safe and inclusive learning environment, the following safety considerations will be taken into account:
Establish a Respectful and Inclusive Classroom Atmosphere

Establish a respectful and inclusive classroom atmosphere, encouraging participants to respect each other's opinions and
perspectives.

Monitor Interactions to Prevent Harassment or Bullying

Monitor interactions to prevent harassment or bullying, ensuring that all participants feel safe and supported.

Conclusion

In conclusion, describing IT projects and processes to non-technical colleagues and customers is a critical skill for IT
professionals. By understanding the importance of clear communication and learning how to articulate complex IT
concepts in simple terms, participants can enhance their professional relationships, contribute to more successful
projects, and advance in their careers.

Reflection Questions

e What strategies were most effective in engaging participants and facilitating their understanding?
e How did participants respond to the video, reading, speaking, and grammar practice activities?
e What opportunities were there for participants to apply what they learned in real-world scenarios?

Next Steps

The next steps for this lesson include:
Lesson on Presenting IT Projects to Stakeholders

Develop a lesson on presenting IT projects to stakeholders, focusing on the skills and knowledge needed to effectively
communicate project plans, progress, and outcomes.

Lesson on Writing IT Project Proposals for Non-Technical Audiences

Develop a lesson on writing IT project proposals for non-technical audiences, focusing on the skills and knowledge
needed to effectively communicate project goals, objectives, and benefits.



