Hello, everyone and welcome to today's webinar time management strategies for small business owners. My name is Rochelle is and I'm a New York City based productivity consultant and time management coach at the order expert. I help small business owners, entrepreneurs and professionals learn how to better manage their time and energy. We have a lot of information to cover today. So let's get started. So in today's webinar, we're going to cover the importance of time management in your business, how to set up your calendar, how to manage your daily and weekly schedule, how to deliberately delegate tasks and how to incorporate time management tools and techniques into your daily routine. So what is the importance of time management. Now, you've probably heard things like time is limited or you're really busy, you have a lot of things to do while those things may be true. I'd like to approach time management through a different lens. It's one that approaches yourself, your business and all the things that you have to do in your life. So why is time management important for you? Well, firstly, you serve clients and customers, these people rely on you for your products and services. Secondly, you lead employees and staff. These folks turn to you for the different roles and responsibilities that they provide to your business. Also, you work with other businesses. No business exists in a vacuum. So you need to know how to learn how to work with businesses during normal business hours. Also, you have business goals and desires. What do those look like? When you learn time management skills, you'll be better able to prepare for those things in future. And lastly, you support yourself and your family. Having a business is a great thing. And when you're able to better manage your time at the business and the time when you're with your family and friends, the better off you'll be overall. So let's dive into part one, how to set up your calendar. So why should you even bother setting up your calendar in the first place? Well, I like to make the analogy of when you decided to set up your business, you got all the necessary paperwork in order, you opened up bank accounts, perhaps got permits or licenses or certifications. You got all those things in order. Well, similarly, you want to make sure that your calendar is set up for success. So when you set up your calendar, you really create a structure for your business to grow and thrive upon, it offers a predictable schedule for you to follow during the day and the week. You're not caught off guard by things and it also protects your work boundaries, you know, when and where you're going to be working um at any particular point in time. And also having a calendar allows for improved planning. When you know what's going to happen in several weeks or months time. You can make better decisions right now that affect you and your business. And lastly, having a calendar allows you to create the space you need for rest and breaks. So this is a really important thing and we'll talk about this a little bit more in the webinar, but I want you to keep this in mind. So how should you go about setting up your general business calendar? Well, I like to tell folks that we're going to lay down a foundation, we're going to set up some structures that will help us better manage our overall time when it comes to our business and personal lives. So first things first, you're going to want to set up your business hours. When is your business going to receive clients, customers? When are they going to deal with vendors or suppliers? When are your employees or staff going to come to work if you haven't yet done so, or if you have um this is a great time to set up these hours for yourself and to make it crystal clear to others. Also, office hours. Now, this is slightly different than business hours. I like to describe office hours as the time that you spend in the office doing business owner type activities such as administration, either meeting with clients or customers, things that only you can do in your business. Another thing to think about are business closures? Are there any city, state, federal or holidays that you need to take into consideration when it comes to your business? These are great things to add to your calendar right now, also vacation, personal and leave and sick days. Now, I know these things can kind of get swept away, right? We get so busy in our work. But these are what are really going to help you move forward in your work because they afford you the rest time that you need from your business. So if you really want to build a strong business, you need to account for these items in your calendar. Also, you want to add in any other items that are related to your business. So these can be industry events, association meetings. Um you know, webinars like these things that will help you move your business forward now when it comes to setting up your business workflow calendar, this is something that I tell folks, you know, it's all about learning how to manage the different pieces that are within your calendar. Um I think there's a tendency for folks to think about a calendar or working through the business day as if something comes up, I'll handle that. And that's a great mindset to have when you're in business, right? But at the same time, there's things that need to be done on a regular basis, there's administration that needs to be taken care of. There's projects and assignments that need to be completed, staff meetings that need to be held. Um You need to meet with clients and customers. You also need to meet with vendors and contractors. So starting to think about your calendar in terms of these blocks or chunks of time can be very helpful because one, they can help you better plan for the future and they can also just create that space that you need to actually get the work done. So start thinking about your calendar. Do you have any specific sessions dedicated to any of these items? If not, you might want to start considering those? So what are some things that you should consider when it comes to your calendar? At the very basic? Well, you should have a preferred calendar format it doesn't matter whether you choose a paper planner or a digital calendar, what matters is that you enjoy using the format and that you're going to use it on a regular basis. You should also take care to schedule your tasks and projects into your calendar. This ensures that nothing will fall through the cracks and that you'll have the time and the space in which to do your work. You should also take time to schedule meetings and appointments. Now, meetings are typically scheduled into a calendar, but sometimes they can fall off our radar, right? We might make a meeting with a vendor on