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Introduction

Project management is the cornerstone of 
success for professional services firms. In fact, 
studies show that organizations with project 
management practices in place have a 92% 
success rate in meeting project objectives. The 
right strategies and methods can help every 
branch of your firm run more effectively — and 
even enable you to lead more impactfully. 

From defining objectives to implementing 
useful strategies, we’ll lay out some tangible 
solutions for keeping your projects on track and 
within budget. 

In this e-book you’ll learn how to:

Introduction

Build KPI reports that make an impact

Prioritize project tasks effectively

Boost productivity with project management
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Empower your team with SMART objectives 

https://www.techopedia.com/project-management-statistics
https://www.techopedia.com/project-management-statistics
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SMART objectives

In today’s fast-paced and competitive business 
environment, setting clear and achievable goals is 
paramount to success. However, merely outlining 
objectives isn't enough; they need to be SMART. 

Empower your 
team with 
SMART objectives

01 
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SMART objectives
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Specific
Objectives should be clear, precise, and unambiguous. They answer the 
questions of who, what, where, when, and why. Specificity eliminates 
confusion and provides a roadmap for action.

Goals must be quantifiable to track progress effectively. Establishing 
measurable criteria enables teams to gauge success objectively and make 
necessary adjustments along the way.

While it’s essential to aim high, objectives should also be realistic and 
attainable. Setting unattainable goals can lead to demotivation and burnout. 
It’s crucial to strike a balance between ambition and feasibility.

Objectives should align with broader organizational goals and contribute to 
overall success. They must be relevant to the team's responsibilities and the 
company's mission to ensure meaningful impact.

Setting deadlines creates a sense of urgency and accountability. It helps 
teams prioritize tasks, stay focused, and work efficiently towards 
accomplishing their objectives within a specified timeframe.

Measurable

Achievable

Relevant

Time-bound

What are SMART objectives?
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SMART objectives

SMART objectives provide clarity and 
focus by clearly defining what needs 
to be achieved, why it's important, 
and how success will be measured, 
keeping everyone on the same page. 

When individuals are responsible for 
specific tasks or outcomes, they are 
more likely to take ownership of their 
work and strive for excellence. 

SMART objectives provide a sense 
of purpose and direction, fostering 
a positive work environment where 
individuals feel empowered to 
contribute meaningfully towards 
shared goals. 

SMART objectives enable teams to 
adapt to changing circumstances 
while remaining focused. By regularly 
reviewing and adjusting as needed, 
teams can stay agile and responsive. 

By regularly monitoring progress 
against predefined metrics, teams can 
identify areas of strength and areas 
needing improvement — enabling 
proactive decision-making. 

SMART objectives promote open 
dialogue and constructive feedback, 
as team members work together 
towards common goals. This 
collaborative spirit fosters creativity, 
innovation, and camaraderie, driving 
the team towards success.

Clarity 
and focus

Accountability 
and ownership

Enhanced motivation 
and engagement

Flexibility and 
adaptability

Improved 
performance tracking

Enhanced
collaboration

How SMART objectives empower your team
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KPI reports

Key Performance Indicators (KPIs) play a pivotal role in 
project management, as they provide a snapshot of your 
team’s performance against predefined goals and objectives 
and enable you to track progress, identify areas for 
improvement, and make informed strategic decisions. 

Building KPI reports 
that make an impact

02 
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KPI reports

How to build the 
right KPI report 
in 5 steps 

Define clear objectives
Establish specific, measurable goals for each KPI to 
ensure relevance and alignment with overall 
business objectives.

Choose relevant metrics
Select KPIs that directly impact the firm’s performance 
and provide actionable insights.

Implement data collection mechanisms
Utilize robust systems and processes to gather 
accurate and timely data for KPI measurement.

Design clear and visual reports
Present KPI data in easy-to-understand formats such as 
dashboards or visual charts to facilitate quick analysis.

