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Marketing 

 

Ozboz – Business Growth, Simplified 

 

Marketing: 

Marketing Made Simple: 

• Know Your Audience: Define who your ideal customer is (age, 
job, needs). 

• Clarify Your Offer: Communicate what problem you solve and 
why it matters. 

• Choose 1 or 2 Channels: Focus on where your audience already 
hangs out (social media, email, events). 

• Consistency Wins: Regular posting, newsletters, and updates 
build trust over time. 

• Measure What Matters: Track leads, conversions, and customer 
feedback, not vanity metrics. 

 

Quick Wins 

• Create a simple "Customer Avatar" – who are they? What do they 
care about? 

• Write a one-sentence pitch: "We help [who] achieve [result] with 
[solution]." 

• Pick the top 2 marketing platforms and post weekly. 
• Use Canva or similar tools to create clean, branded visuals. 
• Add a call-to-action (CTA) in every post, email, and ad. 
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Common Mistakes to Avoid 

• Trying to be everywhere at once 
• Talking about your business instead of your customer 
• Inconsistent branding and messaging 
• Ignoring customer feedback 

• Not testing and adjusting campaigns 

 

Resource Tip 

Book: "Building a StoryBrand" by Donald Miller 
Learn how to create clear, customer-centred marketing. 

Tool: Canva.com 
Easy graphic design for branded posts, flyers, and presentations. 

 

Need Help Growing Your Business? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 
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Sales 

 

Ozboz – Business Growth, Simplified 

 

Sales: 

Sales Made Simple: 

• Focus on Relationships: Build trust first, sell second. 
• Understand the Customer’s Needs: Ask questions and listen 

carefully. 
• Present Solutions Clearly: Show how your product or service 

solves their specific problems. 
• Handle Objections Calmly: View objections as opportunities to 

offer reassurance. 
• Always Follow Up: Persistence shows professionalism and care. 

 

Quick Wins 

• Prepare a list of powerful, open-ended questions for client 
conversations. 

• Craft a short, benefits-focused pitch you can deliver in under a 
minute. 

• Schedule follow-up reminders for every prospect. 
• Create a simple sales script for first calls or meetings. 
• Record and review your sales conversations to identify 

improvement areas. 
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Common Mistakes to Avoid 

• Talking too much and listening too little 
• Pushing products rather than offering solutions 
• Failing to follow up 
• Overcomplicating the sales message 
• Taking objections personally 

 

Resource Tip 

Book: "Sell with a Story" by Paul Smith 
Master the art of storytelling to boost your sales effectiveness. 

Tool: HubSpot CRM 
A free tool to manage contacts, track deals, and automate follow-ups. 

 

Need Help Improving Your Sales? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 

 
  

mailto:hello@ozboz.co.uk
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Business Development 

 

Ozboz – Business Growth, Simplified 

 

Business Development: 

Business Development Made Simple: 

• Identify Growth Opportunities: Focus on new markets, new 
partnerships, or new customer segments. 

• Build Strategic Relationships: Network intentionally with 
businesses and individuals who align with your goals. 

• Offer Value First: Approach partnerships and collaborations by 
offering help before asking for anything. 

• Track and Measure Efforts: Know what activities lead to new 
opportunities and prioritise them. 

• Be Consistent: Business development is a long-term activity, not 

a one-off event. 

 

Quick Wins 

• Map out your ideal strategic partners. 
• Attend one targeted networking event or online group per month. 
• Create a "value-first" outreach message template. 
• Review your current client list for cross-sell or upsell opportunities. 

• Set monthly business development goals and track results. 
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Common Mistakes to Avoid 

• Chasing too many opportunities without focus 
• Ignoring existing customers while pursuing new ones 
• Overlooking the importance of genuine relationships 
• Failing to track outreach and follow-ups 
• Giving up too soon 

 

Resource Tip 

Book: "The Lean Startup" by Eric Ries 
Learn how small, continuous experiments drive sustainable growth. 

