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Introduction
Catherine Aaronson
Doctorate of Veterinary Medicine Candidate
With CyBIZ for 1 year! 

Olivia Heindel
Marketing & Consulting 
With CyBIZ for 2+ years! 



Timeline
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Leadership Process

Kickoff
The time to plan! Get 

organized, set 
reminders, make 

things automatic for 
less work on your 

plate. 

Final
Aim to have 

everything wrapped 
up within a week of 

each other

Midpoint
Use this also as a team 
check-in: are you at the 
right point in progress? 
Has everyone added to 
the final prez? Does the 
client like the direction 

you’re going? 
Even if you have a TT, 
still ‘make’ a midpoint 

check-in! 
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Kickoff Meeting w/ Team
Kickoff Meeting w/ Client

Midpoint Practice Presentation w/ Alex or Blake 

Final Practice Presentation w/ Alex or Blake

Midpoint Presentation (Alex or Blake should come)

Final Presentation (Alex or Blake should come)

Final Report due to Alex & Blake for Review 

HINT: 

If you start Monday, 10 
weeks from September 
16 is the week before 
Thanksgiving Break! 



Make Things Easier
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● During the planning phase, create automatic 
weekly/biweekly reminders for yourself in your 
phone or use the To Do/Tasks function in 
Microsoft/Outlook or use an app

● Set up work blocks on your calendar each week 
so you know you have dedicated time to each 
project

● During your first round of working as a team 
lead, save samples of emails you know you will 
send again (I.e. kickoff email) →

● When you think of something you’d like to 
cover in a future meeting, add it to a list so you 
don’t forget and have an internal agenda for 
what to discuss at meetings. 

○ Likewise, while the meeting is happening, 
take your own notes you can then build 
off of to make Minutes on later. 

Create automations and samples



Weekly Tasks



Example of weekly post



Example of Agenda / Minutes



Example of Bi-Weekly Update Email



Detailed Task List
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Pre-Kickoff



Market Research: Determine which stores should go in CyTown. Do secondary research into other college towns to see 
which stores are most profitable. Use population data of the college students and other community members to 
determine which stores are best fit for demographics. There are 20 spaces for stores. Also determine the marketing 
strategy that will allow these stores to be profitable when Amazon is always an option.

Financial Analysis: After determining the stores to put in CyTown, create a chart of price markups which can be used to 
make a profit when moving items throughout the supply chain. Determine what the 100 most important items (total 
number across all 20 stores) that need to be sold. Create a price markup and justification for each item. Additionally, 
determine the estimated ROI of the 100 most important products when using your determined markup percentages.

Population Food Sensitivity Planning: CyTown is also going to have 10 sit-down restaurants and 10 street vendors. 
Evaluate the population that comes to Ames for game day and determine the top 40 menu items that should be sold on 
gameday (7:30am-10:30pm). However, the sit-down restaurants will also be open on non-game days for dinner (4:30-
10pm Tuesday-Sunday). The food you choose should be able to be sold on both game days and non-game days. Use 
secondary research to determine food allergies and ensure there are safe menu options available for the top 10 most 
common food allergies in the USA.

Strategic Mapping: Using a map of CyTown, create three different map options of where stores and restaurants should 
be placed for maximum space efficiency and profit potential. Current planned buildings and greenspace areas cannot 
be moved; however, the greenspace should be used efficiently for foot-traffic and places for people to sit. 

Example Project: CyTown



Kickoff + Post



Midpoint



Final



Wrap Up



Best Tips for Success

Understanding | On Task
Tread the line between 

understanding (we all have 
lives outside of this!) yet on 

task

Over
communicate

With the client, your 
team, and with 

Alex/Blake

Stay organized
I created this template after 
being team lead once, and it 
took so much off my plate.

Ask for help
And know when you 

have a task upcoming 
you may need help on!

Set realistic expectations
Have a goal, and then be okay with 
missing that goal (and make your 

‘miss’ still okay).



Any questions?

Thank You!




