


  About me

                About you





Busy but achieve nothing
7 1

Interrupted by emails & calls
6 2

Never up to date

5 3

4

A lot relies on memory rather than reminders Important tasks get 
pushed back by ‘urgent’ 
ones

Same tasks are repeated



• Cognitive overload & decision fatigue = poor 
decisions

• Being busy but not effective

• No time to plan strategy or reflect 

• Missed follows ups =missed income

• Inconsistent service damages reputation 
early

• Difficulty growing after poor/no delegation





Start with Why

• Remember why you are doing 
something

• Ask it’s importance

• Don’t just tick a box



POWER HOURS
- For protection of 
important work

• What is one of these?

• What belongs in one?

• How often should you have one?

• How do you defend this time?

• What tools could you use to create it?



CRM suggestions
CRMs aren’t compulsory - they’re useful when memory starts to fail. If 
you’re not there yet, paper or Outlook is absolutely fine.

• HUBSPOT – Free to start, scales as you grow, robust tracking, unlimited users, 
contact management, company records, tasks, email tracking & basic 
reporting. 
Paid plans start at £15pm  

• CAPSULE CRM – simple, grown up, not salesy, up to 2 users and limited contacts for free, contacts, notes, 
tasks, reminders, basic sales tracking. 
Paid plans start from £14pm

• PIPEDRIVE – good for those who live & die by follow ups & sales pipelines. NOT FREE. £14-18pm and great 
for sales pipelines, follow up reminders, seeing ‘who’s next’  



Bringing it all together
• What suits your style?  What feels manageable? What will you actually 

use? 

• Organisation reduces risk & stress

• Structure gives you headspace to grow

• One consistent system changes everything



Any Questions?
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