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Welcome to Optimise 
Business Operations

Download the Questions to think about ways you can 
optimise your daily tasks, manage resources, and boost 
efficiency. Each question includes exercises and prompts 
to refine your operations and make them more effective.
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Avoiding common mistakes can help your grassroots business grow smoothly and sustainably. Watch out for these challenges and focus 
on solutions that set you up for long-term success:

First: What to Avoid!
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To lighten the load, use tools like Trello or Monday to 
delegate tasks or collaborate with freelancers and interns.

Taking on too much can 
lead to burnout and missed opportunities.

Starting with overly 
complex systems can slow you down.

Neglecting your budget can 
cause cash flow problems.

Manually handling repetitive tasks 
wastes valuable time.

Keep it simple. Use beginner-friendly tools and improve 
systems as your business grows.

Tools like QuickBooks or Wave help you track expenses and 
income, ensuring your finances stay on track.

Automate with tools like Zapier to handle social media 
posts, invoices, and customer feedback.
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First: What to Avoid!

Set up systems like Zendesk or Tidio Chatbots to ensure 
quick, effective responses.

Unanswered inquiries can 
hurt your reputation.

Skipping regulations or 
taxes could harm your business.

Failing to secure information risks 
your business and reputation.

Use tools like Gusto or Zenefits to stay compliant with local 
laws and employee regulations.

Platforms like Stripe, PayPal, or Google Workspace ensure 
safe transactions and data security.

See our Optimising Business Operations Tools here

https://ecohealthforyouth.com/toolbox/optimise-business-operations/
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5 QUESTIONS Optimise Business Operations

Focus Areas Questions Exercises 

Task management

How can you simplify daily 
tasks to save time and 
energy?

the most time-consuming tasks in your operations.
• Make a List: Write down tasks that take up most of your time daily or weekly.
• Spot Automation Opportunities: Look for repetitive tasks that could be automated using tools 

like Zapier or Monday.
• Plan for Efficiency: Decide which tasks you can delegate or simplify to focus on bigger goals.

Team 
communication

How can you manage your 
team effectively to ensure 
smooth operations?

to improve collaboration and communication within your 
team.
• Identify Needs: Write down any challenges your team faces, such as scheduling or tracking 

progress.
• Explore Tools: Research tools like Trello or Miro to improve communication and task 

management.
• Plan for Teamwork: Outline two ways to keep your team motivated and organised, such as 

regular check-ins or clear goal setting.
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Use these questions and exercises to streamline your business operations, enhance efficiency, and support the growth of your 

GRASSROOTS idea:
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Focus Areas Questions Exercises 

Finance 
management

What tools can help you 
manage your finances 
more effectively?

on your current financial practices and how they can improve.
• Spot the Gaps: List any areas where you struggle, like tracking expenses or setting a budget.
• Research Solutions: Look into tools like QuickBooks or Wave to manage finances.
• Plan for Control: Write down steps to track your income and expenses weekly and avoid 

financial surprises.

Customer service

How can you improve 
customer service to boost 
satisfaction and loyalty?

you currently handle customer interactions and where you 
can improve.
• Make a List: Write down common customer inquiries or complaints.
• Spot Weaknesses: Identify areas where you could respond faster or provide better support.
• Plan to Improve: Choose tools like Zendesk or Tidio Chatbots to enhance response time and 

service quality.

Team development

How can you nurture 
talent and strengthen a 
small team?

you can support and develop your team of two or three 
members. 
• Identify Strengths: List the unique skills each team member brings to your idea and note any 

areas where you could use extra support.
• Invest in Growth: Look for affordable ways to enhance your team’s skills, such as free online 

courses, webinars, or skill-sharing sessions.
• Plan for Success: Find simple ways to acknowledge and motivate each other, such as 

celebrating milestones or sharing positive feedback regularly.
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