
10 Ways to 
Streamline Your 
Team’s 
Productivity!



1. Bundle
2. Standardize
3. Timeblock
4. Improve
5. Automate
6. Replace
7. Delegate
8. Rotate
9. Reduce

10. Rejuvenate

10 ways to 
streamline your 
work, save time 
and gain 
energy.



Bundle

https://unsplash.com/photos/SpVHcbuKi6E


What is 
Bundling 
and how 
does it save 
time?

Bundling is the act of grouping a 
repetitive tasks together in order to 
optimize the start-up and 
wind-down time, along with 
promoting mental focus.

Every time we task switch, it costs 
us time and mental energy. Instead 
of doing similar tasks as ‘one-offs’, 
save them and do them 
back-to-back. 

For example, instead of inputting an 
expense receipt every time you 
make a purchase, save the receipts 
and input them all every Friday.



1. Identify tasks which you do 
multiple times per day/week.

2. Determine the frequency by which 
they must be done e.g. daily, 
weekly, monthly.

3. Decide on a day/time to address 
the bundled tasks and add it to 
your calendar or to-do list.

4. Create a process for capturing the 
tasks as they come in (if needed) 
and holding them so they are 
easily accessible when you’re 
ready to attend to them.

How to 
Bundle 
effectively.



Standardize



What is 
Standardizing 
and how does 
it save time?

Standardizing is the act of 
developing regular tools or 
processes which simplify task 
completion.

Every time we undertake a task, the 
more that can be predetermined, 
pre-defined, or provided for us, the 
easier and faster it will be to 
complete.

For example, an agenda template is 
a standardized way of planning a 
meeting, simplifying and speeding 
up the meeting planning process 
while also improving quality.



1. Identify tasks which you do 
regularly.

2. Determine if any of the following 
are relevant:
a. a template
b. a checklist
c. a process map

3. Create any of the above as 
needed.

4. Store them in an accessible place 
and use them to guide the work.

How to 
Standardize 
effectively.



Time-Block



What is 
Time-Blocking 
and how does 
it save time?

Time-Blocking is the act of setting a 
time limit for how long a task will 
take.

Many tasks will fill up the time we 
allot them. Time-blocking allows us 
to set a maximum time allowed to 
complete a given task.

For example, writing a blog article 
could take upwards of 8 hours, but 
you may restrict it to 5 hours. Those 
5 hours may be time-blocked into 1 
hour for outlining, 1 hour for 
additional research, 2.5 hours for 
writing and 30 minutes for editing.



1. Identify tasks which take a 
significant amount of time or for 
which “GETgo” works.

2. Estimate or measure how much 
time you’re currently spending on 
each of these.

3. Decide on a maximum time 
allotment for each.

4. When beginning one of these 
tasks, set a timer to help you 
manage your time appropriately.

5. When the time allotment is up, 
decide if the work is GETgo or if 
additional time is needed. 

6. If additional time is needed, set the 
timer again for a predetermined 
amount of time.

How to 
Time-Block 
effectively.



Improve
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What is 
Improvement 
and how does 
it save time?

Improvement is the act of 
developing a better process or 
greater skill in order to complete 
the task more efficiently.

By taking a step back, we can often 
identify opportunities to improve a 
process by reordering or 
eliminating steps, or by increasing 
our capability to complete the task.

For example, taking a course MS 
Excel would improve your speed for 
manipulating spreadsheets. 
Assessing an interview process may 
reveal the need for an in-depth 
phone screen before a multi-hour 
first round in-person interview.



1. Identify tasks and processes which 
take a significant amount of time 
or which seem overly complicated.

2. For tasks, consider whether a skill 
improvement would speed the 
process significantly and how you 
might acquire the skill (e.g. your 
own learning, delegating the task 
to a more qualified person, etc.)

3. For processes, sketch the current 
process and identify areas which 
take significant time, pain points, 
unnecessary tasks, etc. 

4. Brainstorm and revise the process 
according to your insights.

How to 
Improve 
effectively.



Automate



What is 
Automation 
and how does 
it save time?

Automation is using technology to 
complete a task or series of tasks 
for you.

Technology can do incredible things 
these days. If you’ve ever wondered, 
“is there an app for this?”, the 
answer is likely yes. Automation 
means you can spend less time on a 
given task because an app is doing it 
for you.

For example, Meeting Doodle 
automates finding the best time for 
a group to meet. A Zoom Chrome 
extension can automatically 
generate a Zoom link in your 
calendar event.



