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	We will use this session to explore how much you already know and understand about Business Skills and how they support your success as an entrepreneur.

Throughout the session and afterwards, think about your strengths and weaknesses in this area, the opportunities that come from developing strong business skills, and the challenges that may appear if these skills are overlooked.

Before any journey, it is important to know your starting point. This section helps you assess your current confidence and understanding honestly. By recognising what you do well and what you can improve, you can focus your effort where it will have the greatest impact.

Remember, everyone begins somewhere. This is not about judgement but about building your personal roadmap to confidence and growth in Business Skills.


Rate yourself 1-10 in each area:

	Business Skills:
	Overall Rating
(1-10)
	Goal Rating
(1-10)
	Priority (High/Medium/Low)

	Understanding my core business strengths and the skills I use most effectively
	
	
	

	Communicating clearly and confidently with clients, suppliers, and partners
	
	
	

	Managing my time, priorities, and workload efficiently
	
	
	

	Building and maintaining strong professional relationships and network
	
	
	

	Making confident decisions based on facts, evidence, and experience
	
	
	

	Adapting to change and staying resilient under pressure
	
	
	

	Negotiating fairly to reach positive outcomes for everyone involved
	
	
	




Quick Reflections:
My strongest business skill is: _________________________________ 

I most want to improve: _______________________________________

Why Should I Be Bothered with my Business Skills?
Business skills are not just about formal training or ticking boxes. They are the foundation that helps you run your business with confidence, communicate clearly, and make good decisions. Developing your skills gives you structure, direction, and control so you can build a business that works smarter, not harder.

For many SMEs and sole traders, these areas feel overwhelming or too complex, but here is the truth:
· You do not need to know everything – you just need to understand the key skills that make your business stronger..
· You do not need expensive courses – many skills can be learned through practice, reflection, and free online resources.
· You do not need to change who you are – your personality, values, and approach are part of your business strength.

What does good Business Skill practice look like?
· Clear and confident communication – expressing your message so people understand and trust you.
· Time management that works – knowing what to focus on and when to delegate or pause.
· Strong decision making – weighing up options, taking action, and learning from results.
· Adaptability – responding calmly and creatively to change or challenge.
· Leadership – motivating yourself and others to move forward with purpose.
· Negotiation – creating ‘win win’ outcomes that strengthen relationships.
· Consistent learning – developing new skills that keep your business relevant and competitive.

The Cost of Ignoring Business Skills Essentials
Many passionate entrepreneurs struggle not because their ideas are weak, but because they have not built the skills to manage and grow effectively.

When you overlook business skills:
· You waste time on tasks that could be simplified or automated.
· You miss opportunities because communication or planning falls short
· You lose confidence in decision making and avoid taking action.
· You feel stuck in day to day work instead of focusing on growth and improvement.

	Assumption:
	How could you test or challenge this?

	1.
	

	2.
	

	3.
	






	Business Skills - S.O.A.R Analysis
SWOT “SOAR” Strengths, Opportunities, Aspirations, Results

	
Strengths:
What business skills are you already doing well in relation to your business? 
Example: I communicate clearly with my clients and always follow up after meetings to confirm next steps.

Please give a minimum of 3 strengths or things you do well or have done well with regards to Business Skills.

· 



· 



· 




	
Opportunities:
What could stronger business skills unlock for your business? 
Example: More effective teamwork, clearer marketing messages, improved client relationships, or better time management.

Please list 3 potential opportunities that you feel, good Business Skills could provide for you and/or your business.
 

· 



· 



· 




	
Aspirations:
What do you want to achieve by having improved Business Skills?
Example: To feel more confident when presenting ideas and negotiating

Please give a minimum of 3 aspirations you have for your business through improved Business Skills


· 



· 



· 


	
Results:
How will you know you’re making progress?
Example: Projects are completed on time, clients understand my communication more clearly, and I feel more organised overall.

Please give an example of 3 results that will help you to see how you are making progress with your Business Skills


· 



· 



· 






Common Business Skills Myths – Let’s Get Real
Many small business owners hold themselves back from developing their business skills because of old beliefs, self-doubt, or mixed advice. The truth is, core business skills like communication, decision making, leadership, and adaptability are practical, learnable, and essential for growth. Let’s bust some of the most common myths so you can move forward with confidence and clarity.

Myth 1: “Business skills are only important for big companies or managers.”
✓ Truth: Every sole trader and small business owner uses business skills daily, from communicating with clients to planning workloads and managing time.

Myth 2: “You have to be a natural leader or confident person to run a business.”
✓ Truth: Leadership, communication, and confidence are skills that can be learned and improved with practice, not traits you are born with.

Myth 3: “I’m too busy working to focus on developing skills.”
✓ Truth: Building skills saves time in the long run. Strong organisation, planning, and decision making help reduce stress and wasted effort.

Myth 4: “Soft skills don’t matter as much as technical skills.”
✓ Truth: Communication, negotiation, and adaptability often make the difference between keeping a client and losing one. They are the foundation of lasting success.

Myth 5: “Good business skills mean doing everything perfectly.”
✓ Truth: Strong business skills are about progress, not perfection. Learning from mistakes, adapting, and improving step by step is what helps a business grow.


My biggest business skill fear or apprehension is: _________________________________

What I now realise: _________________________________

Current Reality & Preparation
This section helps you review your current business skill levels, even if that feels like a work in progress, and understand how confident you are in different areas such as communication, organisation, leadership, and decision making. By mapping out where you are now, you can make informed choices about where to focus your time and effort.

The comfort zone exercise is especially helpful as it highlights where your strengths already shine and where there is room to grow. It also encourages steady and manageable progress rather than big jumps that can feel overwhelming.

My Business Skill Activities:

	Activity:
	Frequency:
	Effectiveness
	Keep / Change / Stop

	E.g. I feel I am quite adaptable to change
	Every now and again
	Limited
	Change [improve]

	E.g. I have a calendar that I follow for a set structure
	Never
	None
	Change [start going]



If you wrote "none" - that's okay! This workshop is your starting point
My Business Skill Comfort Zones:

Mark with an X where each activity currently sits for you:

	Activity:
	Comfort Zone: (Easy – do it without issue)
	Comfort Zone:
(Medium – find it challenging)
	Comfort Zone:
(Hard – scares me, don’t do it at all)

	Writing and using a clear business proposal
	
	
	

	Agreeing deposits or staged payments in advance
	
	
	

	Communicating transparently with clients and responding to feedback
	
	
	

	Creating clear policies that show professionalism and protect client information
	
	
	



One activity I'll attempt to move from “Hard” to “Medium” comfort zone: _______________________

How I propose to do that: _________________________________

Business Skills in Practice
Know Your Business Strengths Before Building New Skills
Before you sign up for training, buy software, or outsource support, you need to understand what skill you are developing and why it matters. Building skills without purpose can lead to wasted effort. Skills create real value when they are applied to the right area, in the right way, for the right reason. You do not need to master every skill at once. You just need to be deliberate and focused. When you understand your business needs, where your gaps are, what matters most to your clients, and what could make the biggest difference, your progress becomes clearer, more manageable, and more effective.

Here’s why this matters:
· WHO – Who in your business needs to strengthen their skills?
Trying to improve every skill at the same time can feel overwhelming. Knowing whether it is you, your team, or your contractors who need development helps you focus on what will have the most impact.
· WHAT – What skill are you trying to improve?
Good skill building solves a real problem or creates clear progress. Whether it is communication, time management, leadership, or adaptability, identifying one key area helps you take meaningful action rather than spreading yourself too thin.
· WHEN – When would these skills matter most?
Timing is everything. Knowing whether you need to develop skills before launching a new service, during a busy period, or after a project review helps you plan learning at the right moment.
· WHERE – Where do these skills gaps show up?
Different challenges highlight different skill needs. Communication issues might appear in client emails, while weak organisation shows up in missed deadlines. Recognising where the problem happens helps you focus your development efforts.
· WHY – Why focus on this skill?
Clarity of purpose keeps you motivated. If better communication improves client satisfaction, stronger decision making saves time, or leadership builds confidence, then the effort is worthwhile. If not, it may not be your priority right now
· HOW MUCH – What time or budget can you invest?
Developing business skills does not always cost money. Many free resources exist online, from workshops and podcasts to mentoring and peer networks. Decide what you can realistically commit to, whether it is an hour a week or a short course, and plan around that.

Let’s put this into practice…
Use the prompts below to build your Business Skills Profile. Even a few honest notes here can help you set clear goals, identify the right areas to focus on, and make your personal development journey feel achievable and rewarding.

