
TIME/PROJECT MANAGEMENT TOOLS 
PERSONAL EXPERIENCE FROM AN OVERLY KEEN GUINEA PIG

CATERINA
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INTRO

WHAT I HAVE LEARNED NOT TO DO

Also, don’t mix metaphorical stories
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INTRO

WHAT I LIKE DOING

I can’t start a project until I have a full idea of how it’s going to go / what I expect from it 
This presentation is therefore heavily biased towards my way of doing things
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TIME MANAGEMENT

ANALYSING TIME DATA: WHAT I KNOW

rather invasive why would anyone ever do thisprivate daily list, 
at the end of the day

https://www.rescuetime.com https://www.beeminder.com 

Important note: I’m using the free version of everything 
(because time is money)

https://www.rescuetime.com/security
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TIME MANAGEMENT

A DAILY LIST OF THINGS DONE

✦  After you’re done with a task / a break, log how long  it took 

✦  Honesty needed, but granularity control needed too (this may become distracting) 

✦After a week or so, review:  

✦Did you complete the tasks you wanted?  

✦How does this correlate with deadlines of various sorts? 

✦Did some days feel more tiring than others?  

✦Did some days feel more productive than others?

5



TIME MANAGEMENT

RESCUETIME (NO, I’M NOT GOING TO COVER BEEMINDER)

you decide what program belongs to what category

based on window in focus (uncertainties due to  
not looking at the screen 100% of the time)
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TASK PLANNING

PLANNING: WHAT I KNOW

managed TODO list more advanced 
task managersprivate TODO list

http://www.asana.com 

Note there are theories about this

https://en.todoist.com 

https://www.wunderlist.com 

https://www.atlassian.com/software/jira 

https://app.weekplan.net/ 

TODO+calendar+roles list
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http://www.asana.com
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https://en.todoist.com
https://www.wunderlist.com
https://www.atlassian.com/software/jira
https://app.weekplan.net/


TIME MANAGEMENT

A DAILY LIST OF THINGS TO DO

✦Can be granular or less granular 

✦Granular: I’m going to work on task X for 2 hours, then on task Y… 

✦Advantage: no guilt if it doesn’t get done, you decided in advance 

✦Disadvantage: deadlines don’t wait 

✦Less granular: I’m going to do X 

✦Advantage: better for big picture  

✦Disadvantage: sometimes one needs to move on… 

✦Useful advice I got: first write down all you want/have to do, then choose what you’re doing
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TIME MANAGEMENT

WUNDERLIST/TODOIST
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TIME MANAGEMENT

WEEK PLAN
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Interesting points: roles, urgency/preference quadrant



TIME MANAGEMENT

WEEK PLAN

11

You can make your own percentages. Suggestion: save time to think



TIME MANAGEMENT

ASANA/INSTAGANTT

Note: it tends not to work for analysis teams (past experience)
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TIME MANAGEMENT

ASANA/INSTAGANTT

Note: it tends not to work for analysis teams (past experience)
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TIME MANAGEMENT

TASK WARRIOR
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haven’t tried this myself 



TIME MANAGEMENT

READING ADVICE BY SUCCESSFUL COLLEAGUES
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TIME MANAGEMENT

ADVICE BY SOME OF THESE BOOKS THAT WORKED FOR ME
✦Tell someone what you would like to be doing at the start of the day 

✦Your supervisor, or your plant, or your deisignated debugging rubber duck 

✦Remember however that accountability doesn’t only work as motivation 

✦ If you overcommit, you will be held responsible and feel stressed 

✦Write down everything you want/need to do 

✦Moving it from your head to paper reduces the pressure 

✦  If you choose a task, stay with it without worrying about the next one 

✦Saying no is hard, but concentrating is hard too 

✦ It’s easier if you like what you’re doing and the time you’re putting into it 

✦Not everything work-related is lovely, but if you are spending all your time into things you don’t 
enjoy or feel stressed then there’s the need for a change in habits… 

✦Working in research should be enjoyable, regardless of what many media articles say!
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