the fly and we forget about it. So do your best to actually physically put those things into your calendar. So it's accounted for, you should also review your calendar for clarity. Calendars are living breathing things in that they're always changing and evolving. So if you have a calendar and something doesn't make sense, you might need to change things. Maybe you scheduled appointments too closely to one another, maybe you need to give yourself more time to prepare for an RFP. Look at your calendar through uh the lens of planning and thought. Also you should be able to update your calendar as needed as I said before things change and it's perfectly fine to make edits to your calendar as needed. Now, let's talk about specific time management tips for part time entrepreneurs and we're going to be tackling some for small business owners in just a minute. So hang on tight. So if you're a part time entrepreneur, what you can do is add your part time entrepreneur work to your personal calendar. Now, what this does is help create a container for you to build your business, you might be, you know, in a full time job and you're doing this work on the side, having this time scheduled into your calendar ensures that the time is held for you. This also allows you to follow a consistent work schedule. Building a business is hard work. But the more you are able to follow a schedule and do your work on a consistent basis, the better also you should break up your work sessions into smaller chunks. This allows you to better focus at the task um on the task at hand. And when you're in those work sessions, consider working on to goals per session. I know we've all got lots of things to do on our, to do lists, but focusing on to mini goals can help you stay focused on what needs to get done right here right now and also take care to protect those work sessions. You've taken the time to schedule them into your calendar, do your best to protect them at all costs, sit down, do your work and follow through. Now, let's talk about some calendar setups for business owners. So if you haven't yet done so already be sure to add start and end work times to your calendar. Now, I know that, you know, in the world of business, anything can happen and there may be times when you need to stay late or take care of things after hours. But this again just goes back to the idea of creating a structure for yourself. You're going to want to follow this on a regular basis so that you can create sustainable time management habits for yourself. So if you, if you haven't yet done this, um I highly recommend this also consider creating an ideal business workflow schedule for yourself. You went into business for yourself, you want to do things your way, right? You have a preferred way of working or doing things. So why not think about that when it comes to your calendar, what do you prefer to do during certain days of the week? When is that sweet spot for in depth work? For example, when you like to meet with people identify specific days and times for meetings. Now, I think there's a tendency for people to think about meetings as you know, I'll just take them as they come, I'll just meet with people whenever, but if you set aside specific days and times for meetings with people, you'll be better able to plan because there's some sort of rhythm or flow to your week, you know, when to expect uh to meet with others versus not another thing to consider is to place a limit on the type and number of meetings that you have. This ensures that you'll have enough time to do your other work, client or customer work and to do all the other things that you need to do in your business. And lastly, you should take time to prioritize your vacations and holidays and break time. As I mentioned before, this is very important to your business. No one else is going to come to your business and say you need to take a break. So you need to be the one who puts this into your calendar. So if you haven't yet scheduled your break time through the rest of the year, I encourage you to do so and also to start thinking about doing this for the following year. So let's move on to part two, how to manage your daily and weekly schedule. So when I talk with people about daily schedules, I like to present it in terms of a bigger picture, right? We're not just managing our schedule just to get through it. We want to make sure we're doing it in a way that supports us, not only here but also in the future. So here's a framework that I like to recommend to folks. So the first thing you're going to want to do is to review today's schedule. You wanna get a pulse on what's coming up and you can do that either in the morning or, um, the previous evening or afternoon, then you're gonna want to prioritize your workload while you may have things scheduled. There might be some tasks or assignments that need to get done sooner rather than later. Now is the time to figure out when those items are going to be done. Then you're gonna want to delegate tasks to others. We'll be talking about delegation in just a little bit, but this is the moment where you're gonna want to start planning different tasks and who should be the owners of those tasks. Next comes the actual performance of your work. So this could be meeting with clients or customers holding staff meetings, meeting with vendors or contractors. It's all the nitty gritty stuff that you do on a regular basis in your business and then you're going to end the day by reviewing and editing your plans for tomorrow. So, what you're going to do is walk through the calendar and just see what was accomplished, what wasn't accomplished, what might I do better tomorrow? So this really is about viewing your schedule as a whole on a daily basis and that will help you better prepare for managing every day during the week. So how do you stay on track during the day? Right. There's all these different things that are vying for your attention. Well, here's some tips to help you with that. One thing you can do is to check your work progress hourly. It's as simple as checking your calendar and just seeing where you are, you can do this at the top of the hour or the bottom of the hour. It really doesn't matter. So long as you're checking your progress throughout the day, this just helps you stay on track. Also, you should designate specific times for email. You know, we live in a digital age and we're able to respond to things right away. But that doesn't necessarily mean that you need to be on email at all hours of the day. So consider when you might set aside time to check and process emails in your work day. Likewise, you're also going to want to think about delaying responses to requests. Now, obviously, you know, people have different requests from your