Strategies for Managing Multiple Projects

Managing multiple projects can require a higher level of focus and strong
organizational skills. It is essential to have an effective plan to track all of your projects
and tasks in order to prevent mistakes and maintain strong business relationships.
Learning how to stay organized and manage multiple projects at once is an important
asset that benefits every project manager. In this article, we discuss what project
management is, explore strategies for managing multiple projects and list tips to
manage them successfully.

What is project management?

Project management is a streamlined process to help teams meet their goals in a
specific time frame. It involves applying methods, skills, knowledge, deliverables,
techniques and tools to execute projects successfully. You can reach your goals by
implementing a strong and comprehensive process.

Read more: A Complete Guide to Project Management

10 strategies for managing multiple projects

Managing multiple projects can present challenges when following different
procedures to meet deadlines. Here are some strategies you can implement to help
maximize your time and efforts:

1. Start planning
Creating a good plan can help you predict risks, manage your resources and reduce
your workload. To make an effective plan, you can:

Allocate some time to organize your project

Estimate the time each task can take

Build a realistic timeline for your projects

Create a project schedule

You can also use weekly reports to help organize, prioritize and remind you of
future tasks.

Read more: What Is Project Planning? (With Examples)

2. Leverage tools to help you manage resources



Project management apps can help you manage different projects, schedule
meetings and delegate tasks throughout the workday. The apps aid with effective
planning, reporting, time tracking, team collaboration and resource management.
Leveraging these tools can also provide insight on how to improve your processes for
better results.

3. Manage your projects in one place

Having access to all of your projects simultaneously can increase productivity, save
time and prevent confusion or stress. To streamline your work, you can link all of your
projects to one platform for faster access. These apps allow you to have quick
navigation, recognize any risks before they occur and track the progress of all projects
in one place.

4. Learn to prioritize

Successful project managers who manage multiple projects have mastered the skill
of prioritizing. To maximize your time and productivity, it is important to focus on the
tasks that have a greater value than completing tasks that come with convenience.
Make a daily list that comprises the top five priorities you need to achieve for all your
projects on that day. Your list may include project deadlines, assigning new tasks,
ensuring timely deliverables and much more.

5. Establish clear communication

Communication is an important skill that contributes to the success of a project.
When you are managing multiple projects at once, you must communicate with
stakeholders and multiple teams. It is important to share any issues, updates and other
important information clearly and carefully listen to any feedback. Poor communication
can lead to spending more money and time than necessary and can also interrupt the
flow of a project.

Read more: Guide To Improving Team Communication in the Workplace

6. Create a file system

You can use file systems like Google Drive and Dropbox to manage your
documents, assets and files for every project. Using these file systems can help team
members quickly access files from anywhere, increase collaboration and provide
security. This can also increase productivity because you wouldn't have to send emails
and files constantly.

7. Delegate work
When managing multiple projects, it is important to avoid micromanagement. You
can delegate responsibilities and still have control of what is happening. Delegation



creates an environment where your team is accountable for their actions. It also reduces
your workload, providing you with time to plan strategically and focus your attention on
important matters. To perform an effective delegation:

e Assign the task to subordinates
e Educate your team members on their responsibilities and accountability
e Assign some authority when handing over the tasks

Read more: How To Delegate Work To Employees: Frequently Asked Questions and
Tips

8. Update your projects

Project managers are also responsible for managing changes in the projects. When
managing multiple projects, it is important to learn how to respond effectively to those
changes when they occur. Keep your plans updated to avoid missing any essential
information. Use resource scheduling tools that can show you the current state of all
your projects.

9. Conduct meetings with your team

The greatest way to track the progress of multiple projects is by conducting regular
team meetings. The length of the meeting can vary and may cover topics such as the
teams' progress and successes, as well as problems or challenges they've
encountered. If there were problems, provide solutions to ensure the projects continue
effortlessly. Conducting meetings provides you with clarity on how each project is
progressing and which one needs more attention.

Read more: How To Organize and Lead an Effective Business Meeting

10. Manage expectations

It is important to be honest with your clients when discussing resources and
timelines needed for successful project execution. Remaining honest prevents
situations where you have little time and resources for completing the projects. When
managing multiple projects, it is always important to regularly communicate with all the
parties involved to manage and meet their expectations.

Tips to manage multiple projects successfully

Use these tips to help you manage your projects successfully:

e Organize yourself: It is impossible to manage multiple projects without
practicing organizational skills. Make a separate activity log for every project,



and add tasks related to the projects. Assign tasks to team members, add them
to the activity log and add a deadline to the tasks.

Do a weekly review: A weekly review is very important because you may have
unexpected projects or tasks from the client you need to include in your daily
plan. This can affect your weekly deadlines and require you to make certain
adjustments. Therefore, it is important to review your activity log at the end of
the week to see which high-priority tasks are coming the following week.

Allocate time for your tasks: It is important to allocate specific amounts of time
to each task. Your day may involve working on several projects with a varying
number of tasks for each. Using a structured allotment model can help you keep
them in order and minimize errors.

Create time blocks: When managing multiple projects, it is common to want to
focus on everything. You may focus on tasks that don't relate to the project. To
maintain your focus, create proactive blocks where you have the opportunities
to focus on high-priority tasks.

Conduct a standardized overview of your active projects: Conduct an
overview to get the records of every project's costs, workflows and other
relevant information. There are project management software tools that can help
you organize your work and save time. Doing this also enables you to update
your projects effectively.

Remain optimistic: It is important to remain positive to reduce stress and have
a more productive workday.



