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TRAINER’S MATERIALS 

MODULE:  LEADERSHIP 

TOPIC 3:  DECISION-MAKING TECHNIQUES 

TRAINER’S MANUAL OF THE TRAINING SESSION 

DURATION OF THE SESSION: 120 MINUTES 

  

 

Time Table of Content How 

5’ Introduction to the Training 
The trainer will introduce the topic of Decision-Making techniques in 
project management and leadership. 

Part of the opening speech can include these ideas: In project management 
you make decisions on a daily basis. Most are relatively unimportant; some 
are critical and will cause the project to be successful or to fail. 
During the next two hours you will learn simple, yet very powerful tools and 
techniques of decision-making, which can be used by you directly, or among 
your project management team members.  

● The trainer will explain 
the purpose of this 
session. 

● The trainer will explain 
and present the topic 
of Decision-Making.  

● The trainer will show a 
table of content. 

● Presentation. 
 
 

20’ Presentation of the Topic 

Before starting the power point presentation of the topic, there will be a 
small exercise for the participants – Q&A. Ask participants these questions: 

1. What was the best decision you have ever made and why? 

2. What was the worst decision you have ever made and why? 

Give participants 5 minutes to think about their answers. And then discuss 
them in the whole class (5’). 

After this part there will be a short presentation about the topic, do not 
forget to define the 7 steps of decision-making (10’): 

Step 1: Identify the decision. 
Step 2: Gather relevant information. 
Step 3: Identify the alternatives. 
Step 4: Weigh the evidence. 
Step 5: Choose among alternatives. 
Step 6: Take action. 
Step 7: Review your decision & its consequences. 

● Discussion – Q&A 
individually. 

● Participant’s 
handbook. 

● Presentation. 
♦  

20’ SWOT Analysis ● Exercise no. 1. given 
by the trainer to the 
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Before starting this exercise, present to the participants the tool of SWOT 
Analysis. Details of this tool and technique are also described in the 
Participant’s handbook on page no. 6 (5’). 

In a SWOT analysis, you essentially take a long, hard look in the mirror and 
determine what your organization is really good at, what it could get much 
better at, areas for growth, and what external factors could undermine your 
efforts. The ultimate goal of SWOT analysis is to match strengths with 
opportunities to determine a clear path to success, or uncover weaknesses 
that could be exploited so that they can be avoided in your organizational 
strategy. 

Elements of SWOT analysis are Strengths, Weaknesses, Opportunities and 
Threats. 

Then follow these steps to complete the SWOT Analysis exercise: 

1. Group participants into 4 groups, each group define one element of 
the SWOT analysis. 

2. Give them the exercise tasks: Decide, whether to hire an intern for 
your new project, or not. 

3. Let the participants fill in the exercise in groups as divided (10’). 

After, provide a group discussion about filling the SWOT analysis and the 
decision for this task (5’). 

participants (SWOT 
Analysis). 

● Participant’s 
handbook. 

● Presentation.  
● Discussion. 
❖  

30’ Decision Matrix Analysis 

Before starting this exercise, present to the participants the tool of Decision 
Matrix Analysis. Details of this tool and technique are also described in the 
Participant’s handbook on page no. 7 (5’). 

Decision Matrix Analysis is a useful technique to use for making a decision. 
It is particularly powerful where you have a number of good alternatives to 
choose from, and many different factors to take into account. This makes it 
a great technique to use in almost any important decision where there is 
not a clear and obvious preferred option. 

Then follow these steps to complete the Decision Matrix Analysis: 

1. Group participants into 5 groups. 

2. Give them the exercise tasks: Decide for your new project video 
which external supplier will provide the service. 

3. Explain participants the steps. The Analysis consists of these 5 
steps: 
Step 1: List your options and your factors: 
Tell participants to list all of their options as the row labels on the 
table, and list the factors that they need to consider as the column 
headings. For example, if they were buying a new laptop, factors to 
consider might be cost, dimensions, and hard disk size. 

