STOP THE CLOCK!

5 of the Biggest Time-Wasters
(and How to Beat Them)

Emails & Messages

01 — Constantly checking and replying
@ to emails, texts, WhatsApp, etc.
|| Set specific time blocks for
= communication and use templates

for quick replies.

Never-Ending To-Do Lists

Juggling too many tasks without
clear priorities.

Use the Eisenhower Matrix
(Urgent vs. Important) to focus on
high-impact tasks.

DIYing Everything

05 vy ¥ ¢ Handling admin, social media, or
3 k other tasks when you could be
I r@_\‘ € growing your business.
Al il
Ay KR Delegate to a Virtual Assistant
(Hint: That’s where The Italian VA
comes in!)

Meetings for Everything

Saying “yes” to all meeting requests @ @ 04
instead of protecting your time.

Schedule only essential calls, keep
them focused, and use emaiils or
voice notes for quick updates.

Social Media Scrolling

05 @ Having “just a quick check” easily
o @ turns into an hour of lost time... or

@ morel

Schedule content in advance and
use app blockers to stay focused.

Struggling to reclaim your time? Let’s chat!
The Italian VA can help you focus on
what truly matters: grow your business!

To learn more about the Italian VA qj_a:['l' A I—I AN \
and get in touch with me, visit e A
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