WHO: Who in your business needs to strengthen their skills?
Example: As a sole trader, I need to improve my leadership and planning skills to manage multiple clients effectively.

WHAT: What skill are you trying to improve?
Example: I want to develop stronger communication and negotiation skills to handle client expectations better.

WHEN: When would these skills matter most?
Example: I need to improve my organisation skills before taking on more clients or bigger projects.

WHERE: Where do these skill gaps show up?
Example: I sometimes miss follow ups or spend too long on admin instead of client work.

WHY: Why focus on this skill?
Example: Better communication and organisation will save me time, reduce stress, and make clients trust me more.

HOW MUCH: What time or budget can you invest?
Example: I can commit two hours a week to training or reading and plan to attend a local business workshop each month.

	QUESTION
	EXAMPLE

	WHO
in your business needs to strengthen their skills?
	As a sole trader, I need to improve my leadership and planning skills to manage multiple clients effectively.

	WHAT
skill are you trying to improve?
	I want to develop stronger communication and negotiation skills to handle client expectations better

	WHEN
would these skills matter most?
	I need to improve my organisation skills before taking on more clients or bigger projects

	WHERE
do these skill gaps show up?
	sometimes miss follow ups or spend too long on admin instead of client work

	WHY
focus on this skill?
	Better communication and organisation will save me time, reduce stress, and make clients trust me more

	HOW MUCH
time or budget can you invest?
	I can commit two hours a week to training or reading and plan to attend a local business workshop each month






Know Your Business Skills
Continued
If you try to develop every possible skill at once, you can quickly feel overwhelmed and lose sight of what really matters. Building strong business skills starts with understanding yourself and your business clearly. It is not just about what skills exist, but about what your business currently needs, what matters most to you, and how developing specific skills can add real value to your day to day operations.

Who Are You (the business)?
Start by identifying your business profile.
· Size: Sole trader or small team (under 10 people)
· Sector: Creative services, retail, trades, coaching, hospitality, etc.
· Stage: Startup (under 2 years), established (3–5 years), or growing (5+ years)
Example: A 2-year-old Brighton-based catering business with 3 staff, strong local reputation, but no written contracts and limited insurance cover.

What Do You Care About Most?
Think values, goals, and pain points.
· Values: Customer service, quality, professionalism, reputation
· Motivations: Wants to improve confidence, consistency, and client experience
· Behaviours: Great at delivery but struggles with time management, planning, and follow up
Example: The photography business wants to become more organised and professional so clients feel supported and communication is clear throughout every project.

Why Would You Focus on Business Skills?
· What do you need? Stronger communication, time management, and organisation skills.
· What do you want? Confidence to manage clients and projects effectively, plus clearer business direction and structure.
Example: The photography business wants to improve planning and scheduling, manage deadlines more efficiently, and handle client communication with confidence.

Where Can Business Skills Be Applied?
· Communication: Client relationships, marketing, customer feedback
· Negotiation: Agreeing new T&Cs, extending project timeframes/deadlines, payment
· Leadership: Motivating yourself or your team, managing workload
· Decision Making: Prioritising tasks, problem solving, taking action with confidence
· Adaptability: Handling change, learning new tools, staying resilient
Example: The photography business could use better organisation systems for projects, develop communication templates for clients, and improve adaptability by learning new digital tools to enhance workflow.

Customer Snapshot
(Business Skills Edition)

My ideal business skills use case is for a small, local business with limited time and resources. The business is talented and passionate about its work but struggles with organisation, planning, and communication. They care about delivering quality, building a good reputation, and creating consistent growth. They need clarity on which skills will make the biggest impact. They want simple, practical ways to improve confidence, manage their workload, and communicate effectively. Developing strong business skills helps them work smarter, build trust with clients, and grow their business with focus and confidence.



EXERCISE: Now give it a go yourself… Use the table below to help you.

	Business Element
	What This Looks Like in My Business (Real Example)

	Who
are we?
	A local creative business with 2 staff, focused on quality work and strong client relationships

	Where
are the business skill gaps?
	Struggles with time management, inconsistent communication, and limited planning

	What
do we care about?
	Delivering great service, keeping clients happy, and working efficiently

	What
do we need?
	Better organisation, clearer communication, and improved decision making

	What 
do we want?
	To feel more confident, professional, and in control of the day to day running of the business

	Why
would we focus on business skills?
	To save time, reduce stress, and strengthen the business through better systems and communication



Business Skills Toolbox – Free and Low-Cost Tools to Protect Your Business
Building strong business skills is easier when you have the right tools to support you. The apps below are grouped by key skill area so you can pick what suits your needs best. All are free or low cost and ideal for UK sole traders and small business owners.

Whether you’re just starting out, returning after a break, or looking to grow, these tools are either free or low-cost, making them ideal for UK sole traders and small businesses. These aren’t about adding complexity. They’re about doing what matters, safely.

Tools for Communication
	Tool
	Use / Benefit

	Grammarly (Free)
	Helps you write clearly and professionally in emails, proposals, and social media posts.

	Canva (Free & Pro plans)
	Create presentations, proposals, and marketing materials that communicate your message visually.

	Zoom / Google Meet (Free tiers)
	Run client meetings, training, and collaboration sessions online.

	Loom (Free)
	Record short video messages to explain tasks or share updates without needing a live meeting.



Tools for Negotiation
	Tool
	Use / Benefit

	ChatGPT / Perplexity.ai (Free)
	Practise negotiation scripts or generate polite but firm wording for client conversations.

	Trello / Notion
	Track project details, agreements, and changes to ensure clarity in negotiations.

	Google Docs / Word Online
	Collaborate on proposals or contracts in real time so both sides see and agree to updates.



Tools for Adaptability
	Tool
	Use / Benefit

	Notion (Free for individuals)
	A flexible workspace for notes, goals, and projects that can evolve with your business.

	Miro (Free tier)
	Visual whiteboard for brainstorming, planning, and problem solving when new challenges arise.

	YouTube / TED Talks
	Access free learning on leadership, creativity, and adapting to change.


Tools for Decision Making
	Tool
	Use / Benefit

	Google Sheets / Excel
	Track numbers, compare options, and make evidence based decisions.

	MindMeister (Free plan)
	Create decision maps or flowcharts to explore possible outcomes visually.

	Toggl / Clockify (Free)
	Review where your time goes to make smarter choices about priorities.



Tools for Leadership
	Tool
	Use / Benefit

	Asana / ClickUp (Free plans)
	Plan tasks, delegate, and track progress for yourself or your team.

	Slack / Microsoft Teams (Free tiers)
	Encourage clear communication and collaboration with others.

	Coursera / FutureLearn / OpenLearn
	Free online courses on leadership, confidence, and management.

	Reflectly / Notion Journal Template
	Track progress and reflect on leadership growth each week.



Other Core Business Skills

Marketing
	App / Tool
	Use / Benefit

	Meta Business Suite / Google Business Profile
	Manage and monitor your business presence across key platforms.

	Canva / CapCut
	Create visual content and short videos for promotions and adverts.



Digital Marketing
	App / Tool
	Use / Benefit

	Mailchimp (Free plan)
	Build and send email campaigns.

	Buffer / Later (Free tiers)
	Schedule and analyse social media posts.

	Google Analytics / Search Console
	Track online traffic and visibility.



Content Creation
	App / Tool
	Use / Benefit

	Canva / Adobe Express (Free)
	Design professional graphics and social media posts.

	Pexels / Unsplash
	Free high quality photos and videos for marketing.

	CapCut / InShot (Free)
	Edit engaging videos for social media and websites.



Time Management
	App / Tool
	Use / Benefit

	Google Calendar / Outlook Calendar
	Plan your day, set reminders, and keep on schedule.

	Pomofocus / Focus Booster
	Use time blocks to maintain focus and avoid burnout.




Diary Management
	App / Tool
	Use / Benefit

	Acuity Scheduling / Calendly (Free tiers)
	Allow clients to book appointments online, saving time on back and forth messages.

	Google Calendar Integration
	Automatically sync appointments and reminders.



Task Management
	App / Tool
	Use / Benefit

	Trello / Asana / Todoist
	Plan, prioritise, and track daily or weekly tasks.

	ClickUp (Free plan)
	Combine tasks, notes, and projects in one dashboard.



Don’t try to master every tool at once. Choose one or two to get started, especially tools that save you time on daily tasks or give you clearer insights about your business.

Problem vs Solution:
How to Unlock Real Value with Business Skills
When thinking about business skills, it is easy to get caught up in the idea that they are only for confident people, natural leaders, or those with years of experience. But the truth is that business skills create value when they help solve real problems in your daily work.

