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TO: All Workers
FROM: Rachael Project Manager
DATE: January 21, 2021
SUBJECT:  Improving Time Management 
          After several phone calls with our managing directors, it is important to start several steps to help our workers use their time effectively. This will help workers manage their work time and break time. Project managers are overwhelmed, and most do not meet deadlines, which leaves some of the projects pending.  Workers casually spend more time at the cafeteria or gossiping instead of dedicating the time to work and meet deadlines. Others are late for meetings or even walk out in the middle of the meeting to continue their conversions. According to research, most workers spend a maximum of 3-4 hours talking or even wasting time around their workplaces. Talking and catching up is necessary but should be done at the right time instead of gossiping about colleagues. The cafeteria is a nice place to relax from intense meetings but should not be used at the wrong hours. Proper follow-ups on projects should be done instead of leaving everything to the project managers, who are always overwhelmed.
How effectively do you Think Rachael Spend her Day?
Rachael spends most of her trying to catch up with pending meetings while maintaining a positive outlook as a project manager. She uses her time to solve all the arising problems, including promises to help her colleague on her project while promising to update her boss on the colleague who is allegedly using drugs. She, at some point, closes her door with a “do not disturb sign" to concentrate on her work but is later disturbed by one thing or another. She is not very effective as she has undedicated colleagues who are a distraction.
What the Case Study Tells Us What it is to be a Project Manager
This case study tells us that a project manager is like a captain in a large ship that should give the right direction to their teams. A project manager is responsible for the team's work and effort and should ensure they perform. They should ensure that their teams are doing what is expected of them and at the right place.  From the case study, some employees leave in the middle of the meeting while others are late to avail themselves for the meeting. Also, John did not properly follow up on their client's disappointments leaving the burden to Rachael to handle the mess. This shows that she is their pillar and ought to show them directly instead of handling things independently, as seen when she confronts Mary, a senior marketing manager instead of sending one of her team.
Three Activities Recommended for Rachael to Become an Effective Project Manager
One, she should learn how to delegate her job. Most of the time spend by Rachael is doing things on her own, which is draining and time wasting as seen in her office once she gets in the morning with pending emails and calls.
She should stick to her schedule unless in emergency cases. This will help her avoid doing things outside her schedule like entertaining small talks and doing favors for her colleagues. This will also help her clear some pending matters like answering emails and taking care of her important clients.
She should be stricter with her workers as their boss. Most of her workers are relaxed by getting late to meetings and leaving in the middle of the meetings. She should also motivate her teams, as seen from the un-enthusiastic responses when she greets them “good morning." 








