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WELCOME
Our goal is simple—to help you
reclaim your time and energy so you
can focus on what truly matters. By
exploring this guide, we hope you
feel empowered to delegate with
confidence and lay the foundation
for a more productive, balanced life.

Remember, letting go of the small
stuff is the first step toward big
progress. 

Let's get started!

It is my pleasure to present you
with this ebook, filled with
actionable strategies and
practical tips to help you take
control of your inbox and
calendar.

Our team at Moonah Marketing
has thoughtfully created this guide
to provide you with proven
methods for delegating your Gmail
and Google Calendar tasks. We
believe that simplifying your day-
to-day operations can unlock
greater potential, and we're
excited to share these insights
with you!

We understand that balancing
emails, schedules, and priorities
can feel overwhelming. That’s why
this ebook is designed to meet you
where you are, whether you're new
to working with an assistant or
looking to refine your current
delegation approach. There's
something here for everyone.

Sarah Newnham
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Email and calendar management are vital for business owners, but
they often consume hours better spent on strategic growth. 
The sheer volume of emails, coupled with complex scheduling needs,
can quickly lead to overwhelm.

Delegating these tasks to a VA can transform the way you work. A
skilled VA can streamline communication, manage appointments,
and ensure you never miss important deadlines. 

This ebook is your guide to effectively outsourcing Gmail and
Google Calendar tasks, freeing up your time for what truly matters.
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C H A P T E R 1
INTRODUCTION

DID YOU KNOW

Companies report a 35% increase in
efficiency when routine tasks are managed by

virtual assistants.

- https://thereistalent.com



Time Savings
A business owner can easily spend over two hours daily managing
emails and calendars. By delegating this responsibility to a VA, you
can reclaim those precious hours and focus on growing your
business.

Improved Productivity
A VA can prioritise your inbox, highlight urgent emails, and eliminate
the clutter, ensuring you remain focused on high-value tasks.

Professional Scheduling
Managing appointments, rescheduling meetings, and avoiding
double bookings become seamless when handled by a VA who
understands time zones and business norms.

Enhanced Communication
Whether liaising with clients, following up on enquiries, or responding
to routine emails, a VA ensures your tone remains professional and
consistent.
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C H A P T E R 2
WHY DELEGATE EMAIL AND
CALENDAR MANAGEMENT? 
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Email Management
· Filter incoming emails, categorising them into folders (e.g., urgent,
  follow-up, informational).
· Draft responses for common queries or client updates.
· Unsubscribe from irrelevant mailing lists to reduce clutter.
· Archive or delete old, unused emails to improve inbox efficiency.
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C H A P T E R 3
TASKS TO ASSIGN TO A VIRTUAL
ASSISTANT

Calendar Management
· Schedule new meetings and appointments based on your
  availability.
· Reschedule cancelled appointments and notify participants.
· Send reminders for upcoming deadlines or meetings.
· Sync multiple calendars to ensure consistency across devices and
  time zones.
· Schedule recurring events or meetings (e.g., weekly team stand
  ups).
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C H A P T E R 4
STEPS TO SAFELY SHARE GMAIL AND
GOOGLE CALENDAR ACCESS

Method 1: Granting Access in Gmail
1.Open Gmail settings.

2.Navigate to ‘Accounts and Import’ > ‘Grant Access to Your Account.’
3.Add your VA’s email address and assign necessary permissions.

Method 2: Sharing Google Calendar
1.  Open Google Calendar settings.

2.  Under ‘Share with Specific People,’ invite your VA by email.
3.  Adjust sharing settings (e.g., full access, view only).

Security Best Practices
Use two-factor authentication (2FA) for added protection.
Create a unique, temporary password for your VA when sharing
access.
Limit access permissions strictly to the required tasks.
Regularly review and revoke access if it’s no longer needed.

CONSIDER

Remote workers, including virtual assistants,
are 13% more productive than in-office

counterparts.

- https://thereistalent.com



Understanding Time Zones
Some countries span multiple time zones, for example, Australia has
AEST in Sydney to AWST in Perth and AEDT for daylight savings in
some states during certain months. An experienced VA will ensure
meetings or deadlines are scheduled optimally for participants in
different regions.

Adapting to Local Etiquette
From email sign-offs (“Cheers” or “Kind regards”) to recognising local
holidays and working norms (e.g., reduced hours on Fridays for some
industries), a professional VA will be well versed in your local
etiquette and will communicate approrpiately.

Public Holidays and Seasonal Trends
A VA can help plan around key events like national days, business
closures during Christmas, or client availability during school
holidays.
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C H A P T E R 5
TAILORED SOLUTIONS FOR BUSY
PROFESSIONALS
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C H A P T E R 6
TIPS FOR WORKING WITH YOUR VIRTUAL
ASSISTANT

Set Clear Expectations
Outline daily, weekly, and monthly goals for email and calendar
management.