Clients do not buy confidence, creativity, or leadership; they feel them. They choose to work with people who communicate clearly, make good decisions, and adapt when things change. As a business owner, you do not need to be perfect at everything. You need the right mix of skill and will, aptitude and attitude, to unlock your potential.

Strong business skills are not about being naturally talented. They are about building habits that reduce stress, improve relationships, and make your work easier and more enjoyable.

What feels overwhelming becomes achievable when you can say:
· “That’s the skill I need to strengthen.”
· “This is how it helps my business.”
· “This is the tool or habit I can try.”

This section helps you move from vague ideas about “improving skills” to clear, practical actions that solve real business challenges. By linking common problems to relevant business skills, tools, and measurable progress, you can grow with intention and see visible results.














Problem vs Solution Matrix:
	Problem?
(What you’re struggling with)
	How Business Skill Assist
	Starter Tools / Resources (Free/Low-Cost, UK)
	First Step / Starter Action
	Success Metric

	Struggling to explain your ideas clearly to clients
	Communication
	Grammarly, Canva, Loom
	Draft and record a one minute video pitch explaining what you do
	Clearer client understanding and improved confidence

	Avoiding difficult conversations about pricing or deadlines
	Negotiation
	ChatGPT for wording practice, Trello to track agreements, GOV.UK late payment guidance
	Write 3 negotiation scripts to use with clients
	Easier, fairer client discussions; improved outcomes

	Feeling unsure which task or project to prioritise
	Decision Making
	Google Sheets, MindMeister, Notion templates
	Create a simple priority matrix (urgent vs important)
	Less overwhelm, faster decisions

	Losing focus when things change or plans fall apart
	Adaptability
	Notion, Miro, TED Talks (YouTube)
	Reflect on one recent challenge and note what worked and what didn’t
	Greater confidence handling change

	Struggling to stay motivated without structure
	Leadership
(self-leadership)
	Asana, ClickUp, Reflectly
	Set three weekly goals and review them on Fridays
	Improved consistency and self accountability

	Feeling nervous leading a small team or collaborating
	Leadership
	Slack, Microsoft Teams, Coursera leadership courses
	Hold a short weekly check in meeting or create a shared task board
	Better communication, stronger teamwork

	Projects running late or disorganised
	Time Management / Task Management
	Google Calendar, Trello, Todoist
	Set realistic deadlines and break big tasks into smaller steps
	Fewer missed deadlines, reduced stress

	Marketing feels inconsistent or forced
	Communication / Marketing
	Canva, Meta Business Suite, Buffer
	Plan one month of social media content in advance
	More consistent online presence

	Struggling to create engaging content
	Content Creation / Adaptability
	Canva, CapCut, Pexels
	Create one new post format (video, carousel, or blog)
	Higher engagement and confidence creating content

	Feeling overwhelmed by admin and daily planning
	Decision Making / Organisation
	Notion, Todoist, Google Calendar
	Schedule one hour per week for planning and reflection
	Greater clarity, fewer forgotten tasks


EXERCISE:
Think of 3 common problems your business faces, and write down how you think having good business skills (that you don’t already have) could offer a solution to each
Try to do at least 3 here below!

	Problem (What they’re struggling with)
	Solution (What you offer that helps)

	
	

	
	

	
	

	
	

	
	

	
	



Business Skills in Practice: From Problem to Progress
Why this matters
Business skills only create value when they solve real problems in how you work or communicate. Think of communication, negotiation, adaptability, decision making, and leadership as your personal safeguards for running your business smoothly. Start small, focus on one skill area at a time, and build from there. Each skill you strengthen improves confidence, trust, and performance.

How to frame a problem (fast)
A clear problem statement = task + friction + impact.
Example: Managing client projects (task) takes too much time (friction), which causes missed deadlines and stress (impact).

Where Business Skills usually help
· Communication – improve clarity, prevent misunderstandings, and build stronger relationships.
· Negotiation – create fair agreements, manage expectations, and strengthen client trust.
· Decision Making – prioritise actions, reduce indecision, and move projects forward efficiently.
· Leadership – provide direction, stay motivated, and inspire confidence in others
· Adaptability – handle change positively, stay resilient, and turn challenges into opportunities.

Protection builder you can reuse
Role + context [PURPOSE] + challenge + skill focus [ACTION TAKEN] + outcome [HAS IT WORKED?].
Example preface: you are my business coach for a UK SME. Use plain UK English, keep it practical, and explain one skill I should focus on developing first.

Step-by-step Business Skills checklist (quick wins)
1. Know the purpose – What skill do you want to strengthen today (communication, planning, decision making, leadership, adaptability)?
2. Focus on one skill – Don’t try to improve everything at once.
3. Pick a free/low-cost tool – Canva, Grammarly, Trello, Notion, Google Workspace, Coursera
4. Practise a simple habit – Write clearer client updates, set daily plan, or delegate one small task.
5. Check & adapt – Reflect each week on what worked and what didn’t.
6. Measure one thing – Better client feedback, fewer missed deadlines, faster decisions
7. Save & reuse – keep templates, scripts, or routines that work for you.
8. Stay consistent – Review progress monthly and seek advice or learning where needed.

Ready-made starter protections (adapt and apply)

Communication & Clients
· Summarise every client call or meeting in a short follow up email.
· Create message templates for updates, quotes, and check ins.
Negotiation & Boundaries
· Practise saying “I can do that, but it will affect cost or timing.”
· Set clear pricing and delivery terms in writing before starting work.
Decision Making
· Use a simple “urgent vs important” matrix when prioritising tasks.
· Review one key decision each week to reflect on what influenced it.
Leadership & Self Management
· Set three weekly goals on Monday and review them on Friday.
· Give yourself regular feedback by tracking what worked well and what to improve.
Adaptability & Growth
· Schedule one hour each month for learning or trying a new tool.
· When plans change, write down what you can control and act on that first.

Expanded Problem → Business Skills Solution Matrix for SMEs

	Problem (task + friction + impact)
	How Business Skills Assist
	Starter Tools / Resources (UK, free/low-cost)
	First Step / Action
	Success Metric

	Struggle to explain ideas clearly to clients (task) causing confusion and rework (impact)
	Communication
	Grammarly, Canva, Loom
	Write and record a short one-minute video or written pitch explaining what you do
	Clients understand services clearly; fewer misunderstandings

	Avoiding difficult client conversations about pricing or scope (task) causing stress and unpaid time (impact)
	Negotiation
	ChatGPT for drafting wording, Trello for tracking agreements, GOV.UK payment guidance
	Create three short scripts for handling pricing or scope discussions
	Clearer client boundaries; more confident pricing conversations

	Spending hours deciding what to prioritise (task) creating delays and indecision (impact)
	Decision Making
	Google Sheets, MindMeister, Notion templates
	Make a simple urgent vs important matrix for this week’s tasks
	Faster decisions; less time wasted

	Feeling thrown off when plans change (task) leading to stress and lost focus (impact)
	Adaptability
	Notion, Miro, YouTube (TED Talks on resilience)
	Review one recent challenge and note what helped you adapt
	Calmer reactions; better responses to change

	Struggling to motivate yourself or others (task) leading to inconsistent performance (impact)
	Leadership
(Self and Team)
	Asana, ClickUp, Reflectly
	Set three weekly goals and review progress every Friday
	Greater consistency; sense of direction and accountability

	Projects disorganised or running late (task) causing client frustration (impact)
	Time Management / Organisation
	Trello, Todoist, Google Calendar
	Break projects into smaller tasks with realistic deadlines
	On-time delivery; improved client satisfaction

	Marketing feels inconsistent (task) causing weak visibility (impact)
	Communication / Marketing
	Canva, Meta Business Suite, Buffer
	Plan one month of social media posts in advance
	More consistent online presence

	Losing confidence when work slows down (task) reducing motivation (impact)
	Adaptability / Leadership
	Notion, Journaling template, Coursera short courses
	Write down lessons learned from slow periods and plan next actions
	Improved resilience and optimism

	Unsure how to make business improvements (task) leading to stagnation (impact)
	Decision Making / Leadership
	Notion, SWOT template, peer feedback sessions
	Ask a mentor or trusted contact to review your current goals
	Clearer strategy; actionable improvement plan

	Avoiding new technology or tools (task) causing inefficiency (impact)
	Adaptability
	Canva tutorials, AI tools (ChatGPT), Google Workspace training
	Choose one new tool to learn and use for a week
	Time saved; better workflow

	Spending too long on admin (task) leading to burnout (impact)
	Time Management
	Clockify, Google Calendar, Pomofocus
	Block out focused work sessions with short breaks
	Higher productivity; less fatigue

	Feeling overwhelmed by too many tasks (task) resulting in stress (impact)
	Decision Making / Organisation
	Notion, Todoist, Trello
	List all tasks, categorise by priority, delegate or drop one
	Reduced stress; sense of control



Extra Business Skill Resources for SMEs
This section gives you simple, practical ways to strengthen your business skills straight away. You do not need to be an expert, and you do not need a large budget. Each exercise, checklist, and table is designed for small business owners who are busy, often working alone, and want to build confidence without feeling overwhelmed. Use the examples, adapt the ideas, and make them fit your working style. The goal is not perfection but progress. Small and steady actions make you more effective, focused, and resilient.

