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We use Trello, a Kanban style list-making application. Our team uses it to track collaborative products, 
and I use it to track personal projects as well. This tool improves group collaboration and also helps 
remind me of recurring or one-off tasks. Below are some examples of how it is used:  
 

1. Track monthly absence reconciliation 
a. I have a card that I set to ping me on the 25th of the month to check and make sure 

trainees have entered all the leave they took that month  
b. I have a checklist for each month, which then lists out the pre-scheduled leave 

(vacation) and also any instances where someone called out sick or took conference / 
professional leave. I check items off of the list as trainees enter it into MedHub 

 

 
  



2. Trigger action on recurring items  
a. Every month, we have Dermatology residents rotate with us on Dermatopathology. I 

have a card set to trigger the week before they are set to start so I can initiate the 
onboarding process.  
 

 
  



 
3. Track numerous one-off tasks 

a. For small tasks that tend to pile up, I have a personal card and board to list them out. I 
set a deadline to remind me of the task with the soonest deadline.  
 

 
 
The way Trello is used can vary with each person and depends on how they like to track and be 
reminded of tasks. However, with our office moving virtual it’s become another vital tool to report in on 
what people are working on and improve collaboration.  
 