Regularly review and adjust
Continuously monitor KPI performance, identify 
trends, and make necessary adjustments to 
strategies or operations.
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4
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Effective prioritization techniques

In the dynamic landscape of project management, success 
hinges on the ability to prioritize effectively. Without it, team 
members can quickly become overwhelmed by project tasks, 
deadlines, and shifting requirements. Let’s dive into five 
proven tactics for prioritizing tasks and maximizing 
productivity in project management.

How to prioritize
effectively

03 
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Effective prioritization techniques

The Eisenhower Matrix
The Eisenhower Matrix is a powerful tool for sorting 
tasks based on their urgency and importance. Tasks 
are categorized into four quadrants:

• Urgent and important: Tasks that require 
immediate attention. Handle these promptly.

• Important, but not urgent: Tasks that contribute 
to long-term goals. Schedule these for later.

• Urgent, but not important: Tasks that can be 
delegated or minimized. Delegate these 
whenever possible.

• Not urgent and not important: Low-priority 
tasks. Eliminate or minimize these to focus on 
higher-value work.
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NOT URGENT

Do it
Things with clear deadlines 
and consequences for not 

taking immediate action

Examples:
Finishing a client project
Submitting a draft article

Delegate it
Things that need to be done, 

but don’t require your 
specific skills. Busy work.

Examples:
Uploading blog posts

Scheduling
Responding to some emails

Schedule it
Activities without a set 
deadline that bring you 

closer to your goals. Easy to 
procrastinate on.

Examples:
Strategic planning

Professional development
Networking

Delete it
Distractions that can be okay 

but only in moderation

Examples:
Ineffective, time 
consuming tasks

Pointless meetings
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Effective prioritization techniques

The MoSCoW Method
This method helps prioritize tasks based on their importance to achieving project objectives. 
Tasks are classified into four categories:

• Must-Have: Critical requirements that are indispensable for project success.

• Should-Have: Important but not vital requirements that can be accommodated if resources allow.

• Could-Have: Desirable but non-essential features that can be deferred to later iterations.

• Won't-Have: Features that are deemed unnecessary for the current project scope.

Non-negotiable

Not legal without it

Unsafe without it

Unable to deliver the 
end product without it

MUST HAVE

Important but not vital

Maybe painful to leave 
out but the solution is 

still visible

May need some kind 
of workaround

SHOULD HAVE

Desirable but not as 
important as 
Should Have

Only do it if there is 
extra time and budget

COULD HAVE

Won’t have this time 
around at all

Out of budget

Nice to have but has no 
real impact

WON’T HAVE
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Effective prioritization techniques

Value vs Effort Analysis
Prioritize tasks by evaluating the value they 
deliver against the effort required to complete 
them. Focus on high-value, low-effort tasks to 
maximize productivity. Conversely, consider 
whether high-effort tasks yield commensurate 
value and reassess their priority accordingly.

H
ig

h
Lo

w

Low High

TIME SINKS

FILL--INS

BIG PROJECTS

QUICK WINS

Value

Eff
or

t
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Effective prioritization techniques

Critical Path Analysis
For projects with interconnected tasks and dependencies, identify the critical path: the sequence of tasks 
that determines the project's overall duration. Prioritize tasks along the critical path to ensure timely 
project completion, and allocate resources and attention to tasks that directly impact the critical path.

Start Task A
3 days

Task D
3 days

Task C
4 days

Task B
2 days

Task E
3 days

Finish

Critical Path = 9 Days
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Project management techniques

Project management
tools to boost 
productivity

04 

Testing out different tools and strategies is a great way to 
boost productivity, enhance project management practices, 
and make it easier for your team to stay on the same page.
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Project management techniques

Gantt charts
A Gantt chart is a horizontal bar chart that shows a 
project’s timeline, including tasks and activities that 
your team needs to complete to cross the finish line. 
Laying out your projects in this way provides your 
team with a visual overview of your project’s 
schedule, milestones that need to be hit, and a 
timeline. 

The horizontal bars in the chart represent tasks, and 
how long those bars are depends on how much 
time the task will take to complete. 

How to build your own Gantt chart

Step 1: Define the timeline
Your project should have a start and end date, and your Gantt chart 
should be a visual of your project with a clearly defined timeline. 

