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1. Th e  m a in  t a sk is t o  p rovid e  a  re lia b le  a n d  e n a b lin g  fra m e w ork a n d  
e n viron m e n t  fo r a c t ivit ie s

2. St a ff: e n ou g h  skille d  a n d  t a le n t e d  st a ff t o  ru n  p ro je c t s
3. P roce sse s, t oo ls a n d  m a t e ria ls fo r m a n a g in g  a n d  t a cklin g  p ro je c t s

• Pro je c t  p o rt fo lio
• Workt im e , re sou rce  a n d  e xp e n se  fo llow -u p
• Te ch n ica l p la t fo rm s t o  w ork a n d  st o re  m a t e ria ls
• Proce ss d e sc rip t ion s
• Role  d e sc rip t ion s
• Sig n a t u re  m a t rice s
• Eq u ip m e n t
• Lice n se s e t c .
• Fle xib le  st a ff p roce sse s
• Da t a  m a n a g e m e n t  p roce sse s 
• Acce ss t o  re se a rch  d a t a b a se s, e t c .

• Usa b ilit y
• Fle xib ilit y

O rg a n is a t io n a l le v e l
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1. Ta ke  ca re  o f t h e  ‘b a ckg rou n d ’ fo r e a ch  p ro je c t
2. Ea ch  p ro je c t  w it h  it s cod e  p ro je c t  cod e , a ccou n t  p la ce  a n d  p la ce  t o  st o re  it s m a t e ria ls
3. A c le a r p ro je c t  p la n  fo r e a ch
4. Re g u la r ch e cku p s o f m a t e ria ls a n d  a ft e r t h e  p ro je c t , st o rin g  m a t e ria ls a s on e  m a in  

ve rsio n
5. Ag re e  o n  co m m on  ru le s fo r e a ch  p ro je c t , e .g . com m u n ica t ion , re g u la r m e e t in g s, 

m a t e ria l st o rin g  a n d  se n d in g
6 . Cre a t e  c la rit y: Ma n a g e m e n t  a n d  o t h e r h a n d b ooks a n d  in st ru c t ion s. Avo id  lon g  

t h e o re t ica l d e sc rip t ion s a n d  re p e t it ion . P rovid e  c le a r e xp la n a t ion s, su m m a rise  t h e  
e sse n t ia ls a n d  u se  t a b le s t o  m a ke  t h e m  q u ick a n d  e a sy t o  re a d  a n d  u n d e rst a n d .

7. Te a m  fo rm a t ion : low  h ie ra rch y, ice b re a ke rs, fa ce -t o -fa ce  m e e t in g s…
8. Re g u la r m e e t in g s a n d  kn ow in g  w h a t  e ve ryon e  d oe s. Also  b a la n ce  w it h  o t h e r w ork a n d  

t a sks
9 . Ma ke  su re  e ve ryon e  kn ow s w h a t  e a ch  p ro je c t  is a b ou t
10. Cle a rly in d ica t e  t h e  t im e  t h e  t e a m  ca n  u se  fo r t h e  p ro je c t  a n d  h ow  it  is d ivid e d  

b e t w e e n  t h e  t e a m .
11. Ba cku p  p e rson s
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12.Ba cku p  p e rson s
13. Wh a t  ca n  yo u  ‘re cyc le ’?
14. Org a n ise  t h e  “b a ckg rou n d ” fo r fle xib le  m a n a g e m e n t
15. Use  c la ssifica t ion , cod in g  a n d  n a m e s in  w ork a n d  re p o rt in g  d ocu m e n t a t ion  t o  e n su re  

t h a t  e ve ryo n e  kn ow s w h ich  file s b e lon g  t o  w h ich  w ork p a cka g e , a c t ivit y o r w orkin g  
ve rsio n , e t c . Fo r e xa m p le , o rg a n ise  file s a n d  fo ld e rs b y w ork p a cka g e s, ye a r-m on t h -d a y 
fo rm a t s, e t c .

16. Be  p ro a c t ive . Ha ve  a ll t h e  a d m in ist ra t ive , fin a n c ia l a n d  con t e n t  d ocu m e n t a t ion  re a d y a s 
soo n  a s p o ssib le  a ft e r t h e  a c t ivit y h a s t a ke n  p la ce . 

17. Pro vid e  co o rd in a t o rs a n d  a u d it o rs w it h  a  c le a r a n d  in t u it ive  a u d it  t ra il. You  m a y a lso  
in c lu d e  lin ks t o  file  lo ca t ion s.

18. He lp  fu t u re  w orke rs. Som e on e  n e w  m a y t a ke  ove r you r w ork o r a u d it  it . Ma ke  su re  you  
d ocu m e n t  e ve ryt h in g  ca re fu lly in  g ood  t im e . 

19. Tra n sla t io n s a n d  e xp la n a t ion s. 
20.Ta ke  in t o  a ccou n t  t h e  d iffe re n t  h o lid a ys, b a n k h o lid a ys a n d  w orkin g  t im e s in  t h e  va riou s 

p a rt n e r co u n t rie s, a n d  in fo rm  o f a n y issu e s in  a d va n ce . Un e xp e c t e d  d e la ys ca n  
com p le t e ly d isru p t  o t h e r p e op le 's sch e d u le s.

P ro je c t  le v e l 2 / 2

AP P ROACH: W o rk s h o p  fo r  Ad m in is t ra t o rs , Ma n a g e rs , a n d  Le a d e rs  8 .10 .20 25



1. Ma n y sa m e  t o o ls a n d  p ra c t ice s a s a t  t h e  p ro je c t  le ve l.
2. Tim e  slo t  t h in kin g  a n d  m a rk t o  yo u r ca le n d a r
3. Ba la n ce d  p rio rit isin g  o f t a sks a n d  p ro je c t s
4. Fo llo w - b o d y rh yt h m  in  w o rk t a sks
5. Wh a t  ca n  yo u  co m b in e  a n d /o r re cyc le
6 . Co n st u c t ive  le a rn in g
7. St ru c t u re
8 . Use  yo u r ‘SMART’s (Sp e c ific , Me a su ra b le , Ach ie va b le  (o r 

At t a in a b le ), Re le va n t , a n d  Tim e -b o u n d )
9 . Ta sk a n d  m e m o ry h e lp
10. Co lo u r co d in g ….

In d iv id u a l le v e l
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