
Just don’t do it!   Have you ever been working and nding your groove and then you see that 
you have a new email and decide to switch over and check email and respond?  “Reacting” is a 
major distraction for many people and sometimes as an admin it can be impossible to let it sit 
there.  Yes, sometimes you must respond asap and we get that, However... 

 Solution - Switch to Batch Email Checking 

Unless you must respond to every email asap, consider scheduling times of the day to check 
yyour emails and respond at that time. “Batching” emails has shown higher rates of productivity 
and can even minimize stress.   An example would be checking your email in the morning, prior 
to lunch, mid-day and end of day.  This gives you four dedicated time of day to focus on 
incoming and outgoing emails.  The time in which you schedule your emails will be specic to 
your needs. 

Make this a routine by scheduling “Check Emails” in your Calander as to not miss anything that 
would be urgent.  Before you know it, random checking emails will be a thing of the past. 

NNOTE:  This system will work better if you turn off your email notications.  It's easy to say you will 
check your email at certain times, but if you get teased with a notication, you may not resist the 
temptation. 

Problem #1 
Randon Email Checking 
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We all do it, we nd ways to make ourselves less productive simply because we do things 
the way we always have.  So, the best way to be more productive sometimes is change the 
way we do things. Yes, that can be difficult sometimes as we are all creatures of habit.  

BUT, once you nd new ways to be more efficient, the better off you will be.  

As administration professionals, it is key to stay exible as the work environment will always 
be chanbe changing and the more diverse you can be, the better you can manage your tasks. 
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Problem #3 
Unorganized Emails

A big waste of time can be sloppy structure of your email inbox.  A way to make your emails 
more organized to know where everything is located.  Yes, we know you can search emails, but 
sometimes that takes time and can be hard to locate specic emails.  To gain some time back 
nding emails, simply make that function easier to do. 

Solution - Make folders/Labels 
Let's say you deal with specic clients daily, contractors, engineers, and estimators for example.  
WWe suggest creating 3 folder/labels.  Every time you check your inbox, drag those emails over to 
their specic folders.  This makes it easy to nd specic email whenever you need. 

NOTE: Depending on the type of email you use, you can even set up lters to do some work for 
you.  Filters can sort the type of email you receive and send it to specic folders.

Problem #2 
You Do Not Use Templates 

Many administration professionals deal with a lot of repetition on a regular basis.  Responding
to emails from your clients takes time and if you must send details 10 times a day for one topic, 
and another 10 emails for another topic, that time crafting emails really drains time from your 
day.  We all know how many things come up daily, responding to people face to face (customers 
or staff), issues arise, there are endless distractions admins deal with daily, hourly and minute to 
minute. 

SSolution - Create Templates for Common Emails 
Evaluate the type of emails you send on a regular basis and decide if you can create a template 
of information for this topic.  So, if you had a process for: 

          New client application process 
          Our services explained 

You get the idea.  

Create a template for this information and save the template.  If you need to send out the 
ininformation, simply open that template and you can add the clients name and custom message 
to accompany the templated information. 
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UNSUBSCRIBE

BONUS 
Time Wasters

We all know this one.  

You sign up for some great new platform or service and then you are always receiving emails 
that you really aren't that interested in.  While it is always great to stay informed, how many 
times have you seen 1,2,3 emails in your inbox and only opened it to close so it so it would be 
marked as read.  

This is a waste of time, and it happens a lot. 

SSolution - Unsubscribe to time wasters 

It’s simple, take the time to unsubscribe and only subscribe to the emails that provide 
information that you read and want to review when you receive them. 
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