business, but this doesn't necessarily mean that you need to immediately act or respond to every single request that comes through. You do need time to think to plan to review and do all the other things. So to be clear, this is not saying that you should ignore these requests flat out, but rather think about scheduling time to respond to them, you know, at a certain point in your day, um at the end of the day, you know, you're going to respond to people but just not right away. Um And the benefit of this is that it helps you manage your time because you're not training other people that you're immediately um reachable at any given moment. Uh Even any given moment in time, also, you should eliminate distractions as needed. If you find you're distracted by unnecessary apps or games or materials in your office or workspace. It's a good idea to remove those items. Also, take your full lunch and breaks. You're human, you're not a robot, you need time to rest and recharge. So it's a good idea to give yourself the best care that you can and to make sure that you're taking those breaks throughout the day. Now, when it comes to weekly schedule management, one thing you can do is to think of the week kind of like a hill, right? There's the start of the hill, it goes up and then it comes down peaks and goes back down. So I like to use this approach uh for folks and in this slide as the example I gave Monday through Friday, but it can work for any schedule, whether you have a business that operates from Thursday to Tuesday, let's say the idea remains the same. So what you're going to do is plan for the week at the very beginning, you're going to think about what you need to accomplish what needs to get done. Then as the week progresses, you're going to do all those pieces of work that you need to do, meet with clients, meet with vendors, do administration and so on midweek, you're going to take a pulse on things. How's the week going? Are you where you're supposed to be? Are you falling behind? Are you right, exactly. Where you need to be as the week ends you're going to want to prepare and wind down things. This includes closing out any open messages or communications with people. Um, maybe calling some people back. You're just making sure that you're tidying up things for the end of the week and then you're going to pack up things for the following week to make sure that you're in the right place to succeed. Uh, come Monday or whenever your week starts. So how can you stay on track during the week? Well, one way is to schedule weekly planning sessions and this will help you stay focused because you're actually setting aside the time to think about what you want to get done that week. And when you have those planning sessions, you should think about choosing three main goals for the week. What absolutely needs to happen this week. What I like to do sometimes is use a sticky note or a piece of paper and write down the top three goals that I have for the week. And what this can do is just keep you focused, you can stick it on your computer or at your desk or workspace and it keeps you focused on what is front and center for you that week. Another thing to do is create weekly theme days. Perhaps you like doing administration work on Mondays or maybe you prefer a meeting with clients on Wednesdays. It's worthwhile exploring how you like to work throughout the week. Also, when you're doing your weekly work, you should think about the week in relation to the month as a whole. Is it the first week of the month? Is it the end? Is there anything that you need to do in your business to adjust or plan for this month or the coming month? And also you want to create a weekly wind down routine. So if there's something that you already do, if you have a routine to shut down your business for uh the week's end or if you don't have one up already, it's a good idea to start thinking about that now. So let's talk about schedule management for part time entrepreneurs. So one thing you can do is to schedule daily and uh weekly tasks and this makes sure that the items are already in your calendar ready to go. You can also create project and assignment trackers and this will help you keep track of all the work that you're doing, you won't have to think about it um from scratch. And it's a good idea to maintain and keep detailed notes for yourself since you'll be juggling a full time job and part time entrepreneurship, having notes can be a lifesaver and you should also respect the transition time from your part time. Excuse me, from your full time to your part time work. You know, just taking a moment to commute to grab a hot beverage to chat with a family member. You know, to allow yourself that transition time to your part time work can be very helpful for your mind and body. And also you should think about adjusting your workflow as needed for busy weeks. If things are busy in your full time job or perhaps in your personal life, you might want to change up your approach to the work you're doing in your part time work. Is there a different task that you could work on? Are there different things you could brainstorm? For example, you know, adjusting your workflow can be very helpful when things get busy. So here's some schedule management tips for business owners. Oh, I'm sorry, here's some schedule management tips for business owners. Um, the first is to prioritize your daily and weekly planning sessions and this really gives you a lot of leeway because you've actually set aside the time to do your thinking. You're not just going to say, well, I'll think about that when I have some free time, it's already scheduled in your calendar and you're ready to go once you've scheduled your week, you're also going to want to prepare it and follow it as it's planned, right? You don't want to spend time doing your calendar and then just winging it. You want to make sure that you're actually taking the steps that you said you would. And another thing to think about is to evaluate context within the uh requests within the context of your schedule. So if someone asks you for something, if you receive an email or a text or a query, is this something that you can handle right here at this moment? If you're busy with client work is now the time to deal with a networking uh meeting, maybe that could wait until later when things have calmed down. Another thing you can do is to communicate clearly and effectively time management in and of itself really is about communication. You want to make sure that you're communicating with others so that both parties understand what's going on at any given point. So if things aren't clear, if clients aren't clear about your work hours, if staff aren't clear about hours or um the processes that you have in place for