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What Is “Working Smarter”?  
 
The term “work smarter” has been thrown around a lot lately. We shouldn’t be working as hard, 

instead we should be working smart. Working smart can translate into a lot of different things 

depending on your business, but it boils down to these fundamentals: 

 

Make The Best Use Of Your Time  

 

You don’t want to fill your day with busy work. Instead, you want to know exactly what you 

should be working on and then get it done in a timely fashion. There are some great tools and 

strategies out there to help you do just that. I’ll share two of my favorite with you a little later in 

this report.  

 

The main idea here is that you don’t want to waste your time. Working smart is about increasing 

productivity and making the most of your work time.  

 

Automate And Outsource To Leverage Time  

 

No matter how efficient you are with your time, you only have 24 hours a day to work with. The 

next part about working smart is to realize that you don’t have to do everything yourself. There 

are two sides to this approach. You can automate some of the things that need doing, or you 

can hire someone else to do them for  you.  

Working smart means knowing what you should be doing personally and what you shouldn’t.  

 

Track What’s Working And What Isn’t  

 

That last piece of the puzzle is to know what exactly needs to get done each day. Working smart 

here means tracking what works and what doesn’t. After that it’s a matter of working more on 

what’s working and stop doing the things that don’t get you the results you want.  

 

 Redhead Marketing, Inc. -  www.RedheadMarketingInc.com 2 

http://www.redheadmarketinginc.com/
http://www.redheadmarketinginc.com/
http://www.redheadmarketinginc.com/


Now that you have an idea of what working smarter is all about, it sounds like a lot of extra work 

initially, doesn’t it? You’ve got to figure out what’s working, get more done in less time and 

spend even more time finding software and people that can help your business. Wouldn’t it be 

easier to stick with how you’ve always done things?  

 

Not really, and here’s why …  

 

How Working Smarter Can Improve Your Life and 
Your Bottom Line  
 
Working smarter can have a huge impact on your business and your life. Working long, hard 

hours indefinitely really doesn’t sound all that great in the first place. But it goes deeper than 

that. Working hard can take a toll on your personal life and your health.  

 

We need to strive for balance and make sure we take some time to get plenty of sleep, relax 

and eat well. And let’s not forget about loved ones. There’s a reason we started out working 

long hard hours. For most of us it’s to provide a better life and future for our family. That’s a 

great goal, but what good is a large bank account when we don’t get a chance to spend time 

with them.  

 

You Get More Time For Family, Fun and Charity  

 

As you start to work smarter, you end up spending less and less time chained to your desk. As 

you automate, outsource and prioritize what needs to be done, you get more time to spend on 

fun stuff. It’s a chance to reconnect with family and friends, rediscover old hobbies and even 

donate some of your time to a good cause.  

 

That sort of balance is important. It’s what will keep you from getting burnt out. Give it a try. 

Take an entire weekend off from work. Forget about emails, projects and deadlines. Something 

amazing happens when you walk back to your desk on Monday morning. You’ll find yourself 

re-energized and ready to get things done.  
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You also get a fresh perspective by taking some time away from work. Don’t be surprised to 

suddenly come up with a solution to a problem that’s been eluding you for weeks. Working 

smarter and taking time off is good for business (and you).  

 

Less Stress -  Better Health  

 

Working long hours and stressing about deadlines and bills isn’t good for your health. You can 

only spread yourself so thin before you end up getting sick. By focusing on the important stuff 

and becoming the brains of the operations (instead of running things as a one man / woman 

show) you give yourself a chance to rest and recuperate as needed.  

 

Not only is this good for your stress levels and your overall health, it also means things in your 

business will continue to move forward in case you do come down with the flu and can’t work for 

a week. Which nicely leads us to the third big benefit of working smarter…  

 

A More Secure Future  

 

As you work smarter and think more about the big picture of your business you’re able to spot 

trends and changes more quickly. This helps you adjust your strategies as needed to stay 

ahead of the game (and profitable).  

 

It also keeps you from getting burnt out on day-to-day tasks. You’re less likely to lose your 

passion for your business and that will keep you going for years to come. The end result is a 

more secure financial future for you and your business.  