1) Business Skill “Quick Wins”
Small tasks that take minutes but can make a lasting difference to how you work.
Communication and Clients
· Write and save three email templates. One for new enquiries, one for client updates, and one for following up after a project.
· Record a short video or voice note explaining your services clearly in under one minute.
· Add a short welcome paragraph to your quotes or proposals to set the tone and build trust.
Negotiation and Boundaries
· Practise saying “Let me check my schedule and get back to you” instead of agreeing immediately.
· Add a short paragraph to your quotes outlining what is included and what counts as extra work.
· Before your next client meeting, write down one non-negotiable boundary such as payment terms or working hours.
Decision Making and Planning
· Create a simple urgent versus important list for your week ahead.
· Review one business decision you made recently and note what went well and what could be improved.
· Schedule thirty minutes each Friday to plan next week’s key actions.
Leadership and Self-Management
· Set three clear goals for the week and review them on Friday.
· Write down one way you could motivate yourself or a team member during a challenging project.
· Celebrate one small success at the end of each week to build confidence and momentum.
Adaptability and Growth
· Try one new tool or app this week that could save you time or improve organisation.
· Spend twenty minutes reading or watching something that helps you think differently about your business.
· Write a short reflection on what you learned from a recent challenge or unexpected change.
Marketing and Visibility
· Plan one week of social media content using Canva or Meta Business Suite.
· Update your Google Business Profile with your latest contact details and photos.
· Write a short paragraph that describes what makes your business unique. Keep it simple and conversational.
Wellbeing and Boundaries
· List the top three tasks that cause you the most stress and circle one you can improve this week.
· Create a short checklist to help decide when to accept or decline new work.
· Block out one regular slot in your diary for rest, exercise, or reflection and treat it as a business appointment.

Tip:
These activities are designed to be short, practical, and repeatable. Try one or two each week. Over time, these small steps will build stronger habits, clearer thinking, and better results across your business.

Quick wins table
	Task
	Copy-paste action/template
	Typical risk/stress reduced

	Write a client update email
	“Hi [Client Name], just a quick update on your project. We are currently at [stage] and on track for [date]. Please let me know if you have any questions.”
	Improves communication and builds client trust

	Prepare a negotiation response
	“I understand your budget concerns. Let’s look at what can be achieved within that range or adjust the scope to suit both sides.”
	Builds confidence and reduces anxiety around pricing conversations

	Plan weekly priorities
	“This week’s top three priorities: 1) [Task] 2) [Task] 3) [Task]. Anything else is secondary once these are complete.”
	Strengthens decision making and time management

	Set a leadership goal
	“This week I will focus on motivating my team by giving positive feedback at the end of each day.”
	Encourages leadership and boosts morale

	Review adaptability
	“What unexpected event happened this week? How did I respond? What can I do differently next time?”
	Improves adaptability and reduces stress when facing change

	Organise your diary
	Use Google Calendar or Outlook to block time for admin, client work, and breaks
	Builds structure and prevents overwhelm

	Create a follow up checklist
	“After each meeting: 1) Send summary 2) Confirm next steps 3) Set reminder for follow up.”
	Improves organisation and client communication

	Set personal learning time
	“Every Wednesday at 3pm: one hour for learning a new business skill.”
	Strengthens adaptability and ongoing development



Top 20 Common Business Skills Mistakes SMEs Make

1. Unclear communication – Assuming clients understand your process without written or verbal confirmation.
2. Not listening actively – Missing key details or feedback because responses are rushed or distracted.
3. Avoiding negotiation – Accepting terms too quickly or under-pricing services due to fear of losing clients.
4. Poor decision making – Overthinking or delaying choices, leading to lost opportunities.
5. No time management system – Working reactively rather than with a clear plan or structure.
6. Weak diary management – Forgetting appointments, double booking, or failing to plan focused time for key work.
7. No task management process – Juggling too many to-do lists without a reliable system or digital tool.
8. Lack of weekly planning – Starting each week without priorities or realistic goals, leading to lost focus.
9. No overall business system or strategy – Working hard day to day without a long-term plan or process for growth.
10. Not setting clear boundaries – Saying yes to everything, creating confusion or burnout.
11. Weak follow up habits – Forgetting to check in after quotes, meetings, or project completion.
12. Inconsistent leadership – Switching between being too soft or too firm, creating confusion for clients or staff.
13. Avoiding difficult conversations – Letting small issues grow into bigger problems by avoiding direct discussion.
14. Poor adaptability – Struggling to adjust when things change or new tools are introduced.
15. No marketing plan – Posting or promoting randomly without knowing who the audience is or what message to share.
16. No content strategy – Creating inconsistent or disconnected messages across platforms.
17. Lack of goal setting – Working hard without clear direction or measurable outcomes.
18. Ignoring client feedback – Missing opportunities to improve service or retain customers.
19. Neglecting personal wellbeing – Working long hours without rest, leading to fatigue and low creativity.
20. Avoiding reflection and self-development – Not reviewing progress or learning from experience to grow as a business owner

	Mistake
	Why it happens
	First fix

	Mistake
	Why it happens
	First fix

	Unclear communication
	Assume clients understand your process without confirmation
	Summarise each discussion in a short email to confirm what was agreed

	Not listening actively
	Focused on replying rather than understanding
	Ask one clarifying question in every client call or meeting

	Avoiding negotiation
	Fear of losing the client or appearing difficult
	Prepare three phrases to use when discussing pricing or scope

	Poor decision making
	Delay choices due to fear of mistakes
	Create a simple decision checklist to weigh pros and cons quickly

	No time management system
	Work reactively without daily structure
	Plan each morning using a to do list or digital task app

	Weak diary management
	Forget meetings or overbook time
	Use Google Calendar and set alerts for key appointments

	No task management process
	Rely on memory or scattered notes
	Use Trello or Asana to track all client and admin tasks

	Lack of weekly planning
	Start the week without focus or priorities
	Spend ten minutes every Monday planning top three goals

	No overall business system or strategy
	Focus only on short term tasks
	Write a one page strategy outlining key goals and timelines

	Not setting clear boundaries
	Want to please everyone
	Define clear working hours and include them in client onboarding

	Weak follow up habits
	Forget to contact clients after proposals
	Set reminders to follow up three and seven days after sending quotes

	Inconsistent leadership
	Lack of clear expectations
	Hold a weekly check in or reflection to keep goals on track

	Avoiding difficult conversations
	Want to avoid conflict
	Use calm, factual language to address issues early

	Poor adaptability
	Resist change or new technology
	Try one new tool or update each month and reflect on results

	No marketing plan
	Post content randomly
	Write a simple monthly plan with dates, topics, and platforms

	No content strategy
	Create posts without clear purpose
	Define three main content themes that support your brand

	Lack of goal setting
	Unsure what success looks like
	Set one SMART goal for the next 30 days

	Ignoring client feedback
	Afraid of criticism
	Ask for short feedback after each project

	Neglecting wellbeing
	Believe longer hours equal success
	Block one regular slot per week for rest or personal time



Everyday Business Skill Routines
Daily rhythm (example)
· Morning: 
Plan priorities. Ask yourself, “What are the three most important tasks I must complete today to move my business forward?
· Midday: 
Communication Check. “Have I responded clearly to all client messages or outstanding enquiries?”
· Afternoon: 
Decision Time. “Is there one decision I’ve been putting off that I can make before the end of the day?”
· End of day: 
Organisation tidy up. “Have I updated my task list, filed key documents, and reviewed my progress for the day?”
Weekly rhythm (example)
· Monday: Leadership focus. “Set my weekly goals and review what needs motivation, support, or follow up.”
· Tuesday: Planning and structure. “Review my diary and tasks for the week and adjust priorities if needed.”
· Wednesday: Communication improvement. “Update or create one new client email, proposal, or message template to save time later.”
· Thursday: Marketing and visibility. “Schedule or post one piece of content that reflects my business goals.”
· Friday: Reflection and adaptability. “Review what worked well, what challenged me, and one area I want to improve next week.”

