
OR STAY THE SAME

Author: Lyndsay Phillips

EASY Ways To Be More Productive
So you can get more done, consistently,

in less time, to achieve success faster!

www.ssonlinesupport.com



8 Easy Ways To Be More Productive 

So you can get more done, consistently, in less time,  

to achieve success faster! 

 

It’s so easy to feel overwhelmed as an entrepreneur. We wear a lot of hats – 

serving our clients, trying to get new clients, sales, book keeping, social media, 

podcasting, writing content, website updates – I mean the list can go on!  

Besides outsourcing (which really is the biggest tip to be more productive and 

grow your business faster), there are some simple tips and changes to your 

working habits that can make a monumental difference in how you manage 

your time and your tasks – to get more done, faster!  

 

Here are some of my best strategies to be more productive and efficient -

strategies that are easy to implement. Don’t feel you need to do them all at 

once! They say it takes you doing something 5 times to become a habit (I think 

it’s probably more!). So incorporate one strategy in a couple of weeks – weave 

it into your daily, weekly or monthly habits – then incorporate another. You’ll 

be a well oiled machine in no time!  

 

1. HAVE A CONTENT STRATEGY TO ENSURE CONSISTENCY  

You want to deliver great content to your 

audience – show off all that you know & 

provide great value – Content Marketing is 

crucial! Without a content strategy you will 

not be organized or consistent and you’ll 

lose your audience because of it. You need 

to create a plan and a system to 

consistently put out great content in a way 

that is efficient and won’t kill you and burn 

you out. Let me share an example to 

illustrate this. 



 

� Write blogs once a month (or outsource and tweak them so they have 

your voice & personality). *2 hrs each month est. 

� Film 4 videos *1hr each month est. 

� Do your podcast interviews only on Tuesdays or only during the first 2 

weeks of a given month (time block it out). 

� Write Social Media Posts from content you already have and create text 

graphics.  *1-2 hrs a month est. 

� Preschedule a month’s worth of content with a social media scheduling 

tool like Hootsuite - *1-1.5 hrs a month est. 

 

If you plan it out ahead of time and schedule those tasks into your Project 

Management System or calendar (vs ‘when I have time’ – as let’s be honest – 

when will that be?), and if you batch task, instead of going from week to week 

it won’t seem so onerous. Plus – it takes MORE time getting ready to get into a 

project than actually ‘doing it’. So if you write or film videos all in one time slot, 

you’ll be on a roll and knock more off in a shorter amount of time.  

 

2. REPURPOSE CONTENT TO CREATE MORE VALUE, FASTER 

Don’t feel you have to be super creative 

ALL the time and do something new for 

each content piece you put out there. It’s 

okay to recycle and repurpose It’s a way 

of being more productive and leveraging 

content you’ve already created. Let me 

show you how easy it is. 

1.Take a blog you’ve written. In that blog 

I bet there will be at least 4-5 points (tips, 

statistics, quotes, statements) that are 

useful information. Grab those and make 

a social media post out of them (ie stand alone posts that don’t ‘link’ to any 

particular webpage). Take it one step further and create some text graphics or 

memes. 



For instance – let’s say the first point in this report is a blog. I can find a point in 

there that I could easily turn into a social media post. 

Ex: I took this section of the above material: Content Marketing is crucial! 

Without a content strategy you will not be organized or consistent and 

you’ll lose your audience because of it. 

Post -  Want to keep your audience in social media? Have a content 

strategy to ensure you are organized and consistent with your posts. 

Content Marketing is crucial! 

Then I could even do a graphic that has ‘Content Marketing is crucial!’ on   

it. 

2. Take that same blog – and think about the 3-5 main points you cover. Turn 

on the video camera and talk about them. Easy!  

BONUS TIP: Better yet – do a Facebook LIVE – THEN extract it and move it 

  You Tube. Embed it on your website with transcripts too. 

3. Take that video – strip the audio out of it and you have a podcast episode! 

 OPTIONAL. Take the points in the blog and create an infographic. 

 OPTIONAL. Take the points in the blog and create slides for a Slideshare 

 presentation.   

