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Project Time Management Course

This course provides an in-depth exploration of advanced
techniques for planning, managing, and controlling project
schedules. Students will develop the skills to create, analyze, and
manage the critical path, as well as apply resource leveling
strategies and schedule projects within various constraints,
including limited resources, time, cost, quality, risk, and
communication. Emphasis will be placed on mastering advanced
scheduling software tools and applying formal scheduling
methodologies to ensure effective project delivery.
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Project time management is the process of planning, scheduling and overseeing
activities required to complete a project. Organizations use it to define
milestones, meet deadlines, stay within budget and work toward project goals. It's
typically handled by a designated project manager, but also involves team
managers responsible for helping employees with their own time management

skills.
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Why Project Time Management Matters:

» Helps balance study, assignments, and personal life.
» Prevents last-minute stress before deadlines.

» Builds discipline and accountability.

» Improves academic performance.

Project Time Management
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Academic Benefits

Better planning for assignments, projects, and exams.
Ability to set priorities and meet deadlines.

Reduces procrastination and wasted time.

Increases productivity and efficiency.
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Personal Development Benefits

Enhances problem-solving and decision-making.
Improves focus and concentration.

Encourages self-motivation and independence.

Builds confidence in handling multiple responsibilities.
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Career Preparation

» Time management is a top skill employers seek.

» Prepares students for real-world projects and deadlines.
» Creates strong habits that carry over into professional life.
» Makes teamwork smoother by respecting others’ time.

Project Time Management
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Real-Life Example

» A student with poor time management may:
= Miss deadlines, submit incomplete work, feel stressed.
» A student with good time management may:
= Finish tasks early, have time for revision, and perform better in exams.

Project Time Management
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Remember, project time management is not the same as project management.
The latter involves setting up workflows. The former ensures those workflows are
completed in a timely manner. To do it well, follow these eight steps.

1. Plan your project

The first step is to build a project plan. Outline how you'll structure, implement and
monitor each aspect of the project as it progresses. This plan will provide visibility to
everyone involved, from employees responsible for deliverables to the stakeholders you
report to.



8 steps to effective project time management MIDOCEAI\I

2. Define your deliverables

Next, create a list of all the assignments required to successfully complete your project.
Start by identifying overall activities before dividing each one into a subset of individual
subtasks. This step helps ensure you don’t overlook important interdependencies or set
unrealistic deadlines because you didn’t have the full picture.

3. Organize project tasks

Once you have a full list of activities, decide what order to complete them in. For
example, should web design start after copywriting is finished? Or will the two activities
occur simultaneously? When in doubt, ask. Your project team may have suggestions
based on lessons learned from previous projects.
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4. Create a timeline

As long as you know approximately how long each task and activity will take, you’re
ready to create the project timeline. If you don’t know, go back to step three and ask
employees for their input. Then use those activity duration estimates to arrange
milestones and set deadlines in the appropriate order.

5. Assign jobs

Distributing tasks involves more than just deciding who will work on what. You also need
to examine employees’ current workloads and decide how your project fits in with
others already in progress. This will help you distribute workloads fairly and efficiently —
if the same employee is responsible for multiple tasks, this will affect your timeline in
step four.
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6. Use project planning tools

Finding the right scheduling and planning tools helps streamline project time
management. For example, Gantt Charts provide graphical representations of project
activities so you can visualize project schedules and dependencies. Or you might prefer
basic project management software to house all your lists, calendars, charts and
timelines in a central location.

/. Communicate regularly

If your team is continually behind schedule, you might need to provide more clarity.
Open communication will help you see when someone is overwhelmed or you need to
adjust expectations. Likewise, inform stakeholders of progress through regular updates
to help prevent confusion or uncertainty.
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8. Minimize distractions

A big part of keeping projects on schedule involves supporting team members. Offer to
help employees structure their time, and minimize potential distractions so they can stay
focused on tasks. Ensure employees have access to an environment where productivity
can thrive and take other measures like eliminating unnecessary meetings.



https://www.activtrak.com/blog/distractions-in-the-workplace/
https://www.activtrak.com/blog/how-to-reduce-unnecessary-meetings/
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