calendars, it's a good idea to communicate that and also don't forget to make those adjustments and updates as needed to your calendar. Things happen, you can make updates, you can make changes and then it's time to move on. Now, let's talk about how to deliberately delegate tasks. So why should you even bother delegating tasks in your business? Well, for starters, it allows you more time for your own work. You have the time and the space to actually sit down and take care of that administration work. Um Those finances. Anything else that's um interesting and valuable to you, you can also gain support from others. You have a staff and set of employees likely or if you're just working with vendors or contractors, these people are available to help you. So when you delegate tasks, you tap in to their support network, also delegating tasks offers opportunities for growth for people. So if you're grooming someone into a managerial position or just want to give someone more responsibility, delegating tasks can be a path to that. And also when you delegate tasks, you can also, as I mentioned, briefly utilize someone's professional experience. So if you're working with, let's say a lawyer or a bookkeeper, an accountant, a graphic designer, a copywriter, someone doing some professional task that you don't do yourself asking them questions. Um You know, asking for suggestions, these are all things that these people can help you with um to get the work that needs to get done in your business. And lastly, when you delegate tasks, it really solidifies your role as an entrepreneur or small business owner, you realize that you can't do it all by yourself and that you know, asking for help is just part of the process of being a business owner. So what type of work can you delegate? Well, you can easily delegate those one off tasks what I like to call uh things that can be quickly done without much thought. Maybe a product needs to be picked up from somewhere. Maybe an order needs to be placed, maybe uh there's phone calls that need to be made, meetings that need to be confirmed. Anything that can be done quick and easily uh could be something that could be delegated projects and assignments. Now, this isn't to say that you need to delegate all of your work, but maybe there are some projects or assignments that you'd like to give to others to either get them started and thinking what if you're growing them as a manager or also to lighten up your workload? And when it comes to those projects and assignments, you don't necessarily have to take the one project or the one assignment and give it to someone else. You can break it up into smaller chunks. So could you delegate some planning, brainstorming or thinking responsibilities? How about research or reviewing or evaluating things? You know, having someone do that first pass can be really valuable. Also training responsibilities. Is there someone in your organization who could train newcomers or people who are going to be working with your business? Likewise, you might decide to offer some management responsibilities to others. So how can you de decide or figure out which tasks you should delegate? Well, you can ask yourself any one of these questions, whose job is it to perform this task? Who has the availability for this task? Who can successfully perform this task, who can quickly perform this task? Who is skilled or trained in this task, who do I want to grow professionally and who is regularly asking me for tasks. Now, a lot of these questions are similar, but I wanted to give them to you because everybody thinks differently and thinking about tasks in this way, Mars might spark something um in your mind about what you could do when it comes to working with others. So whenever you're in doubt, ask yourself these questions and there might be somebody who comes to mind who can help. OK. Now that you're in the delegation mode, um what should you do when you're delegating tasks? Well, first thing is to delegate um or excuse me, to clearly describe the task to be delegated. You know, what is it that you want to get done, then you're going to want to identify that task due date. When should that piece of work be due to you, either for review or in final um uh you know, in the final material also, it's a good idea to present any specific task requirements. Now, this isn't to say that, you know, we should micromanage people. But if there really is something specific to this work that someone needs to know about, it's a good idea to let them know from the start. Also, you'll want to assign an owner to this task. This is so it's crystal clear to both you and the person who's receiving the task. What is going on and who is doing the work? Also, you should think about developing a procedure for questions. You know, if someone has a question as they're doing the work, if they're not sure, should they schedule a brief phone call with you? Maybe can they send you an email or, you know, a message? What should be the protocol for that? And then you'll also want to schedule a follow up meeting to review the work that this person has done, to ensure that it has been done um to review things and also to plan for the future. So let's talk about some specific delegation, tips for both part time entrepreneurs and small business owners. So if you're a part time entrepreneur practice delegating things like household tasks. If you live with a spouse or a partner or with other people and you share responsibilities, see what you can do when it comes to delegating tasks at different points in time. You can also practice your asking skills with vendors and suppliers. You know, delegation is about asking questions to yourself. It's about thinking and planning. So the better you can be at this, um you know, it will really help you in the long run. So ask questions like can I have this available within this time frame? Um Could I get this in a different color? What are the options available to me? You know, start thinking strategically, also create a running list of tasks to delegate. If there's something that you're working on right now that you really don't like to work on, make a note of that in time, you'll be able to delegate that task or that item or that assignment to someone else. Also, if you're in that position right now, you might want to consider hiring a part time va or assistant to help you with your work. And finally, you should allow others to perform those delegated tasks, right? We don't just want to assign tasks to others and then jump in and do it ourselves. We want to give people the time and the space to do their work. So if you're a business owner, what should you do? Well, you want to make delegation part of the planning process, you want to think of delegation just as something