 

With an easy plan and way to repurpose content – you will naturally deliver 

more content consistently to your audience.  

3. BYE BYE PROCRASTINATION – HELLO GOALS AND TARGETS! 

 

There is a difference between goals and targets.  

Think of goals as ‘what you want’.  

Think of targets as ‘when’ and sometimes the 

‘steps’ to get there.  Without targets, the goals 

more times than NOT go to the wayside and get 

forgotten, which also feeds into procrastination. 



Here are 4 steps to create goals and targets, hold back procrastination and 

reach those goals with pride! 

1.Write down what you want to achieve, in other words, what is your goal? 

2.Map out and write down the steps you need to take to make that happen. Be 

very specific. 

3. Put dates beside the steps (make it attainable and doable BUT will also make 

you get it done fast). 

4. Now mark these steps and due dates into your calendar or project 

management system. SCHEDULE them in – or else they will not get done. And 

treat those timeframes and tasks as if they were for your clients or 

appointments! 

No excuses! 

 

4. USE A PROJECT MANAGEMENT SYSTEM TO BE MORE FOCUSED 

Project Management Systems like Basecamp or 

Podio or Teamworks are invaluable! They 

enable you to take your to-do list and 

‘schedule’ them into your system. You can 

assign tasks to yourself or other members of 

your team. You can create lists, sub tasks for 

various projects, priorities and due dates. It 

provides a ‘task’ list each day and can send you 

email reminders. You get more done – as the 

tracking and remembering is all done for you.  

Carve time to view tasks each day and DO THEM. It holds you accountable and 

helps you recall what it was you wanted to accomplish, and even enables 

monthly, weekly and daily recurring tasks too. It keeps all comments and files 

relevant to the task/project in one place. You can even store ‘future ideas’ and 

some systems allow tags like ‘Reference’ ‘Idea’ ‘Waiting For Client’ or whatever 

works for you.  



BONUS TIP: If you are even waiting to hear from another person to move 

forward on a task – don’t let it slip through the cracks – schedule a task in the 

system to say ‘you are waiting to hear from Joe Smith about xyz so you can do 

abc’. These instant reminders, and ear marking what other members of the 

team are responsible for is invaluable.  

 

5. USE YOUR CALENDAR MORE EFFECTIVELY 

Using a Project Management System is KEY 

– BUT – one can also use their calendar 

more effectively too. Use your calendar for: 

 1.Appointments (in person/online/phone 

meetings)  - have a reminder pop up 15 or 

30 minutes prior in case you need to 

prepare. Mark this event in RED to stand 

out. Then you can see the week in advance 

EASILY on how many appointments you 

have. 

 2. Crucial Tasks – if there is a task that I can NOT afford to miss doing – I 

have it in my Project Management System but ALSO my calendar – as 

reminders pop up for me. (You can also color code to a specific color) 

3. Recurring Features – if there is something you need to do once a month 

without fail – you can set recurring events. It’s so great to have email 

reminders and pop ups. 

4. Time Blocking – you can schedule out time for  

a) Podcast Interviews  

b) Team Meetings  

c) Client Meetings  

b) Revenue Generating Tasks  

c) Business Building Tasks (ie for YOUR business – not serving your clients).  

 

It allows you to schedule blocks of time for yourself so you have more 

structure, have time to be focused on that specific thing and get more done. 



6. MANAGE YOUR EMAILS MORE EFFICIENTLY 

There is a golden rule about your inbox.   

YOUR INBOX IS NOT A STORAGE FACILITY 

OR YOUR TO DO LIST.  

YOUR INBOX IS SIMPLY A JUNCTION.   

What do I mean by this? The only emails that 

should be in your inbox are: 

� One’s you have not read yet. 

� One’s you know that will take more time 

to decipher and process to put it in your 

project management system.  

� One’s that you KNOW you will be able to answer in the next day – 

but aren’t able to now. 

Here are the actions you should take on your emails. Again – think of the inbox 

as a junction – it comes into the station and then needs to ‘go’ somewhere.  

 1. Answer the email and then delete it. 

 2. Forward the email to a party that needs to take action on the email or is 

more relevant to someone else. Then delete said email. 

