
When you run a business, things don’t 
stop just because you’re on holiday or 
really busy. The good news is it is 
incredibly easy to keep your marketing 
consistent even when you have no 
access to the internet. This is very 
useful during peak wedding season. 
Letting your marketing drop off will 
affect your bottom line and make it 
seem like you aren’t serious about your 
business.  

The truth is, your customers don’t care that you’re on 
holiday, they expect to hear from you. If you only contact 
your audience when you want something from them, you 
can be sure that they won’t be around for long. 

Here’s how to get more productive: Stop marketing in 
real time. If you wait until the night before blog post has 
to be done or until the day a tweet needs to go out, you 
will always feel behind. You can’t automate interaction, 
but you can definitely automate a lot of things to make 
your life easier. There are two parts to this: do the prep 
work to get yourself setup for success and use tools to 
automate what you can. Doing the prep work just means 
you spend a little bit of time getting things set up so you 
can easily make use of them in the future. 
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Prep Work 
Plan for success and stay ahead 

Time is the great equalizer in life. It doesn’t matter if you’re Richard Branson, Oprah Winfrey or 
Barack Obama, we all get the same 24 hours. Time is our most precious and important asset 
because we can’t get more of it. The 3 people I just mentioned all manage to be incredibly 
productive, and still make time for themselves, their friends and their family. Successful people 
are strategic about how they spend their time and there are some easy things that you can do to 
be more aware about how you spend your time and stop spending it on things that don’t matter. 

Scheduling is your friend 

If I don’t schedule something, it’s not going to get done and I know I’m not the only person like 
that. Scheduling things ahead of time will make your life easier so why not do it? I make 
appointments with myself and block time out in Google Calendar at the beginning of every week. 
Take time to schedule repetitive tasks in your calendar and where possible, batch them together. 

Batching tasks 

Batching tasks is the process of putting similar tasks together so that you can take advantage of 
the momentum that you build. You might already do this with your accounting but I can be used 
for any task. If you publish 1 blog post per week, it will be much easier to spend an afternoon 
each month writing all 4 posts than trying to come up with something the night before it goes live. 
You can also do this with things like client meetings, phone calls, social media, the list goes on 
and on. The idea is to put these tasks together so you don’t have to interrupt your workflow to try 
to do the task at the last minute. 

Find your best time of day 

Just because the corporate world works 9-5 doesn’t mean you have to. I for one, am horrible in 
the mornings and feel most energized and creative in the afternoon and evening. If you don’t have 
circumstances that force yourself to work traditional hours, pay attention to when you do your best 
work and work at those times. You can use this tool to heatmap your productivity. After tracking 
my productivity, I found out that I can get a lot more done in less time if I work later in the day so 
why would I force myself to work in the morning? 



facebook.com/evolveyourbusinessuk twitter.com/evolveyourbizuk 

Prep Work 
Plan for success and stay ahead 

Stop trying to do everything by yourself 

I think a lot of small business owners don’t realize how affordable outsourcing things can be when 
you hire a virtual assistant. If you hate doing your bookkeeping and put it off until it becomes a 
massive burden, just delegate it to someone who enjoys it. Instead of wasting your time doing this 
task, you can delegate it to a bookkeeper for a very reasonable cost. This frees up your time to 
generate more business which is what really matters.  

People look at the most successful people in the world and see that they don’t spend their time 
doing tasks they hate but they assume this is a perk of being successful. In actuality, this is how 
you become successful. By building a team and training them properly you can essentially clone 
yourself. There are some things that only you can do, but most things can be done by someone 
who is particularly good at that specific task. You don’t need to and can’t do everything yourself. 
Chris Ducker is my go to guy on all things in this area and here are all of his best virtual assistant 
posts including one on 101 tasks you can outsource to your VA. 

Adopt a lazier state of mind 

Being efficient is really just the same a being lazy and it’s a very sensible thing to do. If you can 
find a faster and easier way to do something, why wouldn’t you? Bill Gates has been quoted 
saying “I will always choose a lazy person to do a difficult job because he will find an easy way to 
do it.”. 

Take the time to ask yourself if there is an easier way to do something. If you don’t know the 
answer, spend 10 minutes searching for a more productive and efficient way or a tool to help you 
do the task.  