Simple Business Skills “do’s and don’ts” for SMEs

	Do
	Don’t

	Communicate clearly with clients and confirm key details in writing
	Assume clients understand everything without checking

	Plan your week using a diary or task management tool
	Start each day without priorities or structure

	Set clear goals and review your progress regularly
	Work reactively without direction or focus

	Practise confident negotiation on price and scope
	Avoid money conversations until issues arise

	Create a simple marketing plan and stick to it
	Post or promote your business randomly

	Use clear systems to manage time and tasks
	Keep everything in your head and risk missing deadlines

	Reflect weekly on what worked well and what could improve
	Repeat the same mistakes without learning

	Adapt to change and explore new tools or ideas
	Resist trying new approaches or technology

	Maintain healthy boundaries between work and rest
	Work continuously without taking time to recharge

	Celebrate progress and small wins
	Ignore achievements and only focus on problems



The 80/20 Principle – Support, Tips and Advice for SMEs
Running a small business means wearing many hats, but the Pareto Principle, also known as the 80/20 rule, helps you focus your time and energy where it truly matters. The idea is simple. Around 80% of your results come from about 20% of your efforts. By identifying and focusing on the few actions that create the biggest impact, you can reduce stress, work smarter, and grow faster.

What the 80/20 Principle Means for Your Business
You do not need to improve everything at once. Instead, focus on identifying the small number of activities, clients, or habits that deliver the greatest value or results.

Typical examples:
· 20% of your clients generate 80% of your income
· 20% of your marketing content brings 80% of your engagement
· 20% of your daily tasks lead to 80% of your progress

By recognising these patterns, you can spend more time doing what works and less time on what does not.

Supportive Practices (Good Practice)
· Review your week every Friday and note which activities had the most impact on your goals
· Identify your top 3 most valuable clients, products, or services and prioritise them
· Create a stop doing list of low value tasks that drain your time and energy
· Automate or delegate admin work where possible using scheduling tools or bookkeeping apps
· Focus on progress rather than perfection. Small, consistent actions build momentum
· Build your diary around your high value activities, for example mornings for planning and afternoons for client work
· Set clear and measurable goals for each week and review what worked best

Risky Practices (Avoid)
· Trying to do everything yourself rather than prioritising what truly matters
· Spending time on tasks that look busy but add little value
· Ignoring patterns in what drives your income, growth, or satisfaction
· Saying yes to every opportunity instead of choosing the right ones
· Focusing on quantity, such as the number of posts, emails, or meetings, rather than quality and outcomes

Simple Do’s and Don’ts for Applying the 80/20 Rule

	Do
	Don’t

	Track where your time and energy go each week
	Guess what is working without any review

	Focus on your top performing clients or projects
	Spend equal effort on low value work

	Review your marketing and keep what delivers results
	Continue posting or promoting without measuring outcomes

	Use automation tools to save time
	Repeat manual tasks that could be automated

	Delegate or outsource small admin tasks
	Hold onto everything out of fear of losing control

	Create simple weekly and monthly goals
	Overcomplicate your plans with too many targets

	Reflect weekly on lessons learned
	Move from one week to the next without reflection

	Build on your strengths
	Try to fix every weakness at once

	Invest time in activities that deliver real results
	Get distracted by tasks that make little difference

	Keep your focus on consistency
	Chase every new trend or opportunity without strategy



Checklist for Making the 80/20 Rule Work for You
✓Review your client list and identify which clients bring the most value and satisfaction
✓ Note your top performing marketing activities and schedule more of those
✓ Track how you spend your time for one week to see where it truly goes
✓ Choose one low value task to eliminate or delegate this month
✓ Create a weekly plan focused on your top priorities and most impactful work
✓ Review results monthly and adjust focus based on evidence, not habit

Key Point
Applying the 80/20 rule is about focus, clarity, and discipline. By identifying the few actions that create most of your success, you can simplify your workload, make smarter decisions, and feel more in control. When in doubt, ask yourself, is this part of my 20% that really matters?

Eat That Frog – Support, Tips and Advice for SMEs
Running a small business often means managing long to do lists, competing priorities, and constant distractions. The “Eat That Frog” method, inspired by Brian Tracy’s book, is a simple and practical way to get more done by tackling your biggest and most important task first. The idea is that if you start each day by eating your biggest frog, meaning your hardest or most valuable task, everything else feels easier.

This approach helps you focus on what truly drives results, reduce procrastination, and build a daily habit of progress. It is about working smarter, not longer, and creating momentum that carries you through the rest of your day.

What the Eat That Frog Method Means for Your Business
Your frog is the task that will make the biggest difference to your success. It might be the project you have been putting off, the phone call you keep avoiding, or the task that feels uncomfortable but will move your business forward.

Typical examples:
· Following up with a potential high value client
· Creating or updating your marketing plan
· Reviewing your finances or pricing structure
· Writing proposals or contracts for new work
· Organising your systems or automating admin tasks

By tackling your frog first thing in the morning, you create energy, focus, and confidence for the rest of the day.

Supportive Practices (Good Practice)
· Identify your frog the night before so you start your day with a clear plan
· Break big frogs into small and manageable steps and tackle them one by one
· Schedule your hardest or most valuable task for your most focused time of day
· Turn off distractions such as notifications, emails, or social media while you focus
· Reward yourself once the task is done to reinforce positive habits
· Keep a short daily list of no more than three key priorities to avoid overwhelm
· Reflect at the end of the week on what your biggest frogs were and what progress you made

Risky Practices (Avoid)
· Starting the day with easy or low value tasks to feel productive without progress
· Leaving your hardest task until the afternoon when energy is lower
· Overloading your to do list with too many priorities
· Jumping between tasks without completing one properly
· Allowing emails or messages to dictate your day instead of your priorities

Simple Do’s and Don’ts for Applying Eat That Frog
	Do
	Don’t

	Identify your biggest task the night before
	Start your day without a clear plan

	Tackle your hardest task first each morning
	Leave difficult work until later in the day

	Break large tasks into smaller and achievable steps
	Try to do everything at once

	Focus on one task at a time
	Multitask and lose concentration

	Eliminate distractions during deep work
	Keep checking emails or messages

	Celebrate completing your main task
	Move on without recognising progress

	Plan your day around high value actions
	Fill your schedule with busy work

	Review what worked well at the end of the week
	Rush into next week without reflection

	Use digital tools or planners to track progress
	Keep everything in your head and forget priorities

	Stay consistent with your morning routine
	Change your schedule daily and lose focus



Checklist for Making Eat That Frog Work for You
✓ Write down your top three priorities at the end of each day for the next morning
✓ Highlight the one task that will have the biggest impact on your business
✓ Start each day by completing that task before checking email or social media
✓ Use a timer or focus app to stay on track for 25 to 50 minutes at a time
✓ Reward yourself with a break or something enjoyable once your frog is done
✓ Reflect weekly on your wins and choose new frogs for the week ahead

Key Point
The Eat That Frog method is about focus, momentum, and self discipline. When you start your day by completing your most valuable task, you build confidence and make faster progress. Each time you eat your frog, you take control of your day and move your business forward with purpose and energy.

Eisenhower Matrix – Support, Tips and Advice for SMEs
Running a small business means juggling many tasks every day, from urgent client deadlines to long term goals. The Eisenhower Matrix is a simple but powerful tool that helps you decide what to do first, what to plan, what to delegate, and what to remove. It is based on the idea that not everything urgent is important, and not everything important is urgent. By sorting your tasks into four clear categories, you can focus on what truly matters and stop feeling constantly busy.

This method is named after Dwight D. Eisenhower, a former US President known for his excellent productivity and decision making. It helps you manage time more effectively, reduce stress, and work with greater intention.

What the Eisenhower Matrix Means for Your Business
The matrix divides your tasks into four boxes. Each box helps you make a simple decision about what to do next.

