
1. Track your time

Realising which tasks take up your time is key to 

freeing it up, we suggest using an app such as Toggl 

or Zoho Projects for a whole week to find out what 

is really going on. This will show how much time is 

spent on what.

It’s really important for business owners to do their 

research first to be able to claw back time because 

it starts with awareness. Most small business 

owners think they only spend 30 minutes a week 

updating social media or an hour a week creating/

sending invoices. But actually, when they track it, 

they realise these things take a lot longer.

Once you have done this you can prioritise your 

workload and set goals for yourself throughout the 

day, this will enable you to complete a project/task 

by a certain time.

Save Time

No matter how driven, focused or hard working you are, we all lose track of time 
during a hectic workday. As business owners we do it all the time, we get to the end 
of the week and realise that’s another week gone that we won’t get back. 

To be productive it’s important to use your time wisely, constantly adapt your 
routine and think about using some saving tips. For those of you who know me well 
know that I am always talking about the benefits of process improvement! 

Here are some time saving tips to consider which will help streamline your business 
processes and increase productivity.

2. Consider outsourcing

Please don’t spend your time doing something badly 

or spending lots of time doing it when you could pay 

someone else to do it quickly and well. 

We all have specific things that we are really great at 

doing, running a business for most is something very 

new and there is no bible that provides us with the 

right way to do things. It’s important to make sure 

that you have the right partners in place to help you 

with different elements of the business. With these 

trusted partnerships in place when the time is right 

to outsource, it will be a simple painless task.

We have a really simple way to think about this, 

consider your typical hourly rate compared to 

the hourly rate of a professional Virtual Assistant 

which is £35. For most business owners this is a no 

brainer of a decision, you could be earning more 

income and covering the cost of outsourcing.   
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3. Look at adopting tech

To begin saving time in your day-to-day business 

operations, you can’t be afraid to automate. You can 

easily automate things like managing work/projects, 

accounting, social media, and marketing to help you 

save time.

By implementing automation tools allows you to 

simplify repetitive tasks and gives you more time 

to work on important projects. Plus automated 

processes provide your clients with a slick 

professional service and it helps your business run 

efficiently. Here are some examples:

• For managing work/projects tools like Asana 

and Trello have free options and allow you to 

manage tasks and projects. 

• Both XERO and Quickbooks can automate your 

accounts, saving time creating invoices, your 

bookkeeping and managing expense receipts. 

• Automated email marketing tools allow you 

to send emails to all your customers without 

wasting time writing and sending emails to each 

individual.

• Tools like Buffer and Hootsuite allow you to 

schedule social media content. That way, you 

don’t have to worry about posting or forgetting 

to post to your accounts. 

4. Set deadlines

You are likely used to assigning due dates for people 

in the team to get assignments done. But, do you do 

the same for yourself? Switch things up by setting 

your own deadlines.

Setting deadlines may be difficult at first. However, 

establishing due dates can reduce time spent on 

projects and save time for other tasks.

Consider setting deadlines for your projects and 

your bigger tasks. Deadlines can help motivate you 

to complete your work and give you the incentive to 

focus. Also, telling others in your team about your 

deadlines can help hold you accountable.

5. Take a break

There are many studies that say taking regular 

breaks ensure that you are more productive. 

You probably think that breaks cost you time though 

it’s simple, breaks make you more productive, as you 

are more likely to finish projects sooner and save 

time so that you can work on other things.

As a business owner, you may find it challenging 

to step away from your desk. What if someone 

needs you? How will you get all your projects done? 

Instead of making excuses, devote time during the 

day for breaks.

Start off by taking mini-breaks (e.g., five minutes 

long) and work your way up to longer break periods. 

Consider also scheduling your breaks at specific 

times in your diary to designate when you should 

spend time away from work.   
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6. Keep meetings to a 
minimum

Meetings can be essential to growing your small 

business, but they can also be a huge time waster. 

They can last too long, happen too frequently, or 

aren’t productive which can hurt your business and 

waste time. Before scheduling meetings, determine 

whether or not the meeting is necessary.

Only accept and schedule meetings that are 

needed. Think about whether you can sum up 

something in an email rather than hosting a 

meeting. Or consider running the meeting virtually 

on Zoom to save everyone travel time.

If you do have a meeting, whether in person 

or virtually, plan out what you want to achieve 

beforehand to ensure the meeting is productive.

7. Give delegation a try

We generally find that business owners feel they 

need to be in control of everything and end up 

doing it all, though this isn’t scalable. By saying “yes” 

all the time, means you may take on more work than 

you can handle, overcommit yourself, add stress, 

and lose focus. 

Business owners find it difficult to delegate, their 

business is their baby and they want to make sure 

things are done right. Though by effectively using 

some simple steps, it’s a great way to get the team 

to take responsibility, allowing you to keep control 

and be even more productive than before.

8. Take control of your email

Start by reducing the volume of it, studies show a 

typical business owner gets 100-200 emails per day. 

If you spend just 2 minutes per email that’s a lot of 

your time! Start saving time by reducing the volume 

of email you receive. Unsubscribe to lists that clutter 

your inbox. Mark other unwanted emails as “spam” 

or “junk” and have them filtered out of your inbox.

There are services, such as Unroll.me, that will 

unsubscribe you from email lists in bulk, and then 

group your subscriptions together in one email daily! 

Chances are that you can reduce your email volume 

by as much as 50% with some of these strategies. 

And most importantly, touch email only once!

Also consider switching your emails/notifications off 

when you are working on projects or big tasks, we find 

that emails dropping into your inbox regularly  

can really distract you from the task in hand. n
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Summary
It’s no secret that saving time has many 
benefits for businesses. And, some time-
saving efforts have more advantages than 
others. Using the time-saving tips from above 
might allow you to:

   Increase productivity

   Reduce stress

   Become more organised

   Improve service, performance and quality

   Complete more tasks more quickly
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Saving Time
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