Use templates 

Use templates wherever possible. When I put together my weekly email in Aweber I copy the last 
email and just change the content so that I don’t have to design it all over again. If you use 
Google Apps for your email you can create templates for emails with their canned responses tool.  
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The Tools To Amp Up Your Productivity 

Google Calendar 

Like I mentioned, I schedule my whole week in Google Calendar including appoints with myself so 
that I am reminded and held accountable. This is also great to map out what posts you will write in 
advance. 

Google Drive 

I have completely stopped using Microsoft Office thanks to Google Drive. Drive is easier to use 
and share and you can collaborate with other users live on the document so no more wasting time 
emailing things back and forth. 

Buffer 

Buffer is one of the best social media tools I’ve ever used. It allows you to schedule your social 
media posts and track how they perform. The best part is that you can set pre-defined times and 
fill up your Buffer account with posts that you want to share. Buffer will then automatically send 
those posts out at those times, which means you can schedule your posts ahead of time when it’s 
convenient for you. There is a free plan and a paid plan for Buffer and I’m sure you’ll fall in love 
with it. It even integrates with other applications for maximum efficiency. I’ll get more into Buffer in 
my Social Media Simplified system. 

Hootsuite 

I love Hootsuite because it allows me to manage my Twitter lists in a visually appealing way. I 
spend a few minutes reviewing what people on those lists have posted and if anything sounds like 
it would interest you awesome people, I add it to Buffer. 
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The Tools To Amp Up Your Productivity 

Feedspot 

I use Feedspot to share other people’s content because it’s not all about me, it’s about the 
customer. There are people who write posts I know my audience will love, so I check Feedspot to 
see what is new with them. 

Evernote 

I don’t know what I would do without Evernote. I use it as my idea repository/out of body brain 
storage to make sure that nothing slips through the cracks. I also use it to store resources I know 
I’ll need in the future. It keeps me from having to try to remember every idea I come up with which 
frees up my focus so that I can truly concentrate on the task at hand. I highly suggest using 
Evernote to create and keep an idea bank for blog posts so that you don’t find yourself with 
nothing to write about. 

Wordpress Editorial Calendar 

This free WordPress plugin lets me see at a glance what posts have been scheduled and when 
they will go live. It has a really nice calendar interface that is easy to work with. 

Unroll.me 

This tool is only for those who have their emails hosted through Google Apps but it is a-maz-ing. It 
takes all of the emails that you subscribe to (which for me is a lot) and puts them into a daily 
digest and a separate folder so that your inbox isn’t filling up with emails that are just going to 
distract you. 

iDoneThis 

This tool lets me track what I’ve accomplished in a day. It emails me daily to ask me and pulls 
from my Google Calendar which holds me accountable to what I scheduled and shows me how 
much I really did get done. 



Marketing doesn’t have to be 
overwhelming and time consuming. 
Posting to social media sites can 
sometimes be a pain in the ass if you 
aren’t sure what to post or when you get 
sucked into browsing around when you 
meant to just post and be done with it. 
Good news: you can schedule your 
Facebook & Twitter activity for the entire 
week in just 30 minutes with one 
amazing tool that I couldn’t live without. 

You may have heard that in the past, Facebook penalized 
posts sent from 3rd party applications. They said they fixed 
the issue so I tested it myself to be sure. I found that I 
actually got better reach posting from Buffer which is 
probably due to consistency. If you have any concerns 
about using a 3rd party tool you can rest assured this has 
been tested. 

One of the traps that many people fall into is thinking you 
have to always be posting new original content that you 
created. That limits you to only posting to your social media 
profiles when you have a new blog post or spending way 
too much time trying to come up with topics. It is far easier 
and effective to curate great content that your audience will 
love in addition to your original content. This is way easier 
than it sounds, I promise! 
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Social Media Simplified:  
My System for Scheduling an 
Entire Week of Social Media 

Posts in 30 Minutes 
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Prep Work 
Do this once and you’ll never need to do it again! 

Step 1: Sign up for an RSS reader 

An RSS reader pulls all of the blogs that you want to follow into one central dashboard. I use 
Feedspot but other options include Feedly and Newsblur. 