1. Urgent and Important – Do it now
These are high priority tasks that must be completed today or very soon.
Examples:
· Client deadlines
· Urgent financial issues
· Crises or time sensitive opportunities
2. Important but Not Urgent – Plan it
These tasks lead to long term success but do not need to be done immediately.
Examples:
· Business planning and goal setting
· Marketing strategy and content creation
· Professional development or learning
3. Urgent but Not Important – Delegate it
These tasks need to be done soon but do not have to be done by you personally.
Examples:
· Routine admin or data entry
· Social media posting
· Scheduling or follow up messages
4. Not Urgent and Not Important – Delete it
These tasks add little or no value and can be removed from your list completely.
Examples:
Checking social media without purpose
· Unnecessary meetings
· Low impact busy work

Supportive Practices (Good Practice)
· Review your to do list each morning and sort tasks into the four matrix boxes
· Focus first on the urgent and important tasks that move your business forward
· Plan time in your diary for important but not urgent activities like strategy and development
· Delegate admin or repetitive work to save time for high value activities
· Be strict with low value tasks and remove them from your week
· Review your matrix every Friday to see how your focus has improved

Risky Practices (Avoid)
· Treating everything as urgent and reacting to every message immediately
· Spending too much time on tasks that keep you busy but do not add value
· Avoiding important but not urgent work like planning and marketing
· Failing to delegate simple tasks that others could handle
· Ignoring your own priorities because of constant interruptions

Simple Do’s and Don’ts for Using the Eisenhower Matrix
	Do
	Don’t

	Sort tasks by urgency and importance every morning
	Start the day without reviewing priorities

	Focus on what creates the most value
	Spend time on unplanned or low value work

	Plan time for long term goals and strategy
	Only deal with today’s emergencies

	Delegate admin and repetitive work
	Try to do everything yourself

	Remove tasks that do not serve a purpose
	Keep saying yes to low priority requests

	Review your progress at the end of each week
	Move unfinished work forward without reflection

	Use digital task tools like Trello or Notion
	Keep track of everything in your head

	Keep your matrix visible during the day
	Hide it away and forget to use it

	Set limits on distractions like email checks
	Allow notifications to control your schedule

	Stay consistent with the method each week
	Abandon it after a few days because it feels new



Pomodoro Technique – Support, Tips and Advice for SMEs
Running a small business often means balancing focus with constant interruptions. The Pomodoro Technique is a simple and effective time management method that helps you stay productive without burning out. It is based on working in short, focused bursts of time, known as “Pomodoros,” followed by short breaks to rest and reset. 

This approach improves concentration, reduces procrastination, and helps you make steady progress on important tasks.

This technique is perfect for small business owners who struggle with focus, feel overwhelmed by long to do lists, or need help building consistent work habits.

What the Pomodoro Technique Means for Your Business
The Pomodoro Technique divides your workday into small, focused sessions that make large tasks more manageable and keep your energy levels steady.

How it works:
1. Choose a single task to focus on
2. Set a timer for 25 minutes and work with full attention
3. Take a 5 minute break when the timer rings
4. After four Pomodoros, take a longer 15 to 30 minute break

This rhythm helps you work efficiently while keeping your mind fresh.

Typical examples of Pomodoro tasks:
Writing marketing content or blog posts
· Planning a presentation or business strategy
· Responding to client emails or proposals
· Organising your finances or admin work
· Completing creative or technical tasks that need focus

Supportive Practices (Good Practice)
· Set a clear goal before starting each Pomodoro session
· Keep distractions away by silencing notifications or closing tabs
· Use the short breaks to stretch, hydrate, or step away from your desk
· Track how many Pomodoros each task takes to improve future planning
· Review your progress at the end of the day to see what worked well
· Adjust session lengths if needed, for example 50 minutes of focus and a 10 minute break
· Use visual timers or apps to keep your sessions consistent

Risky Practices (Avoid)
· Switching tasks during a Pomodoro session
· Skipping breaks to try to get ahead
· Working for hours without rest and losing concentration
· Allowing interruptions to break your flow
· Treating Pomodoros as rigid rules instead of flexible structure

Simple Do’s and Don’ts for Using the Pomodoro Technique

	Do
	Don’t

	Focus on one task at a time during each Pomodoro
	Jump between tasks before finishing one

	Take regular short breaks to rest and recharge
	Skip breaks and push through fatigue

	Plan your Pomodoros around your most important work
	Spend sessions on low value or easy tasks

	Keep your timer visible and running
	Lose track of time or guess session lengths

	Use apps like Pomofocus, Focus Booster, or Toggl
	Try to manage everything manually

	Note what distracts you and limit it
	Allow interruptions or multitasking

	Record how many Pomodoros a task takes
	Work without tracking your focus or progress

	Reward yourself after a full cycle
	Finish without recognising your effort

	Review your results at the end of each day
	Repeat sessions without reflection or learning

	Stay consistent and patient while building the habit
	Expect instant productivity improvement



Checklist for Making the Pomodoro Technique Work for You
✓ Write down your top three priorities for the day
✓ Choose one task and start your first Pomodoro session
✓ Work with complete focus for 25 minutes, then take a 5 minute break
✓ After four sessions, take a longer 15 to 30 minute break
✓ Keep a simple log of how many Pomodoros you complete each day
✓ Reflect at the end of the week on which tasks gave you the best results

Key Point
The Pomodoro Technique helps you focus deeply, manage your energy, and prevent burnout. By working in short, structured sessions, you make consistent progress on meaningful tasks while keeping your mind fresh and your motivation high. The key is consistency and learning to value focused time as one of your most powerful business tools.


Time Blocking – Support, Tips and Advice for SMEs
Running a small business can often feel chaotic, with constant switching between clients, admin, marketing, and planning. Time Blocking is a simple and structured method that helps you take control of your day by assigning specific blocks of time to specific types of work. Instead of multitasking, you plan when to focus on each area, giving everything the attention it deserves.

This approach helps reduce distractions, create routine, and build focus around your most important priorities. It works especially well for busy entrepreneurs who need structure but also flexibility in how they manage their week.

What Time Blocking Means for Your Business
Time Blocking means dividing your day into sections, or “blocks,” and dedicating each block to a single task, project, or activity. This creates clear focus, prevents overbooking, and makes your week more predictable.

Typical examples of time blocks for a small business:

· Client Work Block: Delivering services, meetings, or projects
· Admin Block: Responding to emails, invoices, and bookkeeping
· Marketing Block: Creating posts, writing blogs, or planning content
· Growth Block: Training, networking, or developing new ideas
· Rest or Reset Block: Taking time away from work to recharge

By assigning a purpose to each block, you can give every part of your business proper attention without feeling pulled in all directions.

Supportive Practices (Good Practice)
· Review your week every Sunday or Monday and assign time blocks for each main area of work
· Group similar tasks together to stay in the same mindset and save time
· Use a digital calendar to colour code your blocks for clarity
· Include short breaks between blocks to avoid fatigue
· Protect your deep work blocks from distractions by turning off notifications
· Be realistic about how long tasks take and allow flexibility when needed
· Review your calendar weekly to see which blocks were most productive

Risky Practices (Avoid)
· Booking back-to-back meetings with no breathing space
· Ignoring your calendar and letting emails or calls dictate your day
· Overfilling your schedule with unrealistic expectations
· Creating too many small blocks that cause constant switching
· Forgetting to schedule breaks or personal time

Simple Do’s and Don’ts for Using Time Blocking
	Do
	Don’t

	Plan your week in advance with clear blocks of time
	Start each day without structure or a plan

	Focus on one task or theme per block
	Jump between tasks and lose focus

	Use colour coding to separate task types
	Keep one long list without priorities

	Add short breaks between blocks
	Work nonstop and lose energy

	Schedule your most important work for your peak hours
	Leave valuable work for when you are tired

	Keep meetings inside designated time slots
	Allow meetings to spill into your focus time

	Review and adjust your blocks each week
	Stick rigidly to a schedule that no longer fits

	Set reminders to transition between tasks
	Lose track of time and miss key work

	Block personal or creative time too
	Fill every minute with work

	Be flexible and adapt as your business grows
	Treat the plan as fixed and unchangeable



Checklist for Making Time Blocking Work for You
✓ Identify your main business areas, such as client work, admin, and marketing
✓ Assign time blocks to each area throughout your week
✓ Add breaks and buffer time between tasks
✓ Protect your deep work blocks from interruptions
✓ Review each Friday to see where your time went and what can improve
✓ Adjust next week’s plan based on what worked best

Key Point
Time Blocking is about taking control of your schedule rather than letting your schedule control you. By planning when to focus on each part of your business, you build structure, reduce stress, and create space for meaningful work. The key is consistency and reflection. When you plan your time intentionally, you make every hour count.

Other Business Skills with Time Management / Task Managements (continued)

2 Minute Rule – Support, Tips and Advice for SMEs
The 2 Minute Rule is a simple way to overcome procrastination and keep small tasks under control. It works on the principle that if something takes 2 minutes or less, do it immediately instead of adding it to your list. It’s a quick win approach that keeps your workload lighter and your mind clearer.

How it works:
1. Look at your current to do list.
2. If any task can be done in 2 minutes or less, do it straight away.
3. For tasks that take longer, schedule them in your diary or add them to a time block.