 

I hope I have you convinced by now that the effort it takes to go from working hard to working 

smart is well worth it. Let’s wrap this up with two hands-on tips you can implement right away.  

 

 
 
 

 Redhead Marketing, Inc. -  www.RedheadMarketingInc.com 4 

http://www.redheadmarketinginc.com/
http://www.redheadmarketinginc.com/
http://www.redheadmarketinginc.com/


Two Simple Hacks To Help You Work Smarter  
 
Let’s jump right in. I have two simple hacks for you that you can start implementing today. I hope 

you find these helpful. They are a great way to work smarter instead of harder. Best of all they 

aren’t complicated and you don’t need any fancy equipment or tools to make them work.  

 

Hack #1 - The Smart To-Do List  

 

Before you can start to work smart, you need to know what you should be working on. That’s 

where our first hack comes in - the smart to-do list. Think about your next project. What do you 

need to get done to make it happen and pay off? You probably have a pretty long list of things 

running through your head right now that you need to take care of. Go ahead and write them all 

down. Don’t worry about order or priority, just get it all on paper or in a word document.  

 

Next, start sorting through things. What order do these tasks need to be accomplished in? What 

parts can you outsource to someone else? Make a note of those and get that process started.  

 

Rewrite your list with what’s left for you to do. This time go ahead and arrange the items in 

chronological order. This will be your master list and from it we’re creating daily to-do lists.  

 

Start at the top of your master list and pick the things you need to get done today to move 

forward with your project. Start with the most important task first and if needed break it down 

into smaller chunks.  

 

With this hack you know exactly what you need to get done today. Let’s move on to hack #2 to 

learn how to get it done in record time.  

 

Hack #2 - Super Productive Work Time  

 

You know what to do, let’s talk about getting it done. The first thing I want you to do is to grab a 

timer. This could be a kitchen timer, an app on your phone or a countdown timer on your watch. 

Heck, you can even start the timer on your oven if you’d like.  
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Next it’s time to eliminate all distractions. Take the phone off the hook, close your office door, 

turn off your email and log out of all social media accounts. Close any browser windows and 

documents you don’t need. In other words, eliminate as many distractions as you possibly can.  

 

Grab that timer and set it for 25 minutes. Look at the first item on your to-do list and get to work. 

Focus and make each minute count. Let’s see how much you can get done until the timer goes 

off.  

 

Take a 5 minute break. Get up from your desk, stretch, grab a glass of water or some coffee. 

Then reset your timer and keep working for another 25 minutes. Repeat this once or twice more 

and then take a longer break. Check your email, spend some time on Facebook, grab some 

lunch, or even better go out for a walk.  

 

After your lunch break go back to working for 25 minutes completely focused on your task and 

then taking a 5 minute break. Rinse and repeat until you get through your to-do list. You’ll be 

amazed at how productive your day will be.  

 

After a few days of working through your smart to-do list using a timer, you should see some 

serious progress. Your next paid product, coaching program or lead magnet will be ready to 

launch. And this my friend is how working smarter can improve your business, your life and your 

bottom line. 
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The Best Productivity Apps 
 
We are all busy these days. There are so many different tasks, appointments, and things to 

keep track of day in and day out. It’s no wonder that we need a little help to make sure we stay 

on task and stay productive throughout the day. 

 

In this section I’d like to share a few of my favorite smartphone apps that will help with 

productivity. They will make your life so much easier. Download them to your phone, put them to 

good use and see if they don’t help you manage your busy life. 

 

And more than that I hope you realize that your phone is a handy little tool that can make your 

life easier and help you get more done. 

 

Never Miss A Thing With Google Calendar 
 
The first app you want to try is a good calendar app on your smart phone. I like the Google 

Calendar app because it syncs across multiple devices and works with my laptop as well. This is 

great for keeping track of appointments, after-school activities for the kids, birthdays, 

anniversaries and the likes. 

