
 
 
 
 

Are You Still Doing These 5 Tasks Yourself? 
 

 
 

How many of your daily business tasks are things you do to keep 
your business open, not to advance it forward? If you’re like many 
entrepreneurs probably a good portion of them. 

While there’s a strange sense of pride in saying, “I do everything 
myself,” there comes a time in your business where it no longer 
makes sense doing everything yourself. Those actions stop being 
resourceful and start becoming expensive. Every hour you spend on 
repetitive administrative work is an hour you’re not serving 
customers, building relationships, improving your products, or 
finding new business.  

In the past, making that jump to allow others to do things for you 
was a big deal. These days it’s becoming less so. You no longer need a 
full-time assistant to reclaim your schedule. Between AI tools, 
inexpensive automation platforms, and freelancers, many of the 
tasks that once required another employee can now be handled for 
just a few dollars, or maybe even less. 

But where should you begin and how do you decide what to 
offload and what to hang on to? We’ve compiled five tasks that most 
business pros should consider reassigning this week. 



1. Stop Writing Every Email From Scratch 

If you find yourself typing the same responses repeatedly, you’re 
wasting valuable time. 

List the emails you send regularly: 

• Appointment confirmations 
• Estimates and proposals 
• Frequently asked questions 
• Follow-up messages 
• Thank-you emails 
• Directions to your office 
• New customer welcome messages 

Instead of recreating them every time, build a small library of 
templates. Then let AI customize them for each recipient so they still 
sound personal. 

For example, instead of writing the answer to “Can you tell me 
your pricing?”, from scratch every time, you might prompt AI with: 

“Rewrite this pricing email in a warm, conversational tone for a 
first-time customer interested in <your service or product>.” Then 
customize the prompt with anything fitting the request. 

The email stays professional, and you save several minutes each 
time. Multiply that by dozens of emails every week, and you’ve 
recovered hours of time. 

 

2. Stop Scheduling Everything Manually 

Many business owners spend an astonishing amount of time 
trying to coordinate calendars. 

“Does Tuesday work?” 

“No, what about Thursday?” 

“I can do Thursday after 2.” 

“Actually, something came up…” 



It becomes a full-time job that resembles the back and forth of a 
game at Wimbledon, just not as fast and entertaining. 

These days, scheduling platforms let customers pick from 
available times without endless back-and-forth emails. Most 
integrate with your calendar automatically and send reminders, 
reducing no-shows along the way. Plus, it looks more professional 
and shows you take tech seriously. If you’re not using a scheduler, 
you look like you’re not in line with the times. 

For businesses where appointments are central to customers, this 
may be one of the highest-return changes you can make. 

 

3. Stop Creating Every Social Media Post From 
Scratch 

Social media is important, but who can spare the hours every 
week to grow an engaged following? There’s a faster way. 

Instead of sitting down every morning wondering what to post, 
batch your content. Write down ten customer questions you’ve 
answered recently. Those questions become posts. 

Turn one blog article into: 

• A LinkedIn post 
• Three Facebook updates 
• Five short social posts 
• An email newsletter 
• A customer FAQ 

AI can help you repurpose your existing content into multiple 
formats while you add your own personality and expertise. The 
result is more consistent marketing with far less effort. 

 

 

 

 



4. Stop Organizing Files One Document At A Time 

Digital clutter wastes more time than most business owners 
realize. Searching for the latest proposal, hunting through 
downloads, or wondering which version is final may only take a few 
minutes each day, but those minutes add up over a year. 

Spend one hour this week creating a simple folder structure and 
naming convention. Then automate the rest. Many cloud storage 
platforms can automatically sort documents, while AI-powered tools 
can summarize meeting notes, organize transcripts, and even pull 
action items from conversations. 

This organizational task is a huge future time saver, not to 
mention it sets you up for success should you bring on another 
employee. It will now be much easier for them to find things you’re 
asking for. 

 

 

5. Stop Being Your Own Data Entry Clerk 

If you’re copying customer information from one system into 
another, there’s a good chance technology can do it quicker. 
Automation tools can connect software you already use. When 
someone fills out a contact form, their information can automatically 
be added to your CRM, email marketing platform, invoicing system, 
or project management software. 

Even if you only save ten minutes a day, that’s more than 40 
hours a year. That’s an entire workweek recovered without adding 
staff. 

You don’t have to be a technology expert to figure this out. Many 
of today’s automation tools use simple “if this happens, do that” 
workflows that require little or no coding. 

 

 

 



No Need to Start Over 

Reading an article like this can make it feel like you need to 
automate your entire business by Monday. You don’t. 

Choose the task that frustrates you the most. Time yourself doing 
it. If it’s repetitive, predictable, and happens every week, ask one 
simple question: 

“Does this really require me?” 

If the answer is no, explore whether AI, automation software, or a 
freelance professional could handle it. 

Customers still want relationships, expertise, creativity, and 
trust. Those are the things only you can provide. But an email can be 
written by anyone (or anything). Stop spending your most valuable 
hours on work that doesn’t require your unique skills. 

Your business won’t grow because you get really good at filing or 
writing emails. It grows when you spend more time doing the work 
only you can do. 

Technology should free you to be more human, not less. And if 
reclaiming even five hours a week means you can serve more 
customers, develop a new product, or simply leave the office in time 
for dinner, that’s a pretty good return on investment.  
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