Examples of 2 minute tasks:
· Replying to a short email
· Sending an invoice reminder
· Filing a receipt
· Booking a quick appointment
· Tidying your workspace

Good Practice:
Start and end your day with a 10 minute “2 minute task sweep”
· Combine it with the Pomodoro or Time Blocking method for smoother flow
· Keep a running note of small tasks to clear when you have short gaps
Avoid:
· Using the rule to avoid bigger priorities
· Getting distracted by small tasks during deep work time

Key Point
The 2 Minute Rule helps you stay organised and prevents small tasks from piling up. It keeps momentum going and stops procrastination before it starts.





Must, Should, Could – Support, Tips and Advice for SMEs
The Must, Should, Could method helps you prioritise tasks by importance rather than urgency. It gives you a simple, visual way to decide what truly needs your attention today and what can wait. It is especially useful when your to do list feels unmanageable or when every task seems equally important.

How it works:
1. Write down everything you need to do.
2. Label each task as Must, Should, or Could.
· Must: Essential tasks that must be done today or have major consequences if delayed.
· Should: Important but not critical tasks that will improve progress if done soon.
· Could: Nice to do tasks that can wait or be done if you have time left over.
3. Start with the Must tasks and work down the list.

Examples:
· Must – Send invoice, attend client meeting, file tax return
· Should – Schedule social media posts, update website
· Could – Organise files, brainstorm new ideas

Good Practice:
Reassess your list daily or weekly as priorities change
· Keep your Must list short with no more than three items per day
· Use colour coding or symbols to make your priorities easy to see
Avoid:
· Treating every task as a Must
· Spending too much time on Could tasks when Musts are incomplete

Key Point
The Must, Should, Could method helps you focus on what truly matters by sorting tasks based on importance. It brings clarity to your workload, keeps priorities clear, and helps you finish the right things first.

Traffic Light System – Support, Tips and Advice for SMEs
The Traffic Light System is a simple visual method to manage priorities, energy, and time. It helps you quickly decide what deserves immediate attention, what can be planned, and what can wait. By categorising tasks into red, amber, and green, you bring order to your to do list and make faster decisions about where to focus your effort.

How it works:
1. Write down all your current tasks or projects.
2. Use colour coding or symbols to mark each one:
· Red: Urgent or high priority tasks that need immediate attention.
· Amber: Important but not urgent tasks that need to be scheduled.
· Green: Low priority tasks that can wait, delegate, or drop.
3. Review your list daily and update as tasks change.

Examples:
· Red – Client deadline, overdue invoice, critical email response
· Amber – Marketing plan update, upcoming event prep, website refresh
· Green – Filing, optional training, background research

Good Practice:
· Review your colours each morning to refocus your energy
· Move tasks from red to amber to green as progress builds
· Use colour tags in digital tools like Trello, Asana, or Google Tasks
Avoid:
· Keeping too many red tasks at once
· Ignoring amber tasks until they turn red

Key Point
The Traffic Light System helps you stay aware of your true priorities. It reduces stress by showing what needs your attention now, what can wait, and what might not need doing at all.

Skill vs Will – Reflection Exercise
Developing strong business skills depends on two things. What you can do and what you are willing to do. Many owners know the right steps yet struggle with motivation or consistency. Others have strong drive yet lack the know how or systems to turn effort into results. This exercise helps you assess both sides, then build the bridge that turns intention into action.

What each side means
	Skill
	Will

	The knowledge and practical ability to complete a task to a good standard.
	The motivation, confidence, and commitment to take action and keep going.



Examples
Skill. I can structure a clear proposal and price it properly
Will. I delay sending it because I feel unsure about price pushback

Skill. I can plan a week of content in two hours
Will. I rarely schedule it because client work always takes over

The bridge between skill and will
The bridge is the support that turns knowing into doing. It is made of habits, tools, prompts, and accountability.
Examples of bridges
A daily ten minute planning routine
· A simple template for proposals or emails
· A weekly check in with a mentor or peer
· A habit stack such as coffee then fifteen minutes of client follow up
· A visible progress tracker for small wins
Common patterns to spot
· High skill and low will. You can do it, yet it does not happen
· Low skill and high will. You want to do it, yet quality or speed is not there
· Low on both. Start with one quick win and one tiny habit
· High on both. Protect the routine and avoid overloading yourself

Quick self rating
Rate yourself for each area. One is low and five is high.

	Task or skill area
	Skill level 1 to 5
	Will level 1 to 5
	Bridge or support that would help

	Time management
	
	
	

	Communication with clients
	
	
	

	Decision making
	
	
	

	Leadership and self motivation
	
	
	

	Negotiation and pricing
	
	
	

	Adaptability under pressure
	
	
	


Habit ideas that connect skill and will
· Plan tomorrow in five minutes before you finish today
· Start the day with your one must do task
· Use a two minute sweep to clear small items
· Block one hour a week for learning and one hour for marketing
· End Friday with a short review and one improvement for next week

Accountability options
· Share a weekly goal with a peer and swap a short update every Friday
· Create a visible tracker and tick off daily reps
· Book a monthly review with a coach or adviser
· Join a local group or online community to share progress

Pitfalls to avoid
· Waiting for motivation before you start
· Trying to fix everything at once
· Choosing big goals without tiny first actions
· Hiding wins and only seeing gaps

Simple metrics to prove progress
Pick one per area and track it weekly
· Communication. Replies within one business day and fewer clarifications needed
· Negotiation. Deposits agreed and scope changes recorded
· Decision making. Key choices made within a set timeframe
· Leadership. Weekly goals set and reviewed
· Adaptability. Plans adjusted without losing delivery dates

Review cadence
· Daily. Plan in five minutes and tick one must do task
· Weekly. Reflect in ten minutes and capture one lesson and one improvement
· Monthly. Choose one skill to deepen and one habit to protect

Key point
Progress happens when ability meets action. Choose one area, add one bridge, and complete one tiny first step today. Build momentum with small wins and keep the bridge in place until the new behaviour feels natural.

The Business Skills ‘Toothbrush Challenge’
Is there something you can do each morning or evening, just after brushing your teeth, that helps you build confidence and consistency with your business skills? Success in this area does not come from rare or complicated actions. It comes from small, regular habits that improve focus, organisation, and confidence.
This challenge is about creating simple daily routines that strengthen your efficiency, communication, and decision making, just like brushing your teeth.

Examples
Write down your top three priorities for the day.
· Review your diary and make sure meetings or deadlines are clearly planned.
· Send one message of appreciation or follow up to a client or collaborator.
· Clear two small tasks that take less than two minutes.
· Check that your workspace is tidy and ready for the next day.
· Read one paragraph or quote that builds your mindset or motivation.
· Reflect on one decision you made today and note what worked well.
· Update your to do list or move one task to a more suitable time block.
· Record one short idea, win, or lesson from your day.
· End your evening by asking, “What one thing helped me grow today?”

Write it down or say it out loud:
Use this table to track your mindset, reflections, and actions each day. Keep it honest and simple.

	7 day ‘Toothbrush Challenge’ Business Skills Edition

	
	Morning
	Evening
	Scale 1 - 10

	Day 1
	
	
	

	Day 2
	
	
	

	Day 3
	
	
	

	Day 4
	
	
	

	Day 5
	
	
	

	Day 6
	
	
	

	Day 7
	
	
	



How Business Skills Could Support You in All the Business Modules
Business skills are not about adding more work or complexity. They are about creating clarity, confidence, and consistency in every area of your business. Strong communication, leadership, organisation, and adaptability make each part of your business more effective and sustainable. 