Step 2: Assigning scores to each option: 
Next, tell them to work their way down the columns of their tables, 

● Exercise no. 2. given 
by the trainer to the 
participants (Decision 
Matrix Analysis). 

● Participant’s 
handbook. 

● Presentation.  
● Discussion. 
❖  
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scoring each option for each of the factors in their decision. Tell 
them to score each option from 0 (poor) to 5 (very good). Note that 
they do not have to have a different score for each option – if none 
of them are good for a particular factor in your decision, then all 
options should score 0. 

Step 3: Determining weightings: 
The next step is to work out the relative importance of the factors 
in their decision. Show these as numbers from, say, 0 to 5, where 0 
means that the factor is absolutely unimportant in the final 
decision, and 5 means that it is very important.  

Step 4: Calculate weighted scores: 
Now multiply each of your scores from step 2 by the values for 
relative importance of the factor that participants calculated in step 
3. This will give them weighted scores for each option/factor 
combination. 

Step 5: Calculate final scores:  
Finally, add up these weighted scores for each of their options. The 
option that scores the highest wins. 

4. Let the participants fill in the exercise in groups as divided (20’). 

After, provide a group discussion about filling the Decision Matrix Analysis 
and the decision for this task taken by each team (5’). 

20’ Decision Tree 

Before starting this exercise, present to the participants the tool of Decision 
Tree. Details of this tool and technique are also described in the 
Participant’s handbook on page no. 8 (5’). 

A decision tree is a specific type of flow chart used to visualize the decision-
making process by mapping out different courses of action, as well as their 
potential outcomes. 

Decision trees typically consist of three different elements:  

● Root Node: This top-level node represents the ultimate objective, or big 
decision participants are trying to make. 

● Branches: Branches, which stem from the root, represent different 
options—or courses of action—that are available when making a 
particular decision. They are most commonly indicated with an arrow 
line and often include associated costs, as well as the likelihood to 
occur. 

● Leaf Node: The leaf nodes—which are attached at the end of the 
branches—represent possible outcomes for each action. There are 
typically two types of leaf nodes: square leaf nodes, which indicate 
another decision to be made, and circle leaf nodes, which indicate a 
chance event or unknown outcome. 

To provide the exercise, follow these steps: 

● Exercise no. 3. given 
by the trainer to the 
participants (Decision 
Tree). 

● Participant’s 
handbook. 

● Presentation.  
● Discussion. 
♦  
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1. Explain participants the exercise. 

2. Give them the exercise tasks: Decide, whether to prolong the 
project due to covid-19 or not. 

3. Let the participants fill in the exercise in individually (10’). 

After, provide a group discussion about filling the Decision Tree individually 
and taking participants’ decisions for this task (5’). 

20’ Pros and Cons Method 

At the beginning of this exercise, give participants a brief definition of the 
technique (5’). Participants should do this exercise individually (10’). 
Participants have this method in the Participant’s handbook on page no. 10. 

In this exercise you can let participants do decide about their individual 
challenge to solve, decision to make. 

After, provide a group discussion about how participants decided using this 
technique (5’). 

● Exercises no. 4. given 
by the trainer to the 
participants (Pros and 
Cons Method). 

● Participant’s 
handbook. 

● Presentation. 
♦  

5’ Feedback and Summary of the Session  

The aim of this session was to make the participants understand simple and 
effective tools of decision-making to be apple to execute their projects 
more efficiently and manage their project management teams better and 
therefore also become a better leader.  

The next step will be to apply, ideally all of these techniques to your work 
as project manager/leader and in work with your project management 
team while making decisions. 

At the end of the summary part, ask participants a couple of feedback 
questions (5’): 

● Which three points did you learn during this session? 

● Which tool and when will you apply to practice as first and why? 

● What was the AHA moment(s) for you? 

● Trainer’s speech. 
● Group discussion. 

 


