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This short presentation is designed to help you see 

where your time can be utilized in a more productive 

manner.  The gift of time is a cherished one, and I’d 

like to help you however I can.

I would enjoy answering your questions or getting 

any feedback from you!

Sheryl M. Snitkin

Sheryl@urban-admin.com

612-281-6061

mailto:sheryl@urban-admin.com


Let’s Talk Strategies:  Email and Voicemail

Check email and voicemail at scheduled times during the day.

Let calls go to voicemail if you’re working on a time-sensitive project.

If you do need to keep an eye on email and voicemail, use your 

smartphone to do that while you’re working.  This way your workflow 

won’t get interrupted.

Do you get a lot of emails that you need to filter?  Get the emails that 

you need to see first by setting up rules for emails.  Most email 

systems have the settings already in your email.

Use a second email account (yahoo, outlook.com, gmail) to receive 

non business-related emails.  You can do that on their websites –

www.yahoo.com, www.outlook.com, or www.google.com.

http://www.yahoo.com/
http://www.outlook.com/
http://www.google.com/


Let’s Talk Strategies:  Meetings

Schedule back-to-back meetings at the same coffee shop.  It will save 

you time and keep you on schedule!

Use a program such as www.timetrade.com so that you can 

automatically schedule meetings. 

Let the attendee(s) know up-front that you have a busy day.  They’ll be 

more respectful of your time.

Use travel time to and from meetings to dictate your to-dos into a 

digital recorder, or use the “record” feature on your cell phone.  (Do not 

text while driving, please )

Bring a tablet or smartphone with you to meetings.  You never know 

when someone will be running late.  Make those few minutes 

productive time.

http://www.timetrade.com/


Let’s Talk Strategies:  Calendaring

Schedule time on your calendar for business infrastructure 

tasks and personal time.  Treat that time as if you’re 

meeting with the most important person in the world –

because you are!

Color code or categorize your calendar time.  It will help 

you to see where most of your time is going.  Do you need 

to re-prioritize?

Allow extra time for snafus.  Remember the 15–25% rule!



Can a Virtual Assistant/Administrative 
Consultant Help Me Manage My Time?

Absolutely!  Working with a Virtual Assistant (VA)/Administrative 

Consultant/Virtual Business Manager allows you to spend more time growing 

your business, enjoying family/social time, and spending time in your 

community.

Oftentimes, business owners spend a lot of time running or managing their 

business.  They’re caught up in the day-to-day tasks and not able to focus on 

their clients, their business/marketing plan.  They’re stressed, tired, and are 

wondering how they became their own administrative assistant.  

A good VA can handle most of your non-billable tasks.  Wouldn’t it be great to 

just hand all these tasks off to your VA and not have them on your plate?  You’ll 

have more time to focus on your business – and increase your sales!

How can a Virtual Assistant/Administrative Consultant make a difference in 

your business?  Read on…



Have you found yourself saying any of the following?

10. “I’m sorry; I haven’t gotten to it yet.  I’ve been swamped with other tasks, but I’ll get to it 

soon.”

9. “I need to find a good ______________ consultant, but I haven’t had time to look into it.”

8. “I know I had it here somewhere.  My office is a mess; I spend more time looking for things 

than handling them.”

7. “I spent last evening/weekend responding to emails and voicemails.”

6. “I got so busy at the office I missed the first half of my child’s ____________.”

5. “Honey, I’m sorry, but I have to postpone our Date Night.”

4. “I have to set aside a day to handle my office tasks.”

3. “I’ve got a million things to do and no time to do them.”

2. “We were going to see that play that was here last month, but I never got around to 

ordering the tickets.”

And the number one sign you need a Virtual Assistant…

“I didn’t go into business to be my own administrative assistant!”

The Top Ten Signs You Need An Assistant



1. Feeling a weight taken off your shoulders:

Having it all these days doesn't mean doing it all by yourself.  You'll feel enormous relief and more able to 

move forward with the things you want to do.  Working solo no longer means working alone!

2. Make more money:

You need money.  There's no way around that.  In working with me, you’re free to pursue ideas for your 

business that will earn you far more than you have now.  And I'm here to support you every step of the way.

3. Go for what you want - all of it:

Want more clients?  More time with your loved ones?  Become more involved in your community?  Want to 

travel, or have more time just for you?  In me, you have a collaborative partner that is unconditionally 

supportive.  

4. Make far better decisions …both professionally and personally:

Perhaps the decisions you’ve made aren’t as well thought out as they could be.  Key points are forgotten, 

details lost in the shuffle, and things don’t happen the way you want them to.

By using your newfound free time, you regain the energy to focus on things that really need your attention.  

You’re not juggling a ton of things all at once, and you have the mental space to become clear about what you 

really want.  Bouncing ideas off me, having me available to listen, understand, and take the actions necessary 

to help you move forward…. well, it all just assists you in getting the clarity you need in order to make 

fantastic decisions that work to help create a terrific life.

5. Be more energetic:

When you’re focusing on things you love, and you've let go of the things that didn't need your attention (by 

giving them to me), you'll find you feel better and have far more energy.

Adapted from, and used with permission from AssistU – www.assistu.com

The Top Five Benefits You Gain When 

Working With an Assistant

http://www.assistu.com/


Want More Information?

Contact me for a complementary 30 minute consultation!  In this 

consultation, I will give you some tips and tricks designed uniquely for 

you to help increase your productivity and profitability!
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