Office Manager’s GROWTH & PROFITABILITY-PRODUCTIVE Ideal Day Worksheet
	Time


	Category
	Dollar-Productive Task

	Early Morning
	Administration
	· Plan review; Hand-written notes, emails, & Contract Review; Review numbers; Paperwork before “people” time begins


	8:00


	Admin/

Rec. & Ret
	· Staff Meeting
; Coffee with Recruits, Agents, Vendors, & Mastermind Group


	9:00


	Rec. & Ret.
	· Office Meeting
; Phone calls to prospects & team members; set up appointments

	10:00


	Training
	· Recruiting Business Plan sessions; In-house small group sessions, train-the-mentors; 

	11:00


	Rec. & Ret
	· Open Door

	12:00


	Rec. & Ret.
Community Relations
	· Lunch with prospect, agent, vendor, or “Board of Directors”


	1:00


	Managing for Profitability
	· Review Reports; fiscal updates; meeting with CFO & accounting staff; 

	2:00


	Administration

	· Put out fires that can’t be delegated! Meeting with agents, clients, vendors to solve major issues; If no fires, make calls and write notes!

	3:00


	Managing for Profitability
	· Council Meetings
; Meet with “Rainmakers” and key sources of business for office

	4:00


	Rec. & Ret.
	· Open Door 

	5:00


	Rec. & Ret.
	· Open Door; Monthly special events (Coop Thanks; Open House; Business After Hours

	6:00


	Administration
	· Paperwork; review numbers;

	7:00

Evening


	Family
	· Off, except Thursday evenings – Career Nights/Recruiting Interviews/Recruiting or Retention Events


� Weekly staff meeting, Friday 8:00 – 9:00 am


� Weekly mastermind meeting, locally or via internet with other managers who have similar values, goals, challenges, and attitude; sharpening my saw!


� Weekly, Semi-Monthly, or Monthly office meetings (Monthly in June, July, August, & December; Semi-Monthly in Jan, Sept, and October; Weekly in Feb, Mar, Apr, May; Never longer than 60 minutes.


� My “Board of Directors” advisory group, 18 month terms, consists of business leaders from community, key contacts, “ambassadors,” meet quarterly.


� Monday: follow up program details for Tuesday meeting, when applicable; Delegate meetings annually when possible, quarterly when not. Thursday afternoon – one hour for creation, “white boarding” special projects; preparation for Friday morning staff meeting.


� “Councils” include groups of agents & staff: technology council; business creation council; event council; training/mentoring council; emeritus council.