Tool: LinkedIn Sales Navigator 
Find and connect with the right prospects and decision-makers. 

 

Need Help Growing Your Business? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 

 
  

mailto:hello@ozboz.co.uk
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Business Finance 

 

Ozboz – Business Growth, Simplified 

 

Business Finance: 

Business Finance Made Simple: 

• Understand Your Numbers: Know your cash flow, profit margins, 
and break-even point. 

• Budget for Success: Plan your income and expenses to avoid 
surprises. 

• Separate Personal and Business Finances: Use different bank 
accounts to stay organised and clear. 

• Monitor Cash Flow Regularly: Ensure you have enough to cover 
expenses and invest in growth. 

• Prepare for Taxes: Set aside money for tax liabilities throughout 

the year. 

 

Quick Wins 

• Set up a simple monthly cash flow tracker. 
• Review your pricing to ensure you cover costs and make a profit. 
• Open a dedicated business bank account if you have not already. 
• Schedule a monthly finance review meeting. 

• Identify one unnecessary expense to cut this month. 
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Common Mistakes to Avoid 

• Mixing personal and business money 
• Ignoring cash flow and focusing only on sales 
• Failing to plan for taxes 
• Under-pricing products or services 
• Not seeking professional financial advice when needed 

 

Resource Tip 

Book: "Profit First" by Mike Michalowicz 
Learn a simple method to manage your business finances and prioritise profit. 

Tool: QuickBooks 
Easy-to-use accounting software for small businesses. 

 

Need Help Managing Your Business Finances? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 

 
  

mailto:hello@ozboz.co.uk
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Business Communication 

 

Ozboz – Business Growth, Simplified 

 

Business Communication: 

Business Communication Made Simple: 

• Be Clear and Concise: Get to the point quickly and avoid jargon. 
• Adapt to Your Audience: Tailor your message depending on who 

you are speaking or writing to. 
• Listen Actively: Good communication is as much about listening 

as it is about speaking. 
• Use the Right Channels: Choose email, phone, video call, or 

face-to-face based on the situation. 
• Follow Up in Writing: Always confirm important discussions and 

agreements in writing. 

 

Quick Wins 

• Draft key points before meetings or important conversations. 
• Use bullet points and headings to make emails easier to read. 
• Practise active listening by summarising what others have said. 
• Schedule regular team check-ins to improve transparency. 
• Review and refine your voicemail and email signatures. 
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Common Mistakes to Avoid 

• Overloading messages with unnecessary information 
• Ignoring tone and body language 
• Choosing the wrong communication method for the situation 
• Assuming understanding without confirming 
• Delaying responses to important communications 

 

Resource Tip 

Book: "Crucial Conversations" by Kerry Patterson et al. 
Learn how to have important and high-stakes conversations successfully. 

Tool: Slack 
A platform for fast, organised, and effective team communication. 

 

Need Help Improving Your Business 
Communication? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 

 
 

  

mailto:hello@ozboz.co.uk
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Strategic Planning 

 

Ozboz – Business Growth, Simplified 

 

Strategic Planning: 

Strategic Planning Made Simple: 

• Define a Clear Vision: Know where you want your business to be 
in 1, 3, and 5 years. 

• Set SMART Goals: Ensure all objectives are Specific, 
Measurable, Achievable, Relevant, and Time-bound. 

• Prioritise Key Initiatives: Focus on the few actions that will make 
the biggest difference. 

• Allocate Resources Wisely: Match your time, money, and people 
to your priorities. 

• Review and Adjust Regularly: Strategic plans should be living 

documents, not static reports. 

 

Quick Wins 

• Write a short vision statement for your business. 
• Set three SMART goals for the next quarter. 
• Identify one major project that aligns with your long-term vision. 
• Schedule quarterly strategic review meetings. 

