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1. define the role 
2. recruit for the role 
3. interview for the role 
4. fill the role 
5. train the recruit (2 weeks) 
6. decide to keep or let go 
7. redefine the role (together) 
8. systemise the role 
9. evaluate performance 
10. further training 
11. repeat
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receptionist or office manager   
or co-owner 

You have a task list
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the secret sauce… getting on the same page 
90 day plan

1. get on slack and asana/trello/basecamp 
2. drives me crazy list 
3. your daily, weekly, monthly & quarterly checklist 
4. define non negotiables  
5. create kpis & monitor 
6. daily 15 min stand up meetings 
7. performance review
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evaluating performance - 90 days

things staff member does things studio owner does

make staff 
member effective, 

efficient, 
productive and 
happy at my job

make staff 
member less or 
un-effective, 

efficient, 
productive and 
happy at my job

note: both of you fill this out before the meeting 
this is two different perspectives on the staff member

make staff 
member effective, 

efficient, 
productive and 
happy at their 

job

make staff 
member less or 
un-effective, 

efficient, 
productive and 
happy at their 

job