Regular Check-Ins
Schedule short meetings to discuss progress, resolve issues, and
update priorities.

Use Collaboration Tools
Platforms like Slack or Zoom make it easy to maintain open lines of
communication.

Foster Trust
Encourage transparency in scheduling conflicts or inbox priorities,
creating a mutually beneficial workflow.

CONSIDER

Virtual assistants can reduce the workload of
full-time staff by 30%, allowing them to focus

on core tasks.

- https://quicklyhire.com

https://quicklyhire.com/
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Kate, a Sydney-based marketing agency owner, hired a VA to manage
her Gmail and Google Calendar. Within the first month, her inbox went
from over 1,000 unread emails to a streamlined 50 daily emails for
immediate review. 

Her VA also optimised her calendar, aligning meetings with her most
productive hours in the morning. These changes freed up 10+ hours a
week, enabling her to focus on acquiring new clients.

Case
Study
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NEXT STEPS 

Delegating email and calendar management might seem like a
small adjustment, but its impact on productivity and work-life
balance is transformational. Start by identifying your current pain
points and explore hiring a reputable VA familiar with your country’s
business dynamics.
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CONCLUSION 

Email and calendar management can take up significant portions
of your day, but it doesn't have to. By outsourcing these tasks to a
VA, you'll not only gain time but also achieve better organisation and
communication. 

Learn how to delegate efficiently, incorporate security practices,
and tailor workflows to suit the unique needs of your business and
your VA.

Start delegating today, and watch your productivity soar while you
regain control of your time!
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KEY TAKEAWAYS

Reclaim Your Time: Learn how delegating routine tasks can
free hours in your day to focus on strategic priorities and
personal well-being.

Boost Productivity: Discover actionable strategies to streamline
your Gmail and Google Calendar management, reducing stress
and enhancing efficiency.

Master Delegation: Gain practical tips for communicating
expectations, setting guidelines, and building trust with a Virtual
Assistant.

Enhance Work-Life Balance: Leveraging a Virtual Assistant isn’t
about relinquishing control; it’s about creating space for what
truly matters.

Maximise Professional Support: Understand how skilled
Virtual Assistants from Moonah Marketing can manage time-
consuming tasks, ensuring your workflow stays seamless.

Action-Oriented Results: Develop the confidence to take
immediate steps, starting with delegating one task today to
experience the potential of smarter time management.

www.MoonahMarketing.au



Congratulations on reaching the end of 
Delegating Gmail and Google Calendar to an 
Assistant! By now, you’ve explored the power of 
delegation and how Moonah Marketing’s Virtual Assistants 
can help you reclaim precious time and energy.

We’ve walked you through the benefits of streamlining your inbox,
managing your calendar more effectively, and how these small but
significant changes can create a big impact on your productivity and well-
being. Delegating isn’t just a strategy; it’s a mindset shift that enables you
to focus on what truly matters in your personal and professional life.
Remember, leveraging the expertise of a Virtual Assistant isn’t about giving
up control; it’s about empowering yourself to lead with clarity and purpose.
Every task you delegate brings you closer to a more balanced, more
fulfilling routine.

We truly appreciate your time and dedication in reading this guide. Your
commitment to taking actionable steps toward a smarter workflow is
inspiring! Now, it’s time to put these strategies into practice. Start by
identifying one task you can delegate today, and take that first step
toward a more productive future.

If you’re ready to explore how Moonah Marketing’s Virtual Assistants can
support you further, don’t hesitate to reach out. Your path to time freedom
and focused success starts here. You’ve got this!

- Sarah and the team at Moonah Marketing 

THANK YOU!

Sarah Newnham
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Published by Moonah Marketing

Reclaim Your Time with Expert Email and
Calendar Management

Are emails and scheduling tasks dominating your time? Delegating Gmail
and Google Calendar to an Assistant is your guide to breaking free.

Learn how Moonah Marketing’s expert Virtual Assistants can manage your
inbox and calendar with precision, helping you reduce stress and refocus

on what truly matters.

This concise ebook is packed with actionable tips and strategies to
delegate effectively without losing control. Discover how outsourcing

routine tasks can transform your productivity and restore balance to your
day. Simple changes, big results.

Start reclaiming your time today. The path to a more organised, stress-
free life is just a page away!

Sarah Newnham is a prominent figure in the world of marketing, with a
wealth of experience working with some of the biggest brands in the
industry. As the Managing Director of Moonah Marketing, she has
established a reputation for her ability to help businesses of all sizes
achieve their goals. With over 25 books and hundreds of articles to her
name, Sarah is a prolific writer and a sought-after speaker on topics
ranging from business and marketing to executive wellbeing. 
To learn more about Sarah and connect with her, visit
ww.MoonahMarketing.au.