1. Identify tasks which seem like “an 
app could do that” and do an 
internet search to see if they exist.

2. Explore the current apps or 
software you use to see if it has 
settings or features that would 
streamline your work that you 
didn’t know about.

3. Consider asking others–in your 
industry, role, etc–what apps they 
use that simply or streamline their 
work.

How to 
Automate 
effectively.



Replace



What is 
Replacement 
and how does 
it save time?

Replacement is act of substituting 
one activity for another.

Some activities are more time 
consuming than others, yet they 
achieve (almost) the same output or 
impact.

For example, replace posting unique 
content on Facebook, Twitter and 
Instagram with posting three 
variations of the same content, or, 
replace a live orientation to the 
company handbook for new 
employees with a video orientation.



1. Identify tasks which seem like “an 
app could do that” and do an 
internet search to see if they exist.

2. Explore the current apps or 
software you use to see if it has 
settings or features that would 
streamline your work that you 
didn’t know about.

3. Consider asking others–in your 
industry, role, etc–what apps they 
use that simply or streamline their 
work.

How to 
Replace 
effectively.



Delegate



What is 
Delegation?

Delegation includes handing off 
work to another person, internal or 
external to your team or 
organization. 

You can delegate a single task, a 
portion of or an entire process to a 
colleague or third party resource.

For example, instead of creating 
your own graphics for 
presentations, you could assign 
them to a team member who is 
particularly skilled and speedy with 
graphics or a colleague in the 
marketing department, or hire a 
freelance graphic designer by the 
hour.



1. Identify tasks, responsibilities or 
processes that meet the following 
criteria:
a. You are not uniquely qualified 

to do this activity.
b. There are other resources (or 

funds available to acquire such 
resources) who could take it 
over.

c. There is a net positive gain in 
your time time even after 
considering the time it takes to 
manage the delegation/train 
someone else.

2. In writing or video, clarify the 
activity / what success looks like, 
onboard the new resource and 
manage the follow-up.

How to 
Delegate 
effectively.



Rotate



What is 
Rotation?

Rotation enables multiple people to 
share a single responsibility.

Most responsibilities are own in a 
single job description. Rather than 
be stuck in this traditional model 
that could overload a single person, 
divide a responsibility among 
colleagues. This enables each of 
them to spend only a portion of the 
time required to fulfill that duty.

For example, a different person 
manages the ‘customer service 
inbox’ each day, or, two colleagues 
trade on and off for writing reports. 



1. Identify tasks for which multiple 
people are qualified and the 
quality of output does not vary 
based on who completed the task.

2. Determine the most appropriate 
rotation schedule. Consider:
a. Days of the week.
b. By task request 

(1-2-3-1-2-3…)
c. Time of day.

3. Clarify and agree upon what 
success looks like, any standard 
processes and tools, how the work 
will be collectively tracked, etc.

How to Rotate 
effectively.



Reduce



What is 
Reducing?

Reducing means doing the current 
work less often.

There are many tasks which we do 
simply because we think we need to 
when in reality, sometimes we can 
do less with minimal or no impact on 
results.

For example, rather than meeting as 
a team every week, try meeting 
every other week, or, instead of 
writing a weekly newsletter shift to 
a monthly newsletter.



1. Identify tasks which may not be 
getting the return on investment 
that warrants the inputs. 

2. Consider what would happen if 
you cut the activity in half? By 
25%?

3. For any activities in which the 
reduction has either no obvious 
impact and/or is low risk to try, go 
forward with an experiment in 
reducing the activity.

4. If needed, create benchmarks to 
measure the impact of the 
reduction and check-in regularly 
to ensure the impact is palatable.

How to 
Reduce 
effectively.



Rejuvenate



What is 
Rejuvenate?

Relaxing is taking care of yourself 
and your team members.

One of the biggest productivity 
killers is our own well-being. When 
we’re stressed, tired, hungry, etc, 
our brains aren’t firing at top speed. 



1. Take breaks during the day - walk 
around, talk to a colleague who is 
also on break (don’t interrupt 
someone!), do a 5 minute 
meditation. Note: Look at social 
media does not qualify as a break. 
According to research, it doesn’t 
produce the same brain activity as 
a true break.

2. Get plenty of sleep, drink enough 
water, and eat - healthy foods 
preferably. Sugar and too much 
caffeine actually add to our energy 
problems rather than help them.

3. Ask for help. When you’re feeling 
overloaded, ask a colleague to take 
over some work or inquire about 
adjusting a due date. 

How to 
Rejuvenate
effectively.