• Share your vision and goals with your team to align efforts. 
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Common Mistakes to Avoid 

• Setting vague or unrealistic goals 
• Ignoring the importance of prioritisation 
• Failing to allocate the necessary resources 
• Neglecting to track progress 
• Treating the plan as "set and forget" 

 

Resource Tip 

Book: "Good Strategy Bad Strategy" by Richard Rumelt 
Understand the key elements that make a business strategy truly effective. 

Tools: Trello, Asana, Monday.com 
Flexible and easy-to-use platforms for tracking strategic goals and managing 
projects. 

 

Need Help Creating Your Business Strategy? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 

 
 

  

mailto:hello@ozboz.co.uk
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Operations 

 

Ozboz – Business Growth, Simplified 

 

Operations: 

Operations Made Simple: 

• Document Your Processes: Clear, written steps for daily tasks 
improve efficiency and training. 

• Automate Repetitive Tasks: Use tools where possible to save 
time and reduce errors. 

• Delegate Effectively: Assign tasks to the right people and trust 
them to deliver. 

• Monitor Key Metrics: Track performance indicators like 
turnaround times, error rates, and customer satisfaction. 

• Continual Improvement: Regularly review and refine processes 

for better outcomes. 

 

Quick Wins 

• Create a simple Standard Operating Procedure (SOP) for your 
main service or product delivery. 

• Use workflow tools like Asana, Trello, or Monday.com to manage 
tasks. 

• Schedule a weekly operations review meeting. 
• Identify one task you can automate this month. 

• Create a checklist for common activities to ensure consistency. 

 

 

 

 



16 

Common Mistakes to Avoid 

• Relying on memory instead of documented procedures
• Micromanaging staff instead of empowering them
• Ignoring bottlenecks and inefficiencies
• Overcomplicating simple tasks
• Not providing adequate training

Resource Tip 

Book: "The E-Myth Revisited" by Michael E. Gerber 
Learn why systematising your business is key to sustainable growth. 

Tool: Process Street 
Simple checklist and process management software. 

Need Help Streamlining Your Operations? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 

mailto:hello@ozboz.co.uk
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Logistics 

 

Ozboz – Business Growth, Simplified 

 

Logistics: 

Logistics Made Simple: 

• Choose Reliable Partners: Work with trusted suppliers and 
couriers to ensure smooth operations. 

• Plan Ahead: Forecast demand and prepare resources in advance. 
• Track Everything: Use tracking systems to monitor orders, 

deliveries, and inventory in real time. 
• Have a Contingency Plan: Prepare for delays, shortages, and 

emergencies with backup options. 
• Streamline Your Processes: Simplify steps to reduce handling 

time and minimise errors. 

 

Quick Wins 

• Audit your current suppliers and delivery partners. 
• Implement a basic inventory management system. 
• Set up automatic reorder alerts for key stock items. 
• Review your packaging and shipping processes for efficiency. 
• Create a simple logistics checklist for regular operations. 
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Common Mistakes to Avoid 

• Relying on a single supplier without backups 
• Poor communication with suppliers and couriers 
• Underestimating delivery times and stock levels 
• Neglecting proper inventory management 
• Failing to factor logistics costs into pricing 

 

Resource Tip 

Book: "The Everything Store" by Brad Stone 
Understand how logistics played a key role in Amazon's rise. 

Tool: Zoho Inventory 
A simple, affordable tool for managing stock, orders, and shipments. 

 

Need Help Improving Your Logistics? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 

 
 

  

mailto:hello@ozboz.co.uk
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Employee Management 

 

Ozboz – Business Growth, Simplified 

 

Employee Management: 

Employee Management Made Simple: 

• Set Clear Expectations: Employees perform best when they 
know exactly what is expected. 

• Communicate Openly: Regular feedback, both positive and 
constructive, builds trust. 

• Recognise and Reward Performance: Acknowledge 
achievements to boost morale and retention. 

• Invest in Development: Provide training and growth opportunities 
to build skills and loyalty. 

• Lead by Example: Model the behaviour and work ethic you want 

to see in your team. 

