
Clearly articulate the task you need
to accomplish. Make sure you have
a thorough understanding of the

goal or outcome you want to
achieve.

Break down the task into smaller
components. Identify the specific
actions or sub-tasks required to

complete the overall task
successfully 

Determine the order of importance
or sequence for the sub-tasks.

Consider dependencies, deadlines,
and the logical flow of work,

Establish milestones or checkpoints
for tracking progress. These can be

points where you assess your
accomplishments and adjust your

approach if needed.

Estimate the time and resources
needed for each sub-task. This
helps in planning and allocating

resources efficiently; yours
included!

Begin with the first sub-task on
your list. Breaking the task into
smaller steps makes it easier to
start, and completing the initial

step builds momentum.

Avoid feeling overwhelmed by
focusing on one sub-task at a time.
Concentrate your efforts on the
task at hand before moving on to

the next one.

Regularly review your progress and
be willing to adapt your plan if
necessary. If you encounter

unexpected challenges or changes,
adjust your approach accordingly.

Acknowledge and celebrate your
achievements, even the small ones.

This positive reinforcement can
boost motivation and morale.

Develop a timeline or schedule for
completing each sub-task. Be

realistic about the time needed,
and consider any external factors

or constraints.

Turning Big Tasks to Manageable
Steps
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Celebrate Small Wins

If the task is complex or challenging, don’t hesitate to seek support or advice from colleagues, mentors, or
experts in the field. Learn from the experience and take time to reflect on the process to enhance your
approach in future tasks. This roadmap should help make bigger projects more achievable, help you stay

organized, focused and in control.


