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NICKMARKETING.CO

GAIN TIME BACK

BLUEPRINT

Free Your Time, Boost Your Productivity

and Scale Your Business



This guide includes practical exercises designed to help
you identify time-consuming tasks, prioritize what's
important, and delegate effectively.

By completing these exercises, you'll be able to know
how to free up time to focus on the strategic activities
that grow your business and improve your quality of life.

Think of this as your tool to stay organized, take control of
your schedule, and achieve your goals with clarity.




Exercise 1

Is It Time to Delegate?

Answer "Yes" or "No" to the following questions. Be honest and think
about your typical day:

Do you feel overwhelmed by the number of tasks on your to-
do list each day?

* Do you spend more than 2 hours on repetitive tasks?
» Does your business rely solely on you?

 Have you delayed important projects because you're caught
up in daily tasks?

* Do you end the day with important tasks left undone?
* Do you find it hard to disconnect after work?

If you answered "Yes" to three or more questions, it's a clear sign you
need to start delegating. This exercise helps identify areas where your
workload may be holding you back from growth.
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Exercise 2

Identify Delegable Tasks

Check on daily task activities that you currently do and could
delegate. Then give it a time in hours. Add other tasks if you need to.

Task Weekly Hours

Manage your email inbox

Schedule meetings and confirm appointments

Follow up with potential clients

Publish content on social media

Respond to messages and create emails

Updates on website, presentation or proposals

Create and manage reports

Organize files and documents in the cloud

Process invoices and track pending payments




Exercise 2

Identify Delegable Tasks

You may need another sheet:

Task

Weekly Hours

Calculate the time you spend weekly on delegable tasks.

Add up the hours spent on these tasks each week.
Multiply the total by 4 to get the monthly time saved.
Multiply that by 12 to see your annual reclaimed time.




Exercise 3

The Role(s) for who you need

Identify the role and responsibilities for your assistant. Take in
consideration that you may need more than one assistant.

Role Required Skills

Ensure the role description aligns with the tasks to select the right
person for the job.



Congratulations!

Now you know what to delegate and the role and habilities of
the one(s) you need to work with to free time and scale up!

Keep it up and continue growing your time and your business. If you
need help finding an assistant, check out this link:

Best of luck on your journey!
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https://nickmarketing.co/digital-assistant-services-small-business/