that you do on a regular basis. It's not when you find the time, it's not when you think about it. It's not when someone asks you for work to be done. This should be something that just happens. Um you know, constantly regularly within your business. It's also a good idea to delegate tasks first thing in the morning. This is so that people have a workload ready for them to go during the day. And it also just gets it off your, your mind so that you can free up space and energy to focus on other things in your business. So when the task is delegated, you can get on with your own work. If you have an assistant, you might want to schedule da daily or regular meetings with them just to check in to see how things are going again. This helps uh keep up the pulse of the workflow, the assistant and you can better course correct when it comes to projects, tasks and assignments. And also if you're having trouble figuring out whether or not you should delegate something, take a look at your job description or someone else's job description within your organization whose responsibility is it to do this type of task. And if you don't have job descriptions written up, you could just simply search online and find an adjacent or similar job to yours, make it crystal clear to yourself what you need to do in your business. What are the things that only you can do to move your business forward? And then if the time is right, you might wanna consider hiring a part or full time va or assistant. This will help you in the long term because you are asking someone to help you with either administrative planning, brainstorming other tasks that need to be done. And this can really free up a lot of time and space in your calendar. So let's now move on to part four, how to incorporate time management tools and techniques into your daily routine. So when I work with people, you know, they'll ask me, well, you know, Rochelle, I want to use a tool or a technique, but I'm not sure how to get started. You know, I, there's a tendency I think for people to think when we just grab the nearest tool or technique and we'll just use it and see how it goes. It helps to do a little bit more prep planning. Um because you'll have something to look back upon after you've actively spent time using that tool or technique. So let's go through this. So if you're going to use a tool or technique, uh whether it's in your business or your personal life, first, it's important to identify the problem that you once solved. Be really clear about what is frustrating you. What is bothering you, what you would just like corrected, you know, really get very clear about that second, determine what specific result you want. If you could wave a magic wand, what would you want to happen by using that tool or technique? This can be a really helpful exercise. Also consider any personal preferences that you have. Are you more of a paper person? Are you more of a digital person? You know, this is something to think about whenever you're using tools or techniques. Also you want to identify potential solutions for yourself. Um You know, again, there's no really one size fit fits all tool or technique for folks. So that's why it's a good idea to find one or a couple to try out and then you can move on from there. And then the final step is to evaluate that potential solution to see if it really is a good fit for you. So let's talk about some time management tools. And I wanted to present this because I think we kind of think of time management tools as being out there, but there's really a lot that we have available to us right here and right now, so some of the obvious things are clocks. Now, if you're thinking a clock is just a clock, let me explain that a little bit further. So clocks that are digital, you know, the ones that just simply read, let's say pm are very clear, right? You read it, you see, ok, that's the time. But it really doesn't give you much in relationship to your time regarding the entire day or where you are. So that's why an analog clock or a clock with minutes or hour hands can be really helpful because it actually gives you perspective. So if you're looking at an analog clock and you see you don't only see the time, but you understand, I have minutes left until two o'clock and oh, it's two more hours until four o'clock just about. So it really affects how you perceive time. So this is something to consider. Also, there's different types of watches that you can use your smartwatch, wristwatch, fitness tracker. If you've just not been in the habit of wearing a wristwatch. I highly recommend it because again, it will help you better relate to time. Uh, rather than just checking your cell phone or relying on a clock, uh, from your computer. Similarly, there's timers that you can use kitchen timer and hourglass, timer, smartphone, timers. These are all ways to track and manage time and the same thing goes for calendars. Um, a calendar isn't just a calendar, right? There's different types, there's paper planners, there's wall calendars, there's desk calendars, there's digital calendars. Um There's calendars that are only focused on the day or the week or the month or the year. So thinking about your needs and what you need to track can be very helpful when it comes to choosing the right tool for you. And the same thing goes when it comes to digital apps, you know, what are you trying to solve? What's the problem that you're trying to address here? Do you need help scheduling appointments or maybe a digital schedule scheduler would be helpful to you or maybe you just need to track your time and figure out where your time is being spent. Maybe you need to capture projects and assignments in one place. Uh keep track of your to do list or focus when you're working in a particular app. And another thing to think about is your mindset and approach towards time management. Now, I know we don't always think about this, but how you approach time management can really have a significant effect on how you manage your time. If you constantly say I have no time, my schedule was packed. I can't do anything about it. Then guess what? That becomes a self fulfilling prophecy. You won't have the time, you'll always be busy. But if you approach things through, you know, the long term approach of having the planning, having the patience, understanding that things happen at certain times, the better off you'll be when it comes to managing your time overall. So let's talk about different time management techniques that you can use. So again, there's hundreds of techniques that you can use when it comes to time management. These are just a handful and I recommend that folks just try things out and see how it goes. So time tracking, this can be helpful if you really have no