Turn disorganised workflows into @

Productivity Powerhouse




IS YOUR BUSINESS LOSING TIME
TO INEFFICIENCY?

Insight

Disorganised workflows lead to wasted time,
missed deadlines, and frustrated teams. The
difference between high-performance
businesses and those struggling with inefficiency
is streamlined, optimised processes. Here's how

to eliminate waste and create a workflow that

fuels productivity.



STEPI:
IDENTIFY THE BIGGEST TIME WASTERS

Why it matters

You can't fix inefficiencies if you don’t know
where they are.

How to Do It

1.Conduct a workflow audit: Map out your team’s daily
processes and identify the bottlenecks.

2.Track time spent on repetitive tasks: Look for unnecessary
manual work that could be automated.

3.Spot communication breakdowns: Are tasks getting
delayed due to unclear instructions or lack of follow-ups?







STEP 2:
STANDARDISE & SIMPLIFY PROCESSES

Why it matters

A lack of consistency leads to errors, delays,
and wasted resources.

How to Fix It

1.Document step-by-step procedures: Create SOPs (Standard
Operating Procedures) for key workflows.

2.Reduce approval layers: Too many sign-offs slow down
execution—simplify decision-making.

3.Create templates for recurring tasks: Standardised processes
eliminate redundant work.




® Quick Fix
If different team members
complete the same task in
different ways,

standardisation is
much overdue.




STEP 3:
AUTOMATE REPETITIVE TASKS

Why it matters

Manual work drains productivity and
increases errors.

How to Implement

1.Use workflow automation tools: Automate repetitive
approvals, reporting, and follow-ups.

2.Integrate task management software: Platforms like
Jira, Asana, or Monday.com can streamline collaboration.

3.Automate data entry & reporting: Reduce human error
and free up valuable time for strategic work.




® Quick Fix

If your team spends
hours on admin work,
automation can recover
that time for more
meaningful (mission-
driven) projects.




STEP 4:
ELIMINATE LOW-VALUE TASKS

Why it matters

Not all work is productive—some tasks add
little to no value.

How to Prioritise

1.Use the 80/20 Rule: Identify the 20% of work that generates
80% of the results.

2.Reduce unnecessary meetings: Replace them with
asynchronous updates when possible.

3.Delegate non-essential tasks: Ensure leaders focus on high-
Impact decision-making.




® Quick Fix
If a task doesn’t
contribute directly to
growth, efficiency, or
client satisfaction,
reconsider its necessity.




FINAL THOUGHT
MAKE EVERY TASK COUNT

Productivity isn’t about doing more—it's about
doing what matters most. By streamlining,

automating, and prioritising, your business can
eliminate waste and operate at peak efficiency.

Call to Action

“Ready to turn your workflows into a

productivity powerhouse?”

Book a strategy call to
Maximise Efficiency HERE



https://calendly.com/2at-consulting/45min
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