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The Three Most Important 

Principles We Live By

CLIENTS AND FRIENDS OFTEN ASK THE TEAM AT 

ADMINASSIST HOW TO BE MORE ORGANISED. SOME PEOPLE 

CLAIM THAT YOU ARE BORN WITH THE ABILITY; OTHERS FEEL 

THAT IT ’S A LEARNED BEHAVIOUR. HOWEVER, NO MATTER 

HOW YOU LOOK AT IT ,  BEING ORGANISED MAKES YOUR LIFE 

EASIER BECAUSE: 

IT SAVES YOU TIME

IT LOWERS YOUR FRUSTRATION LEVELS AND 

IT ALLOWS YOU TO BE MORE PRODUCTIVE.

BELOW ARE THE THREE PRINCIPLES THAT WE HAVE FOUND 

HELPS US MOST IN OUR WORK.

Distinguish between E�ciency & E�ectiveness

Efficiency  means making the most out of the l imited resources avai l-

able. I t ’s an honourable ski l l  to master certainly ,  but i t ’s not the same as 

being effect ive. Whi le efficiency can be described as being resourceful ,  

effectiveness means having an impact that ’s bringing you closer to 

your goal ,  or br inging about a posit ive result .  
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Distinguish between E�ciency 
& E�ectiveness

You can be efficient without being effective  when for example you 

spend 3 hours re-arranging your sales leads into a complex folder 

system, but end up not contacting any of them.

You can be effective without being efficient  i f  you drive a heavy 4x4 

vehicle to work.  I t ’s effect ive - i t  gets you to work alr ight ,  but at a great 

cost because it  is a fuel guzzler .  

I t  is best not to think about this in terms of an either/or situation where 

you have efficiency vs.  effect iveness. We should rather focus on how the 

two principles can support each other - how to be effective in the most 

efficient way possible. I t ’s  l ike ice cream on a cone. . .  you can have the 

one without the other ,  but they’re real ly best when they work together!
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Touch Once Principle

This pr inciple teaches us that when a paper lands on our desks,  we have 

one of only three options:

TRASH IT
FILE IT
ACTION IT

The same can be said for e-mails .  By aiming to handle each 

paper/e-mail only once ,  we avoid becoming ‘shovelers ’  who t i relessly 

move something from one heap to another ,  to another without ever 

deal ing with i t .  

Our pol icy is to trash i t  immediately or file i t  immediately and i f  i t  is 

something we can’t  act ion immediately ,  we place it  in a specific 

tray/folder AND immediately schedule a t ime in our diar ies when we can 

work on i t .
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Batching

EACH TASK, IRRELEVANT OF SIZE OR COMPLEXITY, 
HAS A SETUP TIME. 

One VERY simple example is doing the laundry.  Before you start the wash 

cycle you have to get the basket ,  sort the clothes,  get the detergent ,  treat 

the stains,  load the machine,  add the detergent. . . .  Before pressing the 

‘Start ’  button you’ve used a minimum of 20 minutes to set up for the task.   

I f  you wash 5 days a week,  this equates to almost 2 hours ’  worth of setup 

t ime per week.

Grouping similar tasks together saves t ime and energy. By grouping 

your washing cycles together and doing laundry only once or twice a 

week,  you’re giving yourself  an hour back each week!

In the same way we have found that whether we are returning phone 

cal ls ,  answering e-mails or paying bi l ls ,  grouping similar tasks together 

takes less of our t ime and energy.
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TIP 1: FOR EACH TASK, DECIDE ON ‘WHAT’ AND ‘HOW’

Before we start a task we decide on ‘what ’  (the effect) and ‘how’ (the 

manner). I t  is as simple as taking a second to phrase the effect we would 

l ike to see from this task (so that we know what we’re working towards) 

and then deciding on the most efficient way to do it .  

