
We live in a time when
everything keeps getting
faster.  That means your

projects need to move too.  Is your
project cruising in the fast lane or
stuck in traffic?

Remove Barriers to Speed

To keep a project moving fast,
the project team and team leader
have to remove or prevent obstacles
that may get in the way of success.

The first step is to set up the
project so that it’s built for speed
and efficacy. That means getting the
team aligned on what’s required to
do the project: setting up the 
project agreement and project
plan together, and then agreeing

on project priorities.
Once a project is in motion,

there are many things that can
slow it down. Here are common
clogs to watch out for:

Feature creep: This is the dis-
ease of “we can make it better.”
There comes a point in every
endeavor when it’s time to silence
the engineer in your head and
realize you need to stop. Be willing
to freeze the project at a specified

time. Save any leftover ideas as
possibilities for later projects.

Poor team dynamics: It’s vital
for team members to be able to
work together toward a common
goal. Be sure people are committed
to the project and interact well.
Learn the keys to conflict resolu-
tion so you can clear up problems
swiftly.
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Here’s how to complete your projects in record time.
How to Get It Done

Is your project cruising 
in the fast lane or 
stuck in traffic?

It’s best to set 
aside blocks of time 
to carry out one task 

at a time.



Multi-tasking: When team members have to work on
many projects or many tasks within the same project,
there’s a tendency to multi-task. People work more
efficiently when they focus on one task to its comple-
tion. If people are working on multiple projects, it’s
best if they set aside blocks of time to carry out one
thing at a time.

Over-scheduling people’s time: Sure, people are
capable of doing the occasional marathon week to
complete a project. If this becomes routine, however,
they’ll find ways to get out of work responsibilities dur-
ing the workday. Then they’ll get further behind,
necessitating more over-scheduling. The best way to
prevent this is to let team members create a schedule
they can follow in a normal workweek. If you’re in a
crunch, don’t require people to work more than one
extended workweek at a time. This keeps the project
moving along. If extra hours do become necessary, it’s
better if team members take turns during the crunch.

Inefficient business processes: It’s the team leader’s
job to knock down barriers so the team can work
quickly and efficiently. If the team gets stuck in a
bureaucratic maze, it slows everything down and caus-
es frustration. When the leader identifies bureaucratic
time wasters and gets rid of them, the entire team
operates more effectively.

Chaotic work environments: How long does it take
people to find the information they need to get the job
done? Clutter, on desks and on computers, slows 
down work.

Use the Five S’s

To keep your work productive, it’s a good idea to
have a five-S event with the team, both before starting
a project and as part of project status reports. The five-S
technique is adopted from the Japanese quality move-
ment and has been used effectively around the world
to increase productivity. The five S’s stand for:

1. Sort: In your work area, have only those items
you use every day. Put everything else away in its
place. Create filing systems for quick retrieval – for
both paper and electronic-based information.

2. Straighten: Have a designated place for all move-

able items, such as desktop organizers.
3. Shine: Be sure all machines operate perfectly,

everything looks like new, and recycle bins and waste-
baskets are emptied nightly.

4. Standardize: Post signs to explain the best way to
do things, such as how to use the copier. There should
be a logical workflow for shared office machines, with
everything clearly labeled.

5. Sustain: Have a daily and weekly system to keep
up the improvements you’ve made in the first four steps.

Together, these S’s lead to speed.  Put your project
pedal to the metal and make your projects faster and
more effective. 
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Michelle LaBrosse, PMP, is CEO of Cheetah Learning
(www.cheetahlearning.com). She holds a B.S. in aerospace
engineering and M.S. in mechanical engineering. Based on
her accelerated learning and project-management experi-
ences, she has created a very fast way to launch projects
called Cheetah Project Management. 

There comes a point when it’s time to
silence the engineer in your head.

Have team members take turns 
during the crunch.

Have a five-S event before 
starting a project.
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