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6 SIMPLE STEPS FOR
GETTING THINGS
DONE AT YOUR
SMALL BUSINESS

Whether you are running a for-profit or nonprofit business, an ability

to organize efforts and initiatives is a necessary skill to achieve success.

Effectively executing efforts and accomplishing goals requires planning

and coordination among team members (which may be a combination

of employees, vendors, suppliers, contractors, etc.).

While some small business owners
seem to have a natural knack for project
management, itis not everyone’s strength.
Do not feel defeated if it is not yours and
you do not have the resources to hire a
professional project manager.

With a process in place to guide you,
you—or a designated person from your
team —will become more adept at moving
projects from start to finish.

The following tips will help you create
aroadmap that you can follow whenever
embarking on any new project.
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Print is not dead. in fact,
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in recent years, a flurry of studies
has shown that the reading
experience online is less immersive
and enjoyable than print, which
has implications for how we
consume and retain information.
These studies show that readers
tend to skim and jump around
online more than they do in print.
Print provides a more linear, less
distracting way of reading, which

in turn increases comprehension.

Place Your Ad
in the NEXT issue!

Call (610) 323-6253
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Your 6-Step Guide to Success-
ful Project Management

1. Define your goal and get buy-in
from all project team members: As you
do this, you will want to determine each
team member’s role and responsibilities. In
this step, also consider how the project will
affect your company and how you will
measure the project’s impact.

2. Determine the project deliver-
ables: What key tasks do team members
need to accomplish to move the project
along the path to completion? You will also
need to identify which deliverables depend
on other deliverables, so you can establish a
timeline that puts tasks in a logical order.

3. List the resources you will need:
Assess what you will need regarding
budget, person-hours and tools to complete
the project.

4. Set a timeline and identify mile-
stones to mark your progress: After
knowing what needs to be done and by
whom, create target completion dates for
your project deliverables. In your timeline,
identify interim goals (“milestones”) that can
serve as major landmarks along the way. As
the project progresses, your ability to reach
milestones will help you know if you'll need
to adjust your scope, budget or expecta-
tions. Milestones also help boost morale as
they help project team members see the
progress they have made.

5. Define the collaborative process:
Determine how often your team members
will meet as a group to report their progress
and share any challenges that might prevent
them from fulfilling their deadlines. Schedule
your meetings well in advance, so everyone
on your team can reserve the dates and
times on their calendars.

6. Select a tool to help you stay or-
ganized and keep all project docu-
mentation in a single place accessible
to all team members: A variety of online
tools exist that can help you manage projects.
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WELL CONNECTED TO ALL THE RIGHT RESOURCES
Estamos conectados con todos los recursos

REAL ESTATE OPTIONS
Propiedades

WORKFORCE TRAINING
Entrenamiento de fuerza

de trabajo
BUSINESS TO BUSINESS - ‘ ‘
INTRODUCTIONS & REFERRALS i COUNSELING
Introduccién de negocio m Consejos
anegocio MUNICIPAL, TOWNSHIP,
BOROUGH & STATE OFFICIALS
Ayuda con Municipal,
Municipio, Cuidad,
FINANCING y Oficiales de Estado
Prestamos

Is Your Business Facing Opportunities
or Challenges?
¢ Tienes un desafio o buscas una nueva oportunidad para tu negocio?
We are here to help at no cost to you!
We work to bring tools and resources to the table to help you
grow your small business.
Estamos aqui para ayudarte con la herramienta y recursos
que tu negocio necesita para crecer.

GRCA

GREATER READING

Chamber Alliance

Jobany Bedoya looks
forward to meeting
with you.
Jobany Bedoya esta
disponible
para reunirse contigo.

610.898.7769 * JBedoya@GreaterReading.org
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Call for your Free Consultation!

Dr.Thomas E. Young
is the Region's
Leading Aesthetic
Physician when it
comes to the latest
and most effective

535 North Broad ¢
Lansdale
215.DOC.SKIN (362-7546)

aesthetic
technologies for

. - our face and body!
YoungMedicalSpa.com At A
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ROBOTIC IMAGING GROUP

ACCELERATED CONSTRUCTION, SALES AND LEASING
1

The Pottstown Rotary Club

Wants You!

SAVE TIME AND MONEY. REDUCE
PROJECT RISK. EXPEDITE DESICN
PROCESS.

Create virtual reclity tours for
websites and social media
Google street view integration
Build compeling and interactive
online retall sales strategies
Aerial videos and still photography
Create dimensional point cloud
renderings of as-built structures
Create inexpensive drawings in a
variety of CAD formats
Topographical mapping

=) - Accelerate sales and leasing

ey - o 2 of residential and commercial
Y . o : o . T real-estate
ou are cordially invited to make new friends and Y
business contacts, while engaging in fun activities
designed to serve our community.
(Sl =y info@roboimg.com wwwioboimg.com

This is your opportunity to grow your business and
your circle of friends, and help make your community
a better place to live and work.

Ask SCORE

Join us at 6:30 on Wednesday evenings at Brookside
Country Club for a delicious meal, camaraderie, and a
Rotary meeting where we plan and execute projects to
improve the community.

* Meaningful community service projects

* Fun social activities

* Important business connections

* Deep and lasting friendships

* Opportunity to learn about our community

Call Bill Wellen at
484.886.5396 to learn more!

www.pottstownrotary.org

(Continued from page 55)

Some are more intuitive than others, so
assess your team members’ comfort level
with the technology involved before choos-
ing what you will use. A few examples that
might be a good fit for your business
include Trello, Evernote, Asana, Dropbox
and Google Drive.

Although you might try to save time
by skipping some of the initial steps in
the process, you should resist that
temptation. Successful project manage-
ment begins with thorough planning.
Shortcuts in the beginning could lead

to misunderstandings among team
members—and missed deadlines.

If you need suggestions on how to
manage your projects more efficiently,

PROMOTE YOUR
BUSINESS IN
THE ROUTE 422

BUSINESS ADVISOR!
CALL (610) 323-6253
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consider reaching out to SCORE. SCORE
mentors have expertise in all aspects of
starting and growing a small business,
and they can provide you with free
guidance as you hone your project
management skills.

Since 1964, SCORE “Mentors to America’s
Small Business” has helped more than 10 mil-
lion aspiring entrepreneurs and small business
owners through mentoring and business work-
shops. More than 11,000 volunteer business
mentors in over 320 chapters serve their com-
munities through entrepreneur education dedi-
cated to the formation, growth and success of
small businesses. For more information about
starting or operating a small business, contact
SCORE TriCounty. You can call 610.327.2673,
email tricounty@scorevolunteer.org or visit the
website at wwuw.tricounty.score.org.
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