Step 2: Add tasks with dates
Visualize your to-do list by ensuring each individual task has both a 
start and finish date. Adding clear dates helps your team understand 
exactly when they need to get started on the specific task and avoid 
getting blindsided. 

Step 3: Include dependencies

Larger projects often come with tasks that can’t kick off until others 
are finished. Keep your project running smoothly and your team fully 
informed by highlighting dependencies between tasks in your chart. 

Step 4: Add milestones: 
Milestones aren’t like tasks in a Gantt chart that have a start and end 
date — instead they’re fixed checkpoints in time. These milestones 
usually occur at the end of different project phases, but every 
project is different. 

Step 5: Modify as needed: 

Your Gantt chart should be able to accommodate necessary 
modifications. Use a tool that allows you to update dependencies in 
real time so you can keep projects on track no matter what happens. 
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Project management techniques

Activity diagrams
An activity diagram is similar to a flowchart — 
just with a little more detail. They act as a visual 
representation that shows the flow of events 
from one to another. They also track the 
interactions between those events and data 
flow in the diagram itself.

How to build your activity diagram

Step 1: Start by fully understanding your upcoming project and 
identify each necessary step to completing it. 

Step 2: Lay out the team members involved in the project and the 
flow of control you want the project to have.

Step 3: Determine how much time you have and how you want to 
organize the whole project. 

Step 4: Assign a symbol to each step that notes a specific event in 
your process:

• Start node: This small dot identifies the beginning of your 
project.

• Activity node: Marked by rectangles, these nodes visualize 
different actions or events.

• Action node: Stadium shapes mark these nodes that highlight 
actions your team needs to take.  

• Control flow: These arrows that show the transition from one 
activity to another.

• Object flow: Dashed arrows that you place before or after 
actions to visualize when an object needs to be created before 
or after an activity.

• Fork and join node: These thick lines split or combine actions 
together.

• Time event: Symbolized by an hourglass, these nodes mark time 
included in an activity.

• End node: This small dot inside of a circle represents the final 
completion of a project.
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Project management techniques

Agile project management
Agile project management approaches a project development process in an incremental, iterative way. 
Software development teams commonly use it because it allows for greater speed and flexibility. However, 
Agile frameworks help all project teams by enabling simultaneous work on various project stages. 

This iterative approach lets you solve problems, make changes, and continuously improve in real time based 
on customer feedback and results.

3 Agile project management methodologies:

Scrum project management: 

Scrum Agile is a method for teams to test 
ideas, learn from the results, and make 
changes based on reflection. When using 
Scrum, you break your team into smaller 
Scrum teams, including a Product Owner 
and Scrum Master. The Product Owner 
represents the overall business goals, and 
the Scrum Master is in charge of minimizing 
roadblocks. The teams have autonomy on 
how they organize themselves, and operate 
on Scrum sprints lasting anywhere from one 
to four weeks.

Kanban project management: 

The Kanban framework is also popular 
and requires full project transparency and 
real-time capacity communication. Cards 
on a Kanban board visually represent 
tasks, giving team members constant 
insight into the status of each piece of 
work. The board also outlines workflows 
for adapting when issues arise.Kanban 
doesn't utilize sprints but instead requires 
teams to work together to continuously 
improve the project.

Lean project management:

Lean project management reduces waste, 
encourages department collaboration, and 
optimizes your ability to work together 
towards the same goal. Organizations that 
are highly regulated or rely on speedy 
deliveries often favor this type of Agile 
method. Key factors of Lean project 
management include:

• Continuous integration
• Small batch sizes
• Customer feedback loops
• Working cross-functionally
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Harvest keeps your 
projects on track

Start a free trial today

Our trusted time tracking solution gives you the tools you 
need to keep everything on time and on budget. 

Make it as easy as possible for your team to 
capture time with dedicated apps across devices

Get clear visual reports that allow you to 
compare actual time vs. budget

Track expenses and generate 
professional invoices in seconds

http://getharvest.com/signup
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