 3. Answer, create a task in your Project Management System, *I find 

copying and pasting the email in the comment section super helpful – then 

delete the email. 

 4. If you are discussing it in a meeting – go to your calendar event – and 

copy/paste relevant information into the description to use during the meeting. 

Then delete the email. 

 Tip –If the task you need to do because of the email will take less than 10 

minutes – do it and ‘get er done’ then delete.  If it will take longer to handle – 

schedule it in your Project Management System. 

 

 



7. OUTSOURCE – DO MAGICIAN’S WORK NOT MULES WORK 

Honestly, this is the biggest of all. First – 

think about what your time is worth (in 

dollars and cents). So if your time is 

worth let’s say $500/hour for your 

coaching service etc – is using your time 

to schedule social media posts 

worthwhile? Or would it make more 

sense to outsource that out for a small 

cost, and free up your time to focus on 

revenue generating tasks, business 

development – or heck – more freedom! 

Plus – lets be real -not all of us are skilled 

in ALL areas. If your skill is with people, coaching, speaking, writing – and you 

are not technologically savvy – then why not outsource the technical elements 

like creating text graphics, posting your blogs, creating an optin and auto 

responders for webinars etc.  

And realistically – there are only so many hours a day you have to work on or in 

your business. If you truly want to grow your business faster and create more 

freedom – hiring a VA firm to offload even a handful of tasks will bring in more 

leads faster, more sales in faster, serve your clients with better customer 

service – and meet your goals faster. Win Win!  
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You can find Smooth Sailing Online Support TV, Sailing To Success Podcast and 

Blogs at www.LyndsayPhillips.com 

Here are some ways that Smooth Sailing Online Support can help you be more 

productive, and get more done so you can grow your business faster, with 

peace of mind, less stress and more freedom.  

1. Create your content strategy and get you on a routine. 



2. Content Creation and social media scheduling – so you don’t have to worry 

about it week in, week out. 

3. Podcast Management  - so all you need to do is book a guest, interview 

them and let us handle the rest!  

4. Email Marketing – handle e-newsletters, promotional emails, sales funnels, 

auto responders – help write, edit and schedule. 

5. Video Marketing – let us complete the set up in You Tube, editing, 

transcriptions, publishing and promoting. 

 

This is just a taste of what Smooth Sailing Online Support can do to help you get 

more done in less time.  

Hear what others have said about working with Smooth Sailing Online Support… 

 

 “Lyndsay has been a great addition to my team and is handling all my 

social media needs. She is self-motivated, pays attention to details, and 

always gets the project done on time. I really appreciate her coming to 

me with new ideas that can be implemented that make me and my 

business look great. Her patience with this “not so techie” entrepreneur is 

invaluable and I learn how to have a great social media presence.”  

DIANE GARDNER | TAX COACH 4 YOU 

 

 “When my ServiceKey business was starting to grow too fast, I knew I 

needed help to manage all the moving parts, create systems and 

implement all the tasks associated. Working with Lyndsay and her team 

at Smooth Sailing has allowed me to focus on revenue generating tasks 

and get my visions into practice to really accelerate my growth. She is 

an absolute Ninja, is crazy organized and gets stuff DONE without 

question. She is an integral part of my team, gives me peace of mind 

and trusting she’ll ensure that things run like clockwork is invaluable.”  

MIKE AGUGLIARO | CEO WARRIOR; GOLD MEDAL SERVICE 

 

 



Child Care Marketing Solutions has been using Smooth Sailing Online 

Support for social media for the past 2 years.  We have had nothing but a 

great experience.  I value responsiveness and friendliness and this seems 

to be a company value!  Lyndsay and Tracy possess great communication 

skills and turn out a quality product that benefits our clients needs. 

KRIS MURRAY | OWNER, CHILD CARE MARKETING SOLUTIONS 

 

Give us a call to discover how we can help you grow and support you in your 

business growth. 

Lyndsay can be reached at captain@ssonlinesupport.com 

Ph: 484-284-0933 

 

www.ssonlinesupport.com 

 

 

 


