How to Work
Effectively with a

With Tiago Forte and Tim Francis
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Our Agenda

Tim Tiago + Betheny Billy + Marian Q&A
1. 3 best strategies 1. Top misconceptions 1. How a great assistant can

2. Tim’s story + philosophy 2. Finding the right person give you more clarity on your

3. 360 Delegation 3. Personal vs. Team knowledge business

4. Hiring the right person management . The benefits of having an

5. The evolution of delegation 4. How to create SOPs assistant in a client-facing

position

. 3 keys to keeping your

assistant long-term



Top misconceptions about
personal assistants

Misconception #3 : :
P Misconception #4

Misconception #2

Misconception #1 Misconception #5

You don’t have to

You’ll start saving have calls/meetings You can co.mpletely
You should find the time immediately staqdardlze your You can only delegate
cheapest person you assistant’s work routine, standardized
can find work




Finding the right person

At least a f f professional : : Knows how to listen and
cas v?/ofl\:\;g;Z;serizgoceessmna Strong attitude of customer service ask probing questions
- rvice-orien '
Fxperienced ~ Service-oriented Curious

OPN O VoD

Tech savvy Detail-oriented

Sensitive to the details that matter

Committed | .
Comfortable using and learning new

Minimum 20 hours per week apps and platforms
dedicated to you



Bear (Mac only) Evernote Google Keep
Personal
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Simplenote

Informal, quick and dirty °

° Open-ended and fluid

Low expectations for quality/polish °

° Optimized for quick capture

Building a Second Brain ©fortelabs.co



Notion

W

Default shared workspace °

Team
knowledge
management

o Structured and modular

Higher expectations for quality/polish °

° Optimized for consistency



The Digital Productivity
Pyramid

Just-
In-Time
Project

Management

Personal knowledge
management

Habit formation

Task management

Digital fluency
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