understanding or awareness of where your time is going throughout the day. So you can use a piece of paper and a pen or use an app and simply write down what you did during the day when and for how long and you can track your time for a day, a week, a month. And then at the end, you'll review exactly where you spent your time and where you might want to correct things. Another thing you can do is time estimating. So if you're planning, let's say a future project and you just finished a similar project. And you know, the items are pretty much the same, you can make an educated guess about how long that project might take and then add that to your calendar when it comes to your planning. Another thing you can do is task batching and what this is doing is helping you to focus on a particular series of tasks. So you can set aside a chunk of time. It could be anywhere from minutes to an hour or more. And the idea is to work on some sort of similar task to be checking emails, it could be writing blog posts, it could be paying invoices making a series of quick phone calls. The idea is to have one task, some sort of repetitive task that you do one after the other. Another thing that you can do is time blocking and this is simply setting aside the time to do a particular task. So if you're preparing an RFP, maybe you'll want to set aside some time this week and next week to do some giraffes for that. Um So that you have the time physically scheduled in your calendar, deeper focused working. This is where you will get in depth. Any work that you're doing, whether it's planning or brainstorming or meeting in depth with a staff member about something, you know, you want this time to be uninterrupted, you want your attention to be focused so you can make the most out of that time. Also a decision matrix. Um you may have seen this, it's basically a box with four quadrants. And what you do is you decide whether or not items are important or urgent right here right now. Um And the idea here is to practice prioritizing tasks so that we recognize that not everything is important and urgent right here and right now, but that we have to be mindful of this at any given moment in time. Another thing you can do is to tackle those challenging tasks first. So if you feel like, you know, you're, you're kind of slowing down at the end of the day and you really didn't get what you wanted to get done. Maybe you wanna switch up your workflow and do those things first. Delegating is another time management technique. You can save a lot of time by asking others to do tasks for you saying no. If you are constantly saying yes to things without thinking about your calendar or what's going on in your business, you might want to give this a try. You can use it for meetings for other requests. Um People who want to, you know, pick your brain, you know, this can be used in so many ways. Negotiating, you can negotiate time, you can negotiate meetings, meeting lengths, the number of attendees, how much time you have to do a project or an assignment. There's lots of things that are up for grabs here, minimizing distractions. As I said before, you can switch off those notifications and alerts. You can um um delete apps um or silence them. You can remove items from your physical environment to help you focus and also critical thinking. You know, when we have any requests that come through to us, it's important that we stop and think about them. How do they relate to our calendar ourselves, our business and our work, is it going to help us move forward or is it going to help us move backwards? So, you know, that can also be a technique that you use. So here's some tips for part time entrepreneurs start with free or low cost tools. You know, this is just an easy way to get your feet wet um to get started. Um And you just try things out, focus on one tool or technique at a time. This allows you to make the most of that tool or technique and for you to really see how it affects you and your calendar, you should also set a time for using that tool technique. You don't just want to pick one and do it forever. You wanna see if it had some sort of effect on your calendar or your ability to get things done and when you're evaluating that tour technique, be honest with yourself, did it really help? Did you enjoy using it? Would you prefer trying or using something else? And also, at the end of this time, it's important to make a decision. Do you want to use the tool or technique or do you wanna let it go? There's lots of other things that you can try out and there's lots of ways to use that existing tool or technique in your work as well. And here's some tool and technique tips for business owners consider both analog and digital tools. You know, I think people think that digital is the only way to go. But there can be great benefit in using analog tools like pen paper, wall calendars, um physical analog clocks, you should also think about utilizing those previously purchased tools that you have anything that you might have purchased within the past week or month for your business. Um dig it up, shake it off, see what you can do with it right here. And right now, you should also consider your past experiences with tools. What did you enjoy using with a particular tool? What didn't you enjoy? You know, this will help influence and help you better decide and choose a tool for your needs. Another thing you can do is to test out one technique weekly. So as I mentioned before, if saying no, is in your forte, you might want to focus on saying no for a week and see how that goes when it comes to your calendar. And then you'll also want to test out one tool monthly. This will allow you time to enter in data um into the tool. Um It'll allow you to move things around and play with it and get a better feel for the tool overall. So that brings us to the end of the webinar. I hope you found it helpful. If you have any questions, please feel get uh please feel free to get in touch with me. Thank you. All right. Thank you so much for that presentation. We have a ton of questions to get to and I just want to remind everybody that we have. Um I think over live attendees, we'll try to get to as many questions as possible if we don't, uh we encourage you to reach out to Michelle and also reach out to a score mentor. Um So let me, they're coming in now that we're starting the Q and A. So it buried my first question. So let's see here. Uh A good question here is what, what is a good time to set to check and respond to emails on a daily basis? Also, what is the appropriate response time to an email or a voice message? I believe you mentioned something about this at the beginning of the webinar, but I believe some people may have come in late, right? So when it comes to answering