 

You can even set up separate calendars for work tasks and project deadlines, your cleaning 

schedule at home and more. Yes, it takes a little time to get some of this set up, but once you’re 

in the habit of using a digital calendar like this you’re not going to want to go without. Plus 

recurring dates like anniversaries and birthdays only have to be set up once and you’re good to 

go for years to come. 
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You don’t have to worry about missing an appointment and there’s no need to keep a mental list 

of everything you need to remember this week. It’s all in your calendar and your phone will alert 

you of anything important. It’s amazing how much brain space this frees up, helping you stay 

productive all day long. 

 
Make A List: Remember The Milk and 
Wunderlist 
 
If you’re already a fan of to-do lists, you’re going to love the next two apps. If you’re not using 

lists yet to get through your day, I strongly encourage you to give it a try. 

 

Working from a daily to-do list is one of the best things you can do to boost your productivity. It 

gives you focus and helps you move right along… ticking of items as you go. 

 

While you can certainly work with pen and paper and carry that around with you all day, why not 

make use of your smartphone instead. There are plenty of great list apps out there. Two of the 

best on the market right now are Remember the Milk and Wunderlist. 

 

Both apps have easy to use interfaces and allow you to create to-do lists that will sync across 

multiple devices. Both apps allow integration with third party software, but Wunderlist has the 

advantage here over Remember the Milk with more integration with services like Google 

Calendar and Dropbox for example. 

 

Remember The Milk has a free option with a paid upgrade and excellent customer service. The 

basic free option will work for most users but upgrading is always an option. 

 

Wunderlist has a free trial and then a monthly fee. If you need the extra integration, this may be 

worth it, otherwise give Remember the Milk a try first. 
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Keep Track Of Everything With Evernote 
 
Another great app to have in your arsenal is Evernote. The Evernote app and software service 

has been around for quite some time. It’s a great way to keep track of anything and everything. 

Think of it as your digital file cabinet that stores, organizes, and lets you access everything you 

save from your smartphone, your tablet, or your computer. 

 

This comes in very handy when you’re out and about and need to access an important 

document, or look up the recipe you clipped to make sure you are getting all the right 

ingredients. 

 

If you’re a writer or blogger, Evernote is a great writing aid as well. Check it out at Evernote.com 

and see if this app can help you simplify your life - at least the digital aspect of it. 

Collaborate and Share Files with Slack 

Slack is a collaboration hub that connects your organization — all the pieces and the people — so 

you can get things done. With Slack you can share channels with companies and businesses you 

regularly work with – like clients, vendors, and partners – to bring all the right people into the 

same room. 

Slack helps you: 

Collaborate online just like you would in person. 

Bring the right people and information together in one place. 

Communicate efficiently, stay connected, and get things done faster. 
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Face-to-face and screen 

Talk it out over voice or video calls directly from Slack. And if you need to show your work, you 

can share your screen, too. 

Slack is made up of channels: a single place for messaging, tools, and files. Most of your 

communication with other members will happen in channels. 

They can be organized around anything — departments, projects, or even office locations — 

and you can create as many channels as you need. Every workspace starts with two by default: 

a general channel and a random channel. 

Slack provides Integrated file sharing - Drag-and-drop PDFs, images, videos and other files 

directly into Slack. Get feedback on your work and create an archive of your progress. 

 
Manage Your Accounting with Freshbooks App 
 

FreshBooks is the site to beat when it comes to managing and tracking invoices, time, and 

expenses for very small businesses that don't need a full-blown double-entry accounting 

system. It's ideal for owners of very small businesses and sole proprietors. 

Freshbooks is an excellent online invoicing and time-tracking service that is the best choice for 

freelancers and sole proprietors looking to get control of their books. 

Manage billing and invoicing with Freshbooks. 

 

Track your Time with Toggl 

Toggl is an intuitive time-tracking app with a generous free tier of service, as well 

as business analysis features for paying customers. It runs in the browser or as a 

browser extension, and there are mobile apps for tracking time on the go.  
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Toggl is ideal for freelancers and small businesses, and it can also work well for 

larger teams as long as they are in the market for an app that specifically tracks 

time spent working, without offering other employee-monitoring services. 

