
Tips for Success:

Empower your team to act 
and perform by leaving 
micromanagement behind.  
Trust the process and discuss 
with the team if you feel like 
improvements should be 
made.

Do not attempt to schedule 
every available minute for 
your team. Leave some slack 
time to take meetings, learn 
and come up with new ideas.

Visualize your process to 
make it clear for the whole 
team. Use this visual 
representation to discuss 
about what can be improved 
and why.

Empowered Team Slack Time Transparent & Visual 
Process

Work management is a set of tools and practices that help you 
organize the team processes, communication and flow of 

information to increase success.

Identify what work needs to 
be done according to your 
strategy and stakeholder 
input. Decide how you will do 
it and when it will be 
completed.

Work identification 

 Analyze your process and 
identify what can be improved 
in the future for better 
performance.

Work analysis 

Create a plan on how to 
execute this work. Identify 
resources needed and add 
time estimations.

Work Planning

Review your team’s 
performance and identify any 
bottlenecks that need solving. 

Work review 

Make a schedule of what you 
plan to accomplish to get a 
better idea on the execution 
deadlines.

Work scheduling

Get the team going on what 
was planned and start moving 
towards your goal. 


Work execution

Team Leaders Guide to Work Management

Both terms are similar in the goal, the main difference lies in the scope.   

Work Management vs. Project Management

Work Management focuses on the ongoing tasks and 
operations happening in the team outside of the project 

parameters.

Project management focuses on a singular project and 
achieving success within it.

Tools

Work management uses a 
variety of tools to achieve 
success. Some of the most 
common are:

To ensure the results meet 
their expectations and needs.

To allocate and utilize 
resourcces in the most 
efficient manner.

 To track performance and 
report on the achievement of 
goals.

 To encourage collaboration 
between team members and 
other teams.

To deliver results on time and 
on budget.

To give the team members 
the resources and 
understanding to complete 
their tasks.

To reduce waste and 
redundancies.
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