Step 2: Subscribe to feeds 

What sort of content does your ideal client love to read? These are the blogs that you want to 
subscribe to so that you can share their content. In most RSS readers you can just search for the 
site you want to subscribe to and then add it to your subscriptions so that you can check them at 
a glance. I discuss doing this with Twitter lists as well in this post about building a relationship 
marketing strategy. I would suggest subscribing to at least 10 blogs that your ideal client loves but 
the more you subscribe to, the more options you’ll have when it comes to curating content. 

Step 3: Sign up for Buffer & connect your accounts to it 

Buffer is freakin’ awesome and will soon become your social media BFF. Buffer updates your 
social media profiles for you at pre-designated times and provides you with analytics on how they 
performed. 

One thing that I love about Buffer is that you can fill it up and let it post for you and it will email you 
when your Buffer is empty. This means you can pre-load all of your tweets and Facebook page 
posts for the week in one sitting. They also have extensions for Chrome, Firefox and Safari so 
that you can add the page that you are on to your Buffer with 1 click. 

It gets better. You can choose the times that your posts will go out at or use the Buffer integration 
with FollowerWonk to analyze your account to figure out the best times to post. Done for you 
timing based on statistics..that’s just beautiful. 

Step 4: Set aside time to curate 

To ensure consistency, schedule a 30 minute block of time in your schedule every week to go 
through your RSS reader and fill up your Buffer. This only works if you actually do it 
consistently. 



Your New Weekly Social Media Routine 
You won’t believe how simple this is! 

Step 1: Review your content 
When your weekly block of time comes, log into your RSS reader and review the content. 

Step 2: Add content to Buffer 
When you find a post you want to share, click the link to view the post and then click on your 
Buffer browser extension (get the extension for your browser at http://bufferapp.com/extras). 
Alternatively, you can put these into Buffer manually at www.bufferapp.com. Here is what the 
new post pane looks like: 

Buffer will shorten the link that you put in here which saves you characters and allows you to 
track clicks and shares. To post just click the icons for the profiles you want to share on (in the 

image above my Facebook page is selected) and click Buffer. It’s really that simple. 
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More Awesome Things That Buffer Can Do 

Buffer can do a lot for you so I want to cover a few more things it can do. 

Post to LinkedIn 

You can use Buffer to post to your LinkedIn profile and even LinkedIn groups that you belong to. 
Posting helpful to groups that you belong to can give you even more exposure and get you in 
front of a specific group of people. 

Curate content for your email list 

If you have an email list (and you should because it is the lifeblood of business today) you can 
add a section to the emails that you send out of curated content. This makes it less about you 
which is good because you’re great but people don’t want to hear all about you all the time. It also 
let’s you provide additional value in your emails. When I am creating this section of my email 
broadcast every week I turn to Buffer analytics to see what performed the best. I take 4-5 of those 
links and include them in my email.. 

If This, Then That 

You can use a nifty service called IFTTT (If This, Then That) to automate tasks. For instance, you 
could have your new blog post, video or Instagram photo sent to your Buffer queue automatically. 
IFTTT is really simple to use and there are endless possibilities of what you can do with it. 
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Extra Tips For Automating Social Media 

Mention the author 

When you share content to your Twitter account, mention the person who created it. I do this by 
adding something at the end of the tweet like “via @personwhowrotethis”. This ensures they get 
the credit and it also makes them aware that you are sharing their content which they’ll love. 

Make use of Buffer analytics 

Review your analytics on the Buffer dashboard to see what posts got clicked on and shared the 
most. This will help you figure out what people really want and what they are really interested in. 

The most important thing to keep in mind 

You cannot automate interaction. This means you still should respond to people personally. It is 
social media, not push your stuff out to people media so be social! This goes for automatic direct 
messages on Twitter too. I have never met anyone who likes them and I have never seen them 
used well. If you use them, just stop. Genuine interaction wins every time so ask questions, 
encourage interaction and respond to people personally. 

Do yourself a favor and take the time to set this system up. I can’t even tell you how much time it 
has saved me but it has definitely been a total game changer for my business and my time 
management. 
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