Life Work Q&A #99

This episode of Life work Q&A is brought to you by the how to Academia webinar Series this year. The series has been designed to help you explore different aspects of your professional identity, like your values goals and superpowers will also strategize about how to effectively Network how to best document your accomplishments and how to engage in meaningful productivity to grow your body of work.

Each webinar in the series includes a slide deck reflective worksheets and a live Q&A session after the live event a replay option is provided to view at your convenience. I'm also thrilled to announce that individual participants who register before September 15th, 2018 receive a complimentary copy of my new book managing your professional identity online institutional members receive 10 copies.

Learn more about the how to Academia series and register to join us in exploring your professional identity at how to Academia. You're listening to live work Q&A episode 99. Hey there and welcome to life work Q&A where I answer a listener question each week and provide resources and guidance to help you take your life and work to the next level.

I'm your host. Dr. Katie Linder. This week. I'm answering a question that comes from Heather and it was submitted to me via Twitter and Heather was interested in knowing how I track progress on large projects and specifically she was wondering about do I track them by Time by task is their software that I use um, and this is a really good question.

And this is actually um kind of strategic planning and and tracking and all those kinds of things. I definitely consider to be one of my superpowers, so I'm happy to break this down and. Or some of the things that have worked for me. Um, but also it's important to know that I change this up quite a bit depending on what the project is and I use some new tools specifically with my most recent bigger project.

So it'll by Design which I'm happy to talk a little bit more about. The other thing you might want to keep an eye out for is um season 3 of my other podcast where I co-host with Sarah Langworthy and we discuss our sigh businesses. I am doing a complete breakdown of how I built soda by Design and that might be of interest to you as well.

So when that's ready, I'll go ahead and link to it in the show notes. So you can take a listen with any larger project. One of the key ways that I get started is by outlining the project and this is typically in terms of tasks. Um, When it comes to book projects or courses that I'm designing I usually have a general sense either from The Proposal or the general content that I know I want to cover.

What's the size? How many chapters were will there be how many modules were will there be that kind of thing? And I try to do a pretty detailed content outline and that really helps me to have a better understanding of the size and the scope and the scale of the project that I'm going to be working on.

So that's a really important piece for me. Um, the other thing that I think is important to note with that is oftentimes, I outline new projects in a pretty informal way. I don't like sit down and say I'm going to outline this project. I I kind of have a document. Sometimes it's on Google Drive or my phone or sometimes.

Reading an outline or something in canva and I just kind of chip away at it until I feel like it's done. So, um, I usually start projects without a lot of time pressure, um to kind of make sure that I'm like hitting a deadline in terms of getting that outline done. It's usually something that I'm kind of just like playing with for a long time and then I get it to a place where it feels ready to go.

And then I feel like I can do at that point. I kind of a rough time estimate of how long I think it will take me to get it done. Um, and when it comes to things like books, I often have a deadline where I submit kind of a proposal and I tell my editor when I plan to have it done and then I can work backward from that deadline and make sure I have enough time to get it completed.

But when it comes to things like course building or um building a the new coaching program, I'm working on. Um, it's more of a timeline than a deadline and I know that in general I want to kind of roughly get it done within this time frame, but I'm not giving myself. A specific date by which I want to get it done.

So I would say Heather to begin with I focus a lot more on the tasks. And then once I've started the project, I don't really track my time a whole lot to be completely honest. Um, I do sometimes have some sharing. Um, I do like public sharing of my process on places like Instagram and that becomes kind of a record of of the time that was spent.

Um, but I'm not kind of opening up a spreadsheet and like logging, you know the minutes and I'm working on something or even like word counts necessarily. Um, but it kind of depends on the project when I'm doing more of a Sprint Style with a project like I have a uh, writing Retreat or something like that.

Then I'm typically logging things like word counts just to give myself, um some motivation of what I'm able to get done. Um oftentimes I will try to write down everything I can when it comes to working on these large projects because it allows me to have kind of that sense of small wins where I can like checkboxes or cross items off a list and that helps me to know, um, that things are getting done and a good example of this really recently was when I was transitioning, um the podcast into this new radical self-trust podcast Channel.

I had a massive to-do list on my phone that how was everything. From transitioning the show notes from the old websites to my main website. I had to go through and edit those show notes. I had to go through and change all the links on my social media, um for every kind of post that I've ever written that has a link to one of my podcasts.

Um, and I had to make sure that I was. Updating the player and I switched hosts. And so there was a lot of technical work with that. So I had a list of easily 40 to 50 things on my phone that I used as kind of a way to remind myself of here's what you have left that you need to keep working on. So there's lots of different ways.

I think that you can kind of track and um catalog for yourself what it is that you're doing with a larger project, but for me having something that I can physically cross off or check off is really important. So, um that leads me to one tool that I found to be really helpful for this and I used it extensively on my total by design project and you can actually see examples of this in the Instagram story that I created around this and it's called design flow.

