Carly Rose
Virtual Assistant

How to get more time
back in your business
and do more of the
things you love

Figure out your zone of genius and
outsource the rest...

Hey!
Do you feel like you are stuck in social media all day rather than out there getting clients?
Are you spending hours scheduling your content rather than actually creating it?
Are you spending ages wading through your inbox rather than serving and supporting your
clients?
Do you find yourself working, late at night, on that task you have been putting when you would
rather be relaxing with friends or family?
Do you have a list of tasks on your to do list that are NEVER checked off that are making you
feel awful?
If you are answering yes to any of these questions, fear not, this template will
help you organise ALL your tasks and discover which of them you could, and
should be delegating right now!
Complete the FOUR steps below and feel the weight lifting as you get clear on the tasks
that you love and the ones you no longer need to do.

A bit about me
Hey! I am Carly, a wife, mum of 2 boys and an online
business manager. I understand and live the juggle first hand.
This is the reason I started my business; to be more flexible
and in control of my own time. I also get to do the same for
my clients. It's win win!
I have been a PA or VA for more than 10 years. I love being
able to support other women in growing their business
dreams, relieving pressure and giving back our most
important commodity...TIME.
The best part is YOU get to choose what you do with the
extra time.

Step One:

Brain Dump

Jot down all the tasks you have completed over the last month - daily, weekly, monthly
& adhoc...

Step Two:

Filter

Now filter all these tasks into two columns.
The first column is for all those tasks that are your zone of genius, the tasks that move
your business forward. The ones that really should stay with you, and use your expertise.
The second column is for everything else, the busy work! All the tasks getting in the way
of you working on column one.

Your Zone of

The Busy

Genius

Work

BONUS POINTS if you can estimate how much time you are spending on each of
these tasks...

Step Three:

Shuffle

List each of your Busy Work tasks under the description that best fits

Tasks that someone else
could easily take over
with little direction.
Tasks that are recurring

Tasks that require training
or direction. Tasks that
require some expertise

Tasks that you have to keep
due to a deadline. Tasks that
require greater expertise

Delegate

Prep

Someday

Now

Required

Soon

If you allocated times to your tasks in step two check out the amount of time you
could regain by outsourcing some of these tasks. How many more clients could you
serve? How many more sales calls could you make? How many spa trips could you take a
month!? You get the point!

Step Four:

Delegate

Now, get to work with delegating those tasks you can take off your to-do list right now.
Free up that time to work on your business, be with family, or better still take a little you
time!
Then, make a plan to do the prep work required so you can delegate those tasks in the
middle column.
Some day soon, the tasks on the right should keep sliding to the left...Remember you
can do ANYTHING but not EVERYTHING!

Just imagine spending your day just working on
the tasks that you love, knowing that someone else
is taking care of the rest!

Next Steps

If you are looking to outsource, get in touch.
I would love to help you spend more time in your zone of genius.
We can discuss what type of support would suit you best; be that with me and my team, or a
recommended VA from the Virtual Assistant Membership.

Still feel like this is a daunting task?
Book in a power hour with me and we can work through
the template together!

If you have completed the template and are sold on getting that precious
time back by outsourcing your busy work,
check out my How to outsource well to successfully save time and avoid wasting money
template, which will help you prepare for taking on a VA and ensure a
smooth and successful transition.
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