Step by step to effective workload planning

Q: How can | manage a huge task more easily? Q: What if | have too much on my plate?

A: The trick is to split it up into smaller bits! Think of it A: Share the load! Assign tasks to team members who
like eating a pizza slice by slice. It's less overwhelming have the right skills for them. It's like a potluck dinner,
and way more doable. where everyone brings a dish they're great at making.

Q: What's the best way to keep our project on track? Q: What if unexpected changes come up?

A: Set specific, clear goals for each part of your project. A: Be like water and go with the flow. Adjust your plans as
It's like having a roadmap that guides you exactly where needed — flexibility is key in managing any project.

you need to go.
Q: How do we know if we're doing well?
Q: How should I decide what to do first?
A: Keep an eye on your progress and celebrate the small

A: Look at what's most important or urgent and tackle victories. It's like marking off milestones on a road trip
those tasks first. It's like choosing the ripest fruit to eat - it shows how far you've come and keeps everyone
first from a fruit basket. motivated!
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