 

Project management, as effective as it gets 
Plan, track, and collaborate using the preferred project management software of 

more than a million businesses. Get work done on time, all the time! 

Plan your project activities, assign work, manage resources and collaborate with 

your team better to get things done on time. 

free level of service so that you can try it fully and without any time restrictions 

before you upgrade to a paid version with more features and support.  

Communication At Your Fingertips With Gmail 
and Google Contacts 
 
 
How often do you change cell phones? And how often do you send emails from multiple 

devices? One of the handiest little productivity apps is Gmail and the integrated Google 

Contacts. No more digging around for contact information in multiple planners and digital 

accounts. It’s all there at your fingertips. 

 

And speaking of Gmail, it’s a lot more powerful than you may realize, particularly when it comes 

to the smartphone app. You can add multiple Gmail accounts (let’s say you have a private one 

and a business one) and even forward or import emails from other accounts into Gmail. That 

means all your emails – not matter what account they are – can be managed right from your 

smartphone. 
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That’s a huge time saver. Instead of having time set aside to read and answer emails, you can 

use all those little pockets of time while you’re waiting on a meeting to start, brewing coffee, 

ordering lunch, or waiting in line at the grocery store to deal with email. 

 

And since you always have your phone on you, you can quickly glance at messages as they 

come in (if needed) to see if something’s popping up that you need to deal with immediately. 

 

Gmail also has different inboxes and a nifty label system that allows you to filter your emails as 

needed. Have purchase receipts auto filed with a “purchases” label and you’ll know exactly 

where to look for a receipt if needed. 

 

Plus with an app that’s supported over multiple devices, you can head on over to your laptop to 

type up a longer reply when needed. And if you really need some quiet, focused time to knock 

out a project, silence your phone and email won’t interrupt your day. 

 

Don’t Try To Remember All Those Passwords 
 
Let’s wrap this up with one more app that will save you lots of time and keep all your various 

accounts more secure. Yes, I’m talking about a password management app. I recommend 

RoboForm. For a yearly fee, you can store and access unlimited passwords to all your online 

sites. 

 

RoboForm has great multiple platform support making it easy to access your passwords from 

your favorite internet browser on your laptop, desktop, or tablet. And of course there’s a 

smartphone app as well. This comes in handy not only when you want to check your bank 

status or log into your favorite shopping site from your phone, but also when you’re traveling and 

suddenly need access to a particular password. Just look it up on your phone. 

 

And with a handy password generator, you end up with much more secure passwords then the 

ones you come up with from the top of your head. But how does this save you time? 
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The first and obvious one is of course that you no longer have to go hunt down passwords 

wherever you may have written them down at the time. I don’t know about you, but I’ve wasted 

hours doing that in the past. With a password manager app all your passwords are right there at 

your fingertips. The only thing you need to remember is your master password. And since you’ll 

be using it every day to access your password manager app, that’s easy to do. 

 

The second way you save time is a little more subtle but it adds up quickly. RoboForm has this 

neat browser feature where you can just hover over the icon, and start to type the site you want 

to log in at. It pulls the site up for you and enters your username and password for you. It may 

only save you a few seconds of time, but if you multiply that by 20 logins to various things per 

day… that’s a lot of time over the course of a year. 

 
Best of all, it’s convenient and keeps all your passwords safe and secure. 
 
 

Conclusion 
 
I hope these suggestions have been helpful and if nothing else they inspire you to look at your 

smartphone as a productivity tool. The main think I want you to remember is that you should 

make any app – whether it’s one of the ones I mentioned here, or something else you come 

across – work for you. 

 

You want it to make your life easier and simpler, not the other way around. Spend some time 

every few months evaluating how well the apps you’re using are working for you. Do they save 

you time and make you more productive? 

 

Or do you end up wasting time with the app? If so, don’t feel bad about ditching it and finding 

something that works well for you. Make them work for you and tweak the apps you use until 

you come up with a system that helps you stay productive and makes your day go smoothly. 

That’s really what using your smartphone to increase productivity is all about. 
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