 

Quick Wins 

• Write clear job descriptions for all roles. 
• Hold regular one-to-one meetings with each team member. 
• Implement a simple recognition programme for achievements. 
• Create a basic onboarding checklist for new hires. 
• Offer at least one professional development opportunity per 

employee each year. 
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Common Mistakes to Avoid 

• Micromanaging and not trusting your team 
• Ignoring employee feedback 
• Failing to address poor performance promptly 
• Treating all employees the same without considering individual 

needs 
• Not providing clear paths for advancement 

 

Resource Tip 

Book: "Leaders Eat Last" by Simon Sinek 
Understand how great leaders create environments where people feel safe and 
motivated. 

Tool: BambooHR 
An easy-to-use platform for managing employee records, onboarding, and feedback. 

 

Need Help Managing Your Team Effectively? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 

 
  

mailto:hello@ozboz.co.uk
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Supply Chain Negotiation 

 

Ozboz – Business Growth, Simplified 

 

Supply Chain Negotiation: 

Supply Chain Negotiation Made Simple: 

• Build Relationships First: Strong supplier relationships lead to 
better terms and flexibility. 

• Know Your Value: Understand what your business offers and use 
it as leverage. 

• Prepare Thoroughly: Research suppliers’ costs, competitors, and 
market rates before negotiations. 

• Aim for Win-Win Agreements: Seek outcomes that benefit both 
sides to build lasting partnerships. 

• Get Agreements in Writing: Always document terms clearly to 

avoid future disputes. 

 

Quick Wins 

• Identify your top five suppliers and strengthen those relationships. 
• Research current market rates for your key purchases. 
• Prepare a checklist of negotiation points before supplier meetings. 
• Be ready to walk away if terms are not favourable. 

• Review and renegotiate existing contracts regularly. 
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Common Mistakes to Avoid 

• Focusing only on price and ignoring quality or service 
• Entering negotiations unprepared 
• Being too aggressive and damaging relationships 
• Overlooking hidden costs like delivery fees or payment terms 
• Not reviewing contracts carefully 

 

Resource Tip 

Book: "Getting to Yes" by Roger Fisher and William Ury 
Learn principled negotiation tactics to achieve better deals. 

Tool: DocuSign 
A reliable platform for managing and signing contracts electronically. 

 

Need Help Strengthening Your Supply Chain? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 

 
 

  

mailto:hello@ozboz.co.uk
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Conflict Resolution 

 

Ozboz – Business Growth, Simplified 

 

Conflict Resolution: 

Conflict Resolution Made Simple: 

• Address Issues Early: Deal with tensions before they escalate. 
• Stay Calm and Professional: Focus on facts, not emotions. 
• Listen to Understand: Make sure all parties feel heard and 

respected. 
• Seek Common Ground: Focus on shared goals to find a solution. 
• Agree on Next Steps: Clearly outline actions to move forward and 

prevent future conflict. 

 

Quick Wins 

• Set ground rules for respectful communication in your team. 
• Hold a private meeting to resolve issues rather than public 

discussions. 
• Practise active listening during disagreements. 
• Focus on behaviours and impacts, not personalities. 
• Document agreements reached during conflict resolution 

discussions. 
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Common Mistakes to Avoid 

• Ignoring conflicts and hoping they go away 
• Becoming defensive or aggressive 
• Taking sides instead of staying neutral 
• Letting emotions override facts 
• Failing to follow up after a resolution is agreed 

 

Resource Tip 

Book: "Difficult Conversations" by Douglas Stone, Bruce Patton, and Sheila Heen 
Learn practical strategies for navigating tough conversations with confidence. 

Tool: Mediation Services (ACAS) 
Independent support for resolving workplace disputes fairly. 

 

Need Help Handling Conflict in Your Organisation? 

Contact Ozboz: hello@ozboz.co.uk | 0330 122 6132 

 
 

  

mailto:hello@ozboz.co.uk
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Helping Businesses Scale Through Operational Excellence, Marketing Strategy, and 
Business Transformation 
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