emails, it really depends on your business. Some businesses have, you know, a faster um amount of time where they're accumulating emails other ones are slower, so you have to take that pulse, um you know, into consideration of how many emails you're receiving. Um I would say, you know, as a general rule, try and check it after you've done your planning in the morning. See what's going on. Is there anything truly urgent that needs to be dealt with? And then you can check um later on perhaps midday and then, you know, not exactly before you leave for work, but you know, an hour or two so that, you know what's happening. And as far as replying to emails, I would say, you know, generally speaking, anywhere between to hours, I think is reasonable. You don't want to, you know, leave it where it's so long of a time that someone wonders, you know, oh, did they, did they forget about me? But, you know, hours, that's definitely reasonable, but I wouldn't push it, you know, beyond or whatnot. Um Because you wanna make sure that the person knows that you did receive the message. Another good question is asking about analysis paralysis. How do you get past that? Well, one of the things that I tell folks is to start to be comfortable with the fact that we are always going to have to analyze things and plan and just basically process. So, you know, I think when we better understand that this is just part of what we need to do when it comes to being in business, it just becomes another task. Like, oh, that's just like paying an invoice. It's just like opening up my business. Um, you know, uh storefront at the beginning of the day, it's just something that you do. So if you're faced with analysis paralysis, sometimes it can be a good thing just to take a step back, maybe you're too close to the problem. Another thing to do is to write out what you're thinking about because sometimes we can get too much caught up in our heads and writing things out allows you to clearly see things in black and white. What's truly going on? What are your options? And you know, then you can make a judgment from there. A good comment here is um analysis paralysis uh is uh is heavily affected by working with other people. I mean, what, what are your thoughts? Humans are social creatures? Um Do you recommend people, you know, bringing on partners when they're starting a business in order to get past this, this analysis process to have somebody to bounce off of? Right. Well, I think that will depend for the individual and the business that they're going into. Certainly they could go to score and perhaps get a score mentor to guide them with that. Um It really, I would say depends on the person and what, what they're doing. Um But if you find yourself that you just can't get past a certain point, ask for help in some way, whether it's through a score mentor, another mentor, um someone who you trust and can confide in and who you value their judgment, you know, it's, it's a good thing, you know, to start talking about things and sharing your thoughts. Uh Thank you for mentioning score mentors. I didn't even think about that. So uh I appreciate it. Let's see here. Um I have a few bookmarks uh here, here's a good question and this person says they, they receive questions and requests from clients via email that require research and analysis. The timing of these items is unpredictable can arise at any time of the day or week. How do you stay on track? Um and not get sidetracked by these requests? Ok. Well, one thing you can do is start being a detective, you know, when these questions or requests come through first off, are they part of the work that you're doing, you know, or are they something that's on top of that, you know, is it related to, let's say project a that you're working on or is this something that's completely, you know, not related at the present moment? And then it's really about communicating with that person and getting as much information as possible, asking questions, you know, what are they interested in? Is this item urgent, you know, when it comes to your work and what they're expecting of you? I mean, you know, this really, it can be nuanced because it depends on the business owner, depends on the client. But the more questions you can ask and the better you can understand what is being asked of you the better. So I always like to say to people, you know, to think about these requests and if you're just not clear, ask get some clarity, what is it that they truly are looking for? Um Can you be more specific? Is it just a report? What type of report is it a three page report? Is it a page report? Um Do they expect it, you know, in, you know, a month's time? You know, we people aren't mind readers. So it's a good idea to start asking questions about things and that can help with time management because then you can plan accordingly. All right. And another uh uh we have a few people asking about recordings. I know we have some people from the West coast that just came in. Um So we will be sending a link to the recording of the webinar and the slide deck to all attendees in a post of an email. Of course, uh you know, Rochelle's contact information is right on screen. So you feel free to reach out to her if you have any further questions. Um Let's see here back to my bookmarks. Um Here's a very good question. What are the common mistakes that you see people make when trying uh, to do time or calendar management. One of the biggest things that I see is trying to be perfect. I mean, I know that, you know, we all want to do a good job, you know, in our business and, you know, with our calendars, but I think that high standard of having everything be perfect can be really detrimental. So, of course, I'm not saying that you shouldn't care about your calendar or that you shouldn't plan. But, you know, having that kind of defeatist mindset can be really detrimental to your overall calendar health. So when you're trying anything new, you know, whether it's a tool or a technique or even just planning, be easy on yourself, see how it goes, try things out, you know, give yourself the space to plan things, you know, I wouldn't recommend people doing a major calendar overhaul. Maybe it's just making a slight change, maybe it's setting up an appointment with your um assistant on a week basis. That's one small thing that you could do. Maybe it's thinking about adding planning sessions to your calendar. You know, you don't have to make huge sweeping changes right away in order to make an influence on your calendar. So, you know, be patient with yourself, take things, you know, one step at a time and, you know, calendar management and time management really is all about being present and being thoughtful about how you're managing what's coming