For e.g.  “ I  want to clear my Inbox before lunch t ime” 

Efficient ways of doing this ,  i .e .  the ways that wi l l  use the least t ime and 

energy,  include:

Using my computer instead of my phone

Accessing my different mail  accounts from a single mail  cl ient 

Gett ing an assistant to screen my mails so that only the most relevant 

ones land in my inbox
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TIP 2: URGENT VS. IMPORTANT

There is a difference between a task ’s urgency and its importance. The 

r inging phone is urgent because it  is screaming for your attent ion,  but 

the cal l  is not necessari ly important.  Complet ing your tax return is 

important ,  but the deadl ine is st i l l  two months away, so i t ’s not that 

urgent.  

We have found that working on a task before i t  becomes urgent ,  makes 

us feel more in control and a lot less stressed. Simi lar ly ,  i f  we’re working 

on tasks that are important ,  as opposed to wasting our t ime on 

unimportant ones,  we feel more effect ive and energised.
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TIP 3: HAVE A STRUCTURED PLAN 

I  have a white-board where I  l ist  absolutely everything I  have to do 

including both personal and business activ it ies.  From this l ist  I  draw up 

my weekly and dai ly plans. 

F i rst ly I  identi fy those tasks that only I  can do. They are my core activ it ies.  

Al l  other tasks are open for delegation to part-t ime assistants ,  

outsourcing to freelancers and favours from fr iends/family .

After I ’ve asked others to help me with the delegable tasks,  I  choose the 

top 3-4 most important activ it ies and plan how I ’ l l  get them done 

throughout the day/week. 

Having a never-ending, unstructured to-do l ist does more harm than 

good, because it  makes you feel l ike you’re never going to win.  Using 

freelancers and other part-t ime workers is less r isky and cost ly than 

employing someone ful l-t ime. Asking your fr iends for a favour every now 

and then wi l l  not make them think less of you and asking your husband or 

wife for help makes them feel needed.

TIP 4: SET A TIMER

This sounds so simple,  but i t  real ly works.  I f  I ’ve got a short task to 

complete (even i f  i t  forms part of a larger job) I  set a t imer to go off 

after 20min. The t icking clock helps my mind to focus and I  work more 

effect ively.
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TIP 5: FOCUS ON ONE

I t ’s  been proven over and again that reading the Facebook news feed and 

typing a letter and having breakfast and talk ing on the phone al l  at the 

same t ime, is a recipe for gett ing electrocuted! I t  also makes us 

ineffect ive in the different things we’re trying to accomplish. 

I t ’s not always practical to finish one task before start ing the next .  

However ,  we have found that clutter ing our desks/desktops with al l  the 

different papers/files for al l  the different jobs we’re working on only 

causes distractions. 

We aim to focus on one job at a t ime. When it ’s finished up to the point 

we are able to br ing i t  to for the day, we close the file and open the next 

one. I t  also helps to close the office door ,  put the phone on si lent or put 

on some earphones.

TIP 6: AM I DOING BUSYNESS OR BUSINESS?

When implementing these t ips,  for the first week or two, whi le you’re 

training your mind to remain focused, set a reminder to go off every 20 

minutes. Set i t  to say something l ike “Am I doing busyness or business?” I f  

you’ve gone off track,  this wi l l  help you become focused again. You’ l l  find 

that after a whi le you’ l l  start checking yourself  automatical ly .
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DO WHAT YOU DO BEST AND OUTSOURCE THE REST
WE DO ADMIN PER HOUR

Time is al l  we have. We have to use i t  wel l  and not get bogged down by 

work we don’t  have to do. L ike admin….

AdminAssist provides PROFESSIONAL ASSISTANTS WHO WORK PER HOUR  and 

help people from everywhere in the world get the most out of their 

l ives.

Gone are the days when only the Queen and CEO’s have assistants! Many 

people,  whether they’re employed by themselves or someone else,  quickly 

reach a point where they feel overwhelmed by their many responsibi l i t ies.  

Having an assistant is l ike having a superpower – whi le you’re doing one 

task,  she’s complet ing the other.

We exist to help people see the value of their t ime.  I f  you priorit ize your 

t ime above your money, i f  you have routine tasks and know how to 

delegate, then we can help you.

We do Admin per hour
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