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Goals of this session

• Understand how project management 

approaches and concepts such as the 

“triple constraint” and “scope creep” 

can help you manage your workload 

as a research coordinator. 

• Identify tools and strategies that can 

help you stay organized and 

productive.



How many projects do you work on?

The Slido app must be installed on every computer you’re presenting from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design


About me



What is project management

The Slido app must be installed on every computer you’re presenting from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design


Triple Constraint

Real life example: Your PI has asked you to take on more 

responsibilities to add to your already full workload. What 

are some of the implications of this ask? How would you 

respond?



Scope Creep



What are some of the tasks you are 
asked to do in your current role?

The Slido app must be installed on every computer you’re presenting from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design


Are you planning or are you reacting?

• Why plan?

• Tips:

• Plan on a Friday afternoon (or 

another set time each week)

• Make your plan flexible

• Consider your personal life

• Notice and adjust as you execute

The Lazy Genius Podcast: #407 How to 

Create a Flexible Weekly Plan



Talk about a time you missed something

• What did you miss? How did you 

realize you missed it? What were the 

consequences? 

• How did you feel?

• How did you adjust to avoid letting it 

happen again?



Which of these tools have you used 
to stay organized?

The Slido app must be installed on every computer you’re presenting from

https://www.slido.com/powerpoint-polling?utm_source=powerpoint&utm_medium=placeholder-slide
https://www.slido.com/support/ppi/how-to-change-the-design


Managing tasks

Things that tools can be helpful for:

• Task management/assignment (i.e. Trello, 
Asana, Planner, Outlook, paper planner)

• Project organization (i.e. Smartsheet)

• Communication (i.e. Teams, Outlook)

• Collaboration (i.e. Loop)

• Note taking (i.e. OneNote)



My task management strategy

• Create tasks in Microsoft Planner
• Plus: Integration with Outlook, Loop, Teams, etc.

• Only 1 of my PIs wants to use this as a team tool

• Collaboration, project organization, and note-taking in Microsoft 
Loop

• Plus: Visually appealing, not much work is required to make it pretty, 
real time integration with Outlook, Planner, OneDrive, Teams, etc.

• Downside: Can only be shared within organization; buggy; not for 
people who are “technologically challenged”







Prioritizing

• If everything is urgent, nothing is

• How to you determine what is important?
• What kinds of metrics do you use?

• What do you do if you disagree with your PI 
on what is important or urgent?

• What if you have multiple PIs?



Forecasting and capacity

• How long will this project/task take?

• Do you need to schedule a block of time? 

• How many people are involved? 

• Are you responsible? Who else is accountable, should 

be consulted, and needs to be informed?

• Have I done something like this before, or is it a new skill?

• If new, do you know where to find the resources or help 

to do this?

• What are the risks of this project increasing in time, budget, 

scope?

• What else?



Dashboards and Metrics



Flipping the script

• Building a partnership with your PI

• Proactive vs. reactive

• How have you experienced this in your 

journey as a research coordinator?



The Future

• How are you using AI or automation to 

manage and simplify your work? 

• Note taking, scheduling, creating cool 

graphics for PowerPoint slides

• Ethical considerations?



Parting words

• Own your strengths, 

develop your 

weaknesses. Find your 

superpower!

• You are important!

• You have a life that 

matters outside of work.



QUESTIONS?

ADD ME ON LINKEDIN
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