Um, and this is right in my profile if you go to my Instagram account. And that is the tool are table and are table is kind of like excel in the cloud and what it allows you to do is to create databases if you want to but I used it to kind of track and catalog all the different tasks that I had to do for the different modules that I was creating for subtlebydesign.

And this worked as specially well because there were a lot of repetitive things. Like I knew I would have to um, edit a bunch of videos. I knew I would have to um, create an upload a bunch of transcript files, you know, there were certain things that had to happen multiple times across all of the different modules and it allowed me to have all of that in one place and to make sure I wasn't dropping or forgetting to do anything-- Um, really what it kept me from doing was making like small mistakes because I was trying to juggle so many different things with that particular project.

And um, it really did help me to have a sense of motivation as I was moving forward and it also helped me to establish Milestones, um because of the way that I was completing the work which I'll talk about in just a second. I was able to kind of check all the things off in one column, um are table also allows you to see like what percentage of tasks is left in a particular column, which is really nice.

So you could kind of see that you are making progress on the project over time. So one way that I did, um complete those tasks which worked really well with are table and kind of how I was tracking. That was I tend to batch tasks and I did this with this little by design project. I also did this recently with the work?

I did on the podcast Channel where if I know I have to do one thing across like a hundred different posts or 100 different videos. Sometimes I will go through and just complete that thing because I kind of get into a mode and a flow of doing it and it's faster for me to just kind of go through and batch that then it would be for me to take.

Um. You know one individual thing and do three different things in it and like complete it so I know that may sound kind of abstract. So let me give an example. Um, so when I switched over all the show notes posts from the you've got this podcast website to my main site. I had to go through and edit all of the links because in the show notes, I reference other kinds of episodes on the show.

And so those episodes were referring back to ygt podcast, which I'm going to be redirecting to my main site Katie. I work so I had to go through and edit all of those different, um show notes episodes to make sure that all the links were correct, and I also had to make sure that the player in that um, Show notes was updated because I've changed to a new host and I decided to change the player and what it looks like.

And then also I had to upload the transcript file, um to make sure that that file was linked in the new website so I could have gone into each show notes post and uploaded the transcript file uploaded the player and edited the show notes and then all of that for one thing. And then moved on to the next one, but it was a lot faster and easier for me to decide.

I'm just going to go in and copy and paste the new player. And so I would like right click and open like 10 different show notes pages in different tabs. And then I would just click through each one and add the kind of player that needed to be in there or add the transcript file or whatever it was and it was a lot easier for me to batch those tasks than it was for me to try to do everything in each show notes page each time.

Now some people might be listening to this and going that's crazy. Why would you do it that way? Um, it just works better for me. So I think that tracking progress on large projects. It was better for me to be able to check off this idea that I have replaced all the players in the show notes versus having to say I've updated updated every show notes page with the transcript the player the edited links like it would have taken me three times as long to be able to check something off to say that it was done and.

It was more motivating for me to do it in this batch process way. Now. This is also something that I did with subtlebydesign. I scripted all the videos before I started recording them. I recorded all the videos before I started editing them. I edited all the videos before I started posting them. So I mean I try to do things in batches and that helps me to track like everything in a certain, um area of the project is done and I can kind of move forward with.

So irritable was really helpful for that because I could track edit kind of a smaller level what was going on with each video module. Um, what was going on with each of the parts of the workbook that I was creating and I was able to kind of cross things off my list as I went. Now the other thing that I think that helps you to create is Milestones.

So if you're batching in that way and tracking your progress you get a sense of like when are you approximately 50% done, um with getting the project completed or when are you getting kind of close? You can see the light at the end of the tunnel and that's something I think that when it comes to tracking progress it is so tied in with motivation and making sure that you are able to keep moving forward in a way that you're not going to.

In the middle. Um, and I think this is the thing that many people struggle with is you get into the middle of a large project like writing a book for example, and you're just tired. Um, and you need those small wins in order to help yourself to keep going. So Heather, I want to thank you for your question about tracking progress.

I think that um, these are certainly things that have worked for me, but I completely understand that they wouldn't work for everyone and it really is about creating a system for yourself that allows you to see what's in front of you. And have those kinds of small wins that will help keep you motivated to complete the project through to the very end.

So, thanks again Heather for your question and for anyone else who wants to ask a question that could be featured on the lifework human a podcast. You can definitely email me at contact at Katie Lynn, or you can tweet to me at kg underscore Linder or find me on Instagram @ KT underscore lender as well.

Thanks so much for listening to this week's question. I'll be back next week answering another one. Thanks for listening to. Episode of Life work Q&A show notes and a transcript for this episode can be found at Katie podcasts life work is part of the radical self-trust podcast Channel a collection of content dedicated to helping you seek self-knowledge nurtures superpowers playfully experiment live your core values with intention practice loving kindness towards yourself and others and settle into your life's purpose learn more about the rst channel at Katie if you found this episode helpful, Also consider rating and or reviewing the show in iTunes.

Thanks for listening.

