
P R O J E C T  P L A N N I N G
C H L O E  L E V Y



My overall style of project management is to include everything that needs to be done each week in my life. This includes work
and other activities outside of my content creation. My rationale behind this is to stay up to date with everything I need to do and
make sure I can do it in the time given. Allowing for nothing to collide.
 I currently work a full time job, I’m enrolled in a second class, and trying to balance all that with other just life stuff. If I can get
everything down on one page then I will clear my head to focus and get work done.

This is all about understanding limitations. I broke my takes down into different groups. My other class Capstone Class and the
tasks needed for the week. Things outside of school, for example I’m having people flying in from out of state to visit, so my
tasks need to be planned around the days that I will be showing people around and potentially doing tasks at night or early in the
morning. Understanding when I work best will help eleviate the overall stress of the week

I have a group for the Content Creation Class as a place to understand my overall deliverables for the week plus any meetings I
need to attend.

A group for Blogs, breaking down the small detailed steps so I don’t forget anything. By that I mean making sure I have reference
links in my post and self created images throughout.

I have a group just for the Bibliography because with all those sources I need to make sure my formatting, annotations and
anything else is correct.

My last few groups are for Pre-Production, Production, and Post Production, this is overall my weekly routine on getting ready to
shoot, shooting the video and editing it all together. That will be added to and changed each week according to each week's
video theme and idea.

And the last group is for the following week's assignments. Just in case everything gets finished, this is where I can check last.







Monday.com
I chose Monday.com after trying out a few different options because for
me this flowed the best and made the most sense. I also really love the

Status feature, priority feature and the timeline to be know exactly when
the due date it. I keeps me honest and consistently checking to make sure

I have not missed anything.







To manage the remaining five weeks of the course effectively, I’ve developed a
structured weekly workflow that balances productivity and my well-being. I use
Monday.com to organize tasks and deadlines digitally, while also maintaining a

handwritten weekly “To Do” list.

Writing things down helps understand clearly what actually has to be done and just
visualizes the plan for the week.

Each weekend either Saturday or Sunday, I’ll begin pre-production for the week’s
content by deciding on the theme, writing the scripting, planning the shortlist and

gathering necessary materials.

Filming will take place on Monday or Tuesday, depending on availability and
preparation. This will be followed by writing the accompanying blog post for the

week, which I aim to complete shortly after recording, while the ideas are still fresh. I
also want to get ahead of it so that I don’t forget or feel overwhelmed later in the

week.







Editing will start Wednesday and likely continue into Thursday, as editing is a more
time-consuming area for me. I’ve built this buffer intentionally to avoid last-minute

stress.
Final posting will happen most likely on Friday, giving me a consistent end-of-week

deadline with time if anything gets messed up.

Throughout the week, I’ll also update any course-related documentation and ensure I
stay aligned with weekly objectives and artifacts.

By frontloading preparation on the weekend and spacing out tasks over multiple days, I
give myself the room to stay on top of assignments while still having time to

decompress and do work for other classes.
This repeatable schedule allows me to put my best foot forward in each task of the

process, reduce burnout, and maintain high-quality output. My goal is not just to stay
ahead but to create with intention and balance.