to you at any moment in time. We are getting a question about today's transcript of the live close captioning. Um We do not send that in the post of an email. I could download that reformat the whole thing. So if you go to the score.org page where the recording will be linked at, I'll have that for download by the end of the day or in the morning. So if somebody is looking for that, another good question, somebody asked is, you know, um they, how do you know whether or not to go spend money on an application to help you with time management or whether or not this is some fundamental? Um uh I guess, um uh life change that you need to make. Are you gonna waste your money on a Time Management app? If, if you're not gonna follow that app, like, what are steps that you can take to make sure that a Time Management app would, would actually help? Right. So I'd go back to, um, that framework that I set up before to really start thinking about things, you know, I think people tend to think that an app or a tool, you know, or a technique that's gonna be the silver bullet. That's what's gonna do. It. It really at the end of the day is just a tool. What matters is how you use that tool. So I like to make the analogy of, you know, a carpenter, a carpenter has a whole bunch of different tools. They could sit there and think about using the saw or the hammer, um, or the plane. But if they don't think about what project they're working on or what, where they are and things then choosing a tool really won't help them. So you need to take a step back and think about what really is the issue that I'm facing right now. Um Am I feeling overwhelmed with tasks? Can I really not find things? Um Do I not have a centralized calendar? You know, it, it really is about asking yourself questions. So you need to do some thinking about that and then if you get to a point where you're not certain about the tool or if you need to make some other change, then you might want to, you know, reach out and get some help. Um You know, with that because everybody is different and it really is difficult to say, you know, where I am, you know, right now, like what that might be. So really, I would say the first thing to do is to really start thinking about it, you know, is it just a cut and dry thing where if I had this particular tool, um would it help me do this activity or action in my business faster or is there really something that I'm not thinking about with how I manage or process time that may be the block? So, a lot of thought, I, I would say do some thinking on that and then if you really can't figure out what it is, um, go out and get some help. Another question, uh, that we have here and that we're probably gonna have with, with every webinar for the next five years is a, I, how can a, I help with time management? Right. Right. So, you know, I've seen so many things, you know, with people using A I again at its basis, use it if you're going to use it, use it as a tool, right? It's not going to do everything for you, but it can help you get to a certain point. So, you know, you know, I'm in favor of people using whatever tool works for them. You know, that's something that I really strongly believe in that the better you can understand how you work and your personal preferences and the tools and techniques that you like to use then, yeah, that's gonna help you do your work. So it's not necessarily which one is it, but which one that works for you. So when it comes to A I, if you're already using it, that's fine. You know, think of ways, maybe that it could help you. Do, you need um someone to do some planning, you know, you could do it, you know, kind of like a, an assistant type thing, you know, asking questions. Could you have it structure things for you. Again, not doing all the things, but, you know, giving you suggestions that you can adjust and play with and, you know, if you're not using it, that's also fine. Um, you know, again, it is about thinking about how you're going to use the tool to your advantage. So, you know, I don't want people to think that, you know, any particular tool out there is the only way to go. It really depends on how you work, what your preferences are and whether or not you're actually going to use that tool for the long term and, and something that I think needs to be emphasized, like, like you keep mentioning it, it depends on who you are and how you work and, and how you respond to information. So I feel like a lot of this has to do with kind of like how they teach teachers how to teach people, depends on you and, and, and, and you know, that person that you're teaching and how they receive information. So I think that's really a good summary of today's presentation. Yeah, I mean, the more I always tell people, the more you can understand yourself, you know, your preferences, your likes, your dislikes, the more you know about yourself, then the more you'll know about how you work and then when you find those pieces and you can interlock them in such a way, well, that just makes the work itself go so much smoother because you know how to make the most of your time using your preferences. So yeah, it really is all about um learning more about how you, how about yourself and how you work. And if you don't know, a good cheat code might be to ask your significant other. I'm sure they'll be able to tell you how you operate. That always works for me. Um So Rochelle, thank you so much for today's presentation and, and I know we had tons of questions. We had, you know, over live attendees. So we didn't have a chance to get to all of them. But if, if we didn't have a chance, we do have a few options, of course, reach out to Rochelle using the contact information she provided. Um We also encourage you to reach out to us, mentor or use a live chat feature to get directly in contact with the score mentor. We have thousands across the country that can help with anything from time management to A I things of that nature, you can find them using a zip code so you can find something in your area or using keywords. So with that, I'd like to give Rochelle a very special. Thank you. Thank you so much for your time and for sharing this valuable information with today's audience. Oh, you're welcome Cody and thank you everyone for attending the webinar. I hope you found it helpful and yeah, I if anything, you know, from this training, take one thing with you that you can put into action today. You know, one thing, what could you do right here right now that would move your calendar forward um in a positive way. Yeah. And as we close out today's webinar again, we would like to thank Principal for sponsoring today's webinar. All right, goodbye, everybody. We look forward to seeing you in the next webinar. Have a good day. 
