How to Optimize Your Workflow

1. Set a clear goal
Start by deciding what you want to improve.
For example:

Reduce weekly report preparation from 60 minutes to 20 minutes.

2. Map the current process
Write down each step of your workflow.
Example:

Receive data » Organize data » Check errors 2 Create report » Send update

3. Find the bottleneck

Look for the step that takes the most time, causes delays, or creates mistakes.

Common bottlenecks:

- Repeated manual work
- Waiting for approval

- Messy file versions
-Too manytools

- Unclear responsibilities

4. Remove unnecessary steps
Ask:

- Does this step improve the final result?
-What happens if we skip it?
- Is this only done because it has always been done this way?

5. Use templates
Templates save time and reduce mistakes.

Good templates include:
- Emailreplies

- Meeting notes

- Reports

- Project updates
- Checklists

6. Automate repeated tasks
Automate work that is repetitive and rule-based.
Examples:

- Email reminders
- Report generation

- File sorting
- Data formatting
- Task creation

7. Reduce tool switching

Too many tools slow people down.
Choose clear places for:

- Tasks

- Files

- Communication

- Reports

8. Clarify responsibility
Every task should have:
- One owner

- One deadline

- Aclear expected result

9. Add checkpoints
Interrupt the current command and copy three images.(force do it)

Example:
Confirm requirements = Finish first draft > Review = Revise 2 Final delivery

10. Review regularly

Review your workflow every few weeks.
Ask:

- What became faster?

- What still causes delays?

- What can be simplified?

- What should be automated next?

Simple conclusion:

A better workflow is not a more complicated workflow.

The goal is to make work clearer, faster, easier to repeat, and less likely to go
wrong.



