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Time Audit Worksheet

Take a moment to reflect on where your time goes each week. This quick exercise will
help you identify what’s working and what’s holding you back.

What tasks energise you? (e.g., coaching sessions, creating content)
Write down 2-3 activities you want to prioritise.

1.

2.

3.

What tasks drain your energy? (e.g., scheduling calls, repetitive emails)
List 2-3 tasks you could delegate or automate.

1.

2.

3.

What’s one inefficiency you can tackle this week? (e.g., Spend less time on email by
creating canned responses for FAQs.)

Efficiency Mastery Toolkit
for Coaches

Streamline your systems, automate your tasks,
and save time so you can focus on coaching!

Coaching lights you up, but admin and repetitive tasks? Not so much. That’s where
efficiency steps in. With just a few small changes to your systems, you can create more
time to focus on what you do best—helping your clients thrive. This toolkit is your
starting point for streamlining, automating, and mastering your business workflows.
Let’s get started!
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Top 5 Tools for Coaches to Save Time

Here are five game-changing tools that make your day-to-day easier. Choose one to
implement today!

Calendly:
Automate your scheduling process by letting clients book directly into your calendar.
No back-and-forth emails!

ClickUp:
Plan your week, track tasks, and collaborate with ease using these intuitive project
management tools.

Zapier:
Connect your favourite apps to automate repetitive tasks like sending a welcome email
after a client books a session.

Canva:
Save time creating graphics for social media, presentations, or worksheets. Use
templates to get started quickly.

Otter.ai:
Transcribe client sessions, notes, or brainstorming ideas in real-time.

Coaching Workflow Template

Streamline your client onboarding process with these simple steps:

Welcome Email:
Send an automated email via your email marketing platform (e.g., Mailchimp). Include a
welcome note, next steps, and helpful resources.

Intake Form:
Use a tool like Google Forms or Typeform to gather important client details in one
place.

Set Reminders:
Schedule automated check-ins or follow-ups in your CRM (e.g., Dubsado or even a
Google Calendar).
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Efficiency Checklist

These are your go-to strategies for staying on top of your workflow:

Batch tasks: Group similar activities (e.g., creating all social posts for the week in one
sitting).

Time-blocking: Dedicate blocks of time for focused work on client prep, admin, or
content creation.

Automate: Choose one task this week to automate, such as scheduling or email
responses.

Create templates: Save time by pre-writing emails, proposals, or social posts for
repetitive tasks.

Declutter: Spend 10 minutes organising your workspace for mental clarity.

Quick Wins: Start Today!

Feeling overwhelmed? Try one of these small wins right now:

Schedule a recurring task: Block 30 minutes for planning every Monday morning.

Set up one automation: For example, connect your booking tool to your email to
send an automated thank-you message.

Declutter your desktop: Remove unused icons and create folders for frequently
accessed files.

Efficiency doesn’t happen overnight, but every small step you take will free up
your time and energy for the work you love. Start with one strategy from this
toolkit, and watch how it transforms your coaching business.
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Thank you for exploring the Efficiency Mastery Toolkit for Coaches!

As a specialist in providing tailored support to coaches and business owners, I'm
dedicated to helping you streamline your processes and enhance client
engagement. If you found this toolkit valuable and are seeking additional
guidance or resources, I'd be delighted to connect further.

Next Steps:
Visit my website for in-depth coaching resources
Follow me on LinkedIn for regular insights and tips
Schedule a consultation to discuss your specific coaching needs

Together, we can unlock your full coaching potential and create a thriving,
impactful practice that truly resonates with your clients. Let's embark on this
journey of growth and excellence in coaching!
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