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Tasks management enables you to allocate your time wisely. It helps you identify tasks that are urgent 

and important, allowing you to prioritise your work accordingly.

By managing your time effectively, you can reduce procrastination, eliminate distractions, and make 

progress on your tasks.

 I. TASK MANAGEMENT CHECKLIST THAT YOU CAN 

USE TO STREAMLINE YOUR WORKFLOW

1. Prioritise Tasks:

  Identify and prioritise tasks based on urgency and importance.

  Use a numbering or colour-coding system to indicate priority levels.

2. Set Clear Goals:

  Define specific and measurable goals for each task.

  Break down complex tasks into smaller, manageable sub-tasks.

3. Create a Schedule:

  Allocate dedicated time slots for each task on your calendar.

  Consider your energy levels and productivity peaks when scheduling tasks.

4. Use Task Management Tools:

  Explore task management apps or software to track and organise tasks.

  Utilise features like reminders, deadlines, and progress tracking.
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5. Avoid Multitasking:

  Focus on one task at a time to maximise efficiency and quality.

  Minimise distractions and create a conducive work environment.

6. Break Tasks into Action Steps:

  Divide complex tasks into smaller, actionable steps.

  Define clear milestones or checkpoints for monitoring progress.

7. Regularly Review and Update:

  Review your task list regularly to assess progress and adjust priorities.

  Update deadlines, goals, or task assignments as needed.

8. Practice Time Management Techniques:

  Implement time management techniques like the Pomodoro Technique or time blocking.

  Set dedicated periods for focused work and short breaks to maintain productivity.

9. Celebrate Achievements:

  Acknowledge and celebrate completed tasks and milestones.

  Take a moment to appreciate your progress and motivate yourself for future tasks.
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II. FREE TOOLS TO UTILISE YOUR TASKS DAILY: 

  Trello

  Asana

  Google Workspace (formerly G Suite) 

 Click up 

 Monday.com 

 Phone Reminders

III.  DELEGATE AND COLLABORATE WITH A VIRTUAL ASSITANT:

1. Identify tasks that can be delegated to your virtual assistant. 

2. Reduced operating costs as they can provide inexpensive yet invaluable services to your company.

3. Time savings by delegating non-strategic tasks to your Virtual Assistant.

4. Improved turnaround of time-consuming tasks.

In conclusion, task management offers the distinct advantage of streamlining workflow, 

enhancing productivity, and mitigating stress. It serves as an invaluable instrument for 

effectively managing tasks, optimising time utilisation, and prioritising responsibilities, 

ultimately resulting in heightened efficiency and the achievement of set goals.

https://docs.google.com/spreadsheets/d/1fCnqmZOJmEsQCwX44XMYdij2v9Bh6akxfnXwtEb8aNI/edit#gid=0
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On top of that, we all need to find that harmony between work and life, don’t we? 
A Virtual Assistant can give you that precious time to spend with people and things you genuinely 
value, removing the added pressure that may be stopping you from putting the right energy into 
your business.

Claud & Bonnie

a. Organise communication via emails and phone calls

b. Provide customer service as the first point of contact

c. Organise meetings٫, travels, and accommodations

d. Manage contact lists and organise managers’ calendars

e. Create and review customer spreadsheets and keep online records

f. Conduct market research and report on the results

g. Prepare presentations

h. Help employees with their administrative queries

i. Manage social media accounts, post scheduling, and monitoring.

j. Lead Generation

5. Renewed focus on core business services.

6. Tasks that Virtual Assistant can DO for you: 

https://calendly.com/bonnie-louise/monthly-report-meeting
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