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Types of daily schedule templates

Hourly By priority By deadline

Monday Monday

[ J
‘ \/ I A I< I i A I IS I 08:00 Check emails () Check emails Submit project
[ J

09:00 Edit copy () Submit project Staff meeting

10:00 Staff meeting () Staff meeting Team meetup

11:00 Submit project ) Write report Vet appt
DAYLY — WE EKLY — M ONTH LY 12:00 Runerrand Edit copy Book club
01:00 Call client Call client Edit copy
02:00 Team meetup Vet appt Write report
03:00 Write report Run errand Call client
04:00 Update resume Team meetup Check emails

05:00 Vet appt Update resume Run errand
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POWER CONSETRATION




OVERCOME PROCRASTINATION
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Workload Management
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Define your Figure out Establish Distribute
objectives the workload your te.am the work
capacity

Onboard a
tool to help
you

Check in
with your
team

Work as a
team

Set expectations Be flexibled
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BENEFITS OF TEAM WORK

Create

some-
thing
new

together
Each team faster by
member divide

Success
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UNITED WE STAND. DIVIDED WE FALL 2.

Increased
efficiency
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Situation Awarness

Events that are
happening now



SAME LOOP, SAME PAGE

Shared situational awareness
means two or more people
having a commonly
understood mental image of
what’s happening and what is
going to happen in the future.
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OPERATING PROCEDURE
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What is SOPs?
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WA professional is someone
. who can do his best when
~ he doesn't feel like it.
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