Worksheet: Mapping Multiple Activity Strands (WBS)

This worksheet can be completed directly into your own notebook or into this document. Alternatively, use it as a guide to map your work onto a wall, whiteboard, or large sheet of paper.

Use whichever format helps you see the whole picture most clearly.

Step 1: Identify activity strands
List all major strands of work across research, teaching, leadership, external roles, and other commitments.
Optional: You may wish to include a provisional or “TBC” strand to represent capacity deliberately reserved for future opportunities that have not yet emerged. You may find it helpful to note clear criteria for what would justify this space being used (for example, career value, learning, or enjoyment).

Wall version: Write each strand on a sticky note.
Step 2: Name the authority
For each strand, identify who defines success or requirements.

Wall version: Add a name next to each sticky note.
Step 3: Sketch timelines
Note key milestones and time horizons.

Wall version: Arrange notes left to right by time.
Step 4: Add detail layers
Capture all the currently known outputs, meetings, preparation time, dependencies, and rough time estimates.

Wall version: Use different colours or symbols.
Step 5: Clarify purpose and value
Note why each strand matters and what it contributes to.

Wall version: Add icons or markers for career value.
Step 6: Surface unknowns
Highlight and list all the assumptions and gaps that you can notice.  Turn these into lists of questions that need clarification.

Wall version: Flag with question marks.
Step 7: Get clarity
Arrange a short meeting with the named ‘authority’ to get answers to your questions and clarify any unknowns or vague elements.  
Add these to your plans.
Step 8: Sense-check capacity
Review the whole map and reflect on sustainability.

Wall version: Step back and view the full layout.
Step 9.  Decide next actions
Identify conversations, negotiations, or planning steps.

Wall version: Circle priority actions.
