
Streamlining Task Management 

in Medical Practices

Welcome to our presentation on tackling task management challenges in medical 

practices. We'll explore how Trello's free version can revolutionize your workflow 

and boost efficiency.

by Laura Kathryn Neal



What is Trello?

Digital Kanban Board

Trello is a visual collaboration tool that organizes projects into 

into boards. It's like a digital whiteboard with super powers.

Versatile Platform

Perfect for managing tasks, tracking projects, and fostering team 

team collaboration in medical practices of all sizes.



Staff Task Assignment

Create Tasks

Add new tasks as cards on your Trello board.

Assign Staff

Easily delegate tasks to specific team members.

Set Deadlines

Add due dates to keep everyone on track.

Track Progress

Move cards across lists to visualize task status.



Project Management

Planning

Outline project goals and milestones on 

on dedicated boards.

1

Execution

Break down projects into actionable tasks 

and assign team members.2

Monitoring

Track progress with visual cues and real

real-

-

time updates.
3

Completion

Celebrate achievements and review 

project outcomes.

4



Inventory Tracking

Stock Levels

Create cards for each inventory 

inventory item with current 

quantities.

Reorder Alerts

Set up automated notifications 

notifications when supplies run 

run low.

Usage Tracking

Log consumption patterns to optimize ordering.



Procedure Checklists

Create Templates

Develop standardized checklists for common procedures.

Customize

Adapt checklists to specific patient needs or equipment variations.

variations.

Execute

Follow step-by-step guides to ensure protocol adherence.

Review

Analyze completed checklists to improve processes.



Team Collaboration Boards

Discussions

Foster open 

communication on task 

task cards.

File Sharing

Attach relevant 

documents directly to 

cards.

Notifications

Stay updated with real

real-

-

time alerts.

Team Visibility

See who's working on 

what at a glance.



Key Trello Features

Labels and Tags

Categorize and filter tasks efficiently.

Power-Ups

Enhance functionality with integrations like calendars and time tracking.

tracking.

Mobile Access

Manage tasks on-the-go with iOS and Android apps.

Automation

Set up rules to automate repetitive actions.



Benefits of Trello

30%
Time Saved

Streamlined processes reduce 

administrative overhead.

50%
Fewer Errors

Checklists and clear assignments 

minimize mistakes.

40%
Increased Collaboration

Better communication leads to 

improved teamwork.



Implementing Trello in Your Practice

1Set Up

Create your practice's Trello account and initial boards.

boards.

2 Train

Introduce staff to Trello basics and best practices.

3Customize

Tailor boards and workflows to your practice's needs.

4 Launch

Go live with your new task management system.

5Refine

Continuously improve based on team feedback and usage 

usage patterns.



Conclusion: Transform Your Practice with Trello

1

Efficiency

Streamline operations and save time.

2
Collaboration

Enhance team communication and coordination.

3
Organization

Keep tasks, projects, and inventory under control.



Contact Information
Dr. Laura Kathryn Neal

drlauraneal@gmail.com (personal email)

http://www.linkedin.com/in/drlauraneal

http://www.linkedin.com/in/drlauraneal
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