
Module 5:

Conservation Project 

Management



Expectations – Virtual Sessions

Be an active participant

Minimize distractions 

Camera on (as much as possible)

Mute unless speaking

Use “Raise Hand” function

Do your homework and come 
prepared

Daily log, processing, and reflection
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Your work has an impact!



What does personal 
effectiveness mean to you?



Let’s Get Organized!

Physical 
Planner
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Calendar
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Example: Bullet Journal Method

Hannah Nguyen



Bullet Journal Basics: Rapid Logging

• Quickly list tasks, 
appointments, ideas, etc. 

• Use bullets to denote entries
• Goal: all tasks completed, 

migrated, scheduled, or 
canceled by end of day



Collections

Core Collections
• Index

• “Table of Contents”

• Future Log
• “Year at a Glance” 
• Scheduled tasks go here

• Monthly Log
• “Month at a Glance” 
• Migrated tasks go here

• Daily Log
• Rapid log goes here

Additional Collections
• Meeting/conference notes
• Project tracker
• Weekly log
• Contact lists
• Stuff to remember



How do you 
stay 
organized?
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