When applied across all modules, these skills turn learning into lasting success.
🧩 1. Business Appraisal
Decision making and problem solving help you analyse where your business is now and plan realistic goals for growth. Clear thinking prevents guesswork and supports confident choices.
🤝 2. Relationship Building and Networking
Strong communication, confidence, and follow up skills help you make meaningful connections and maintain professional relationships. Listening well and presenting clearly create genuine trust.
📊 3. Budgeting and Finance for Business
Organisation, planning, and focus are key business skills that keep finances in order. Scheduling regular reviews, setting priorities, and communicating with suppliers help you stay on top of money matters.
🔍 4. Market Research
Curiosity, analysis, and interpretation are valuable skills here. They help you understand data, recognise patterns, and make sense of what your audience truly needs.
💰 5. Sales
Negotiation, communication, and confidence are central to good sales. Business skills help you explain value clearly, handle objections, and close deals in a way that feels natural and professional.
📢 6. Marketing
Creativity, consistency, and organisation ensure your marketing efforts stay on message. Good time management allows you to plan campaigns and review results without stress.
📱 7. Social Media
Adaptability and discipline are essential for maintaining a professional online presence. Knowing how to respond, engage, and manage feedback helps build credibility and avoid reputational mistakes.
🌐 8. Digital Marketing
Attention to detail and clarity of communication improve how you present information online. Writing skills, planning, and audience awareness increase engagement and trust.
🤖 9. AI Integration
Being adaptable and open minded allows you to experiment with new tools while keeping a balanced approach. Curiosity helps you test and learn without feeling overwhelmed by technology.
⚖️ 10. Risk Mitigation and Legals
Strong organisation and awareness support compliance. Clear communication ensures you understand contracts, policies, and expectations with clients and partners.
🧾 11. HMRC
Planning and consistency help you keep accurate records, meet deadlines, and stay calm during busy tax periods.
🌍 12. Websites
Clear communication and creativity ensure your website reflects your brand. Good planning keeps pages updated and user friendly.
💻 13. Web Design
Attention to detail and structured thinking improve user experience. Consistent tone and visual presentation show professionalism and trustworthiness.
🛠️ 14. Business Skills
Core business skills such as decision making, organisation, adaptability, and negotiation apply in every situation. They strengthen your ability to handle pressure, learn quickly, and lead confidently.
🔧 15. Sector Specific Support
Leadership and curiosity help you understand the standards in your sector and adapt to meet them. Learning from peers and professionals strengthens credibility.
📈 16. Growth and Diversification
Strategic thinking and clear decision making reduce risks when expanding or trying new ideas. Communication helps you attract partners and clients who share your vision.
🧠 17. Health and Wellbeing
Time management, self awareness, and boundary setting are essential business skills. They protect your energy and keep your work sustainable.
🎉 18. Celebration and Recap
Reflection and gratitude are key habits. Reviewing what you learned, what you improved, and where you want to grow next helps you stay motivated and grounded for the journey ahead.

30-Day Business Skills Challenge – Progressive Action Plan
Business skills are not about doing everything perfectly or learning endless new techniques. They are about building confidence, focus, and consistency in the way you manage yourself and your business. This 30-day challenge breaks good habits into short, practical steps you can fit into a normal working day. The goal is steady progress that strengthens your communication, leadership, decision making, adaptability, and negotiation skills.

Short Term Goals. Next 4 Weeks
Quick and Easy Wins for Building Business Skills

• Reflect on your communication style
Example. Ask yourself if you listen more than you speak in client conversations.
Why it helps. Builds trust, prevents misunderstandings, and strengthens relationships.

• Plan your day before it starts
Example. Write your top three priorities for tomorrow before finishing work.
Why it helps. Improves focus and helps you start the day with direction.

• Practise a negotiation conversation
Example. Role-play explaining your pricing or terms to a friend or colleague.
Why it helps. Increases confidence and helps you handle real-world discussions calmly.

• Use the 2 Minute Rule
Example. Complete two small tasks immediately rather than adding them to your list.
Why it helps. Builds momentum and reduces mental clutter.

• Block one hour of focused time
Example. Choose a single project and work on it without distractions.
Why it helps. Improves concentration and productivity.

• Review one recent decision
Example. Note how you made it, what went well, and what you would change next time.
Why it helps. Strengthens judgement and self awareness.

• Practise adaptability
Example. If a plan changes, take five minutes to calmly reset your priorities.
Why it helps. Builds flexibility and emotional control.

• Improve leadership through communication
Example. Write a clear, motivating update for a client or partner.
Why it helps. Encourages alignment and trust.

• Try the Must, Should, Could method
Example. Categorise today’s to do list and focus only on Must tasks first.
Why it helps. Prevents overwhelm and keeps attention on what matters most.

• Reflect on a weekly win
Example. “This week I handled a client conversation more clearly and stayed calm.”
Why it helps. Builds confidence and reminds you that growth happens through small steps.

How to Use This Challenge
· Pick one task per day and complete it before the end of the day
· Keep a short note of what you learned or noticed
· At the end of each week, choose one skill to practise more deeply next week

Key Point
Every small action compounds over time. When you practise focus, communication, and organisation every day, they become part of how you work. Business success grows from these daily habits, not from one-off achievements.

Why it helps: Builds confidence and shows progress.

Put an X for each day you complete any action. This is about building habits, not hitting targets.
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Making It Happen
Introduction: Turning Intentions into Action
Goals without a plan are just wishes. This section helps you turn your intentions for developing business skills into clear, achievable actions. SMART goals give you structure by making your growth specific, measurable, achievable, relevant, and time-bound. Setting goals in this way keeps you focused, accountable, and consistent.

By planning your first three steps in detail, you make it easier to start and harder to give up. Clear goals build confidence, improve motivation, and help you see real progress in how you manage, communicate, and lead your business.
S = Specific
M = Measurable
A = Achievable
R = Relevant
T = Time bound

My SMART Business Skill Goals
Example SMART Goal
By the end of this month, I will improve how I prioritise tasks using the Must, Should, Could method so I can manage my time better and reduce daily stress.
Specific: Plan each working day by listing tasks under Must, Should, and Could categories
Measurable: Follow this structure for at least 15 working days and review results
Achievable: Use my existing planner or digital calendar to record priorities in under 10 minutes a day
Relevant: Strengthens time management, focus, and productivity across all business activities
Time-bound: Complete by the last day of this month

Now Create Your Own:

SMART Goal 1:
· Specific: _________________________________
· Measurable: _________________________________
· Achievable: _________________________________
· Relevant: _________________________________
· Time-bound: _________________________________
SMART Goal 2:
· Specific: _________________________________
· Measurable: _________________________________
· Achievable: _________________________________
· Relevant: _________________________________
· Time-bound: _________________________________


My Business Skills Support System:
Having a pre-determined support system really helps

The world of business skills can sometimes feel demanding, especially when you are managing everything on your own. Having someone to talk to, share progress with, or reflect on your goals can make all the difference. An accountability partner, mentor, or trusted adviser can help you stay motivated, focused, and consistent. They can offer fresh perspectives, practical advice, and encouragement to keep you moving forward as you strengthen your communication, leadership, decision making, and organisation skills.


My Accountability Partner(s): _________________ 
Check-in schedule: _________________ 
Method: □ Coffee □ Phone call □ WhatsApp Group

Tracking Success & Celebrating Wins
Introduction: What Gets Measured Gets Done

Tracking your efforts helps you understand what's working, where to improve, and what to repeat. It also helps you see your progress, which builds confidence and motivation. Too often, we focus only on “big wins” and miss the smaller steps we’re taking toward success. This section is about noticing all progress and celebrating it.

Celebrate every win - because recognising progress builds confidence and momentum. 

	Event/Task
	Date:
	My Goal:
	Goal vs outcome?
	What I learned?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



My Business Skills Wins – No Win Too Small!
Progress with business skills is not about becoming perfect or mastering every technique. It is about taking small, steady steps that build confidence, focus, and consistency. Every small improvement counts every clearer email, better organised day, or well-handled client conversation helps your business grow stronger. This section is your space to record and celebrate your wins, however small they may seem.
Week 1 Wins
✓ Planned my daily priorities using the Must, Should, Could method
✓ Communicated more clearly with a client and avoided confusion
✓ ___________________________________________
Month 1 Wins
✓ Used time blocking to stay focused and finish a major task on time
✓ Practised negotiation by confidently explaining my pricing and value
✓ ___________________________________________
Quarter 1 Wins
✓ Built a daily habit of planning and reflection before starting work
✓ Improved leadership confidence by setting and reviewing weekly goals
✓ ___________________________________________

Remember:
You do not have to improve everything at once. Focus on one area, take consistent action, and celebrate every bit of progress. Each small improvement adds to your confidence, builds better habits, and strengthens the way you run your business.

My Biggest Win So Far: _________________________________





My Business Skills Commitment Statement

I, ____________________________, commit to developing my business skills with consistency, responsibility, and care in all areas of my work. I understand that growth in business is not about perfection or avoiding every challenge. It is about building strong habits, improving confidence, and creating a sustainable foundation for success.
I commit to taking small but steady steps, focusing on what matters most, and strengthening my communication, leadership, decision making, and organisation. I will take action even when it feels imperfect, learn as I go, and let regular practice build confidence and resilience.

I will use tools, systems, and structure as supports that make my business stronger and will always maintain control, accountability, and integrity in the way I work and grow.


My first Business Skills action will be _______________________________________________________________ 

by ____________________________

Signature: ____________________________

Date: ____________________________

(you can self-talk this one. The mental commitment is the main thing!)

Resources & Next Steps
Introduction. Your Business Skills Toolkit
Knowledge only becomes powerful when you use it. This section offers trusted resources, tools, and next steps to help you strengthen your business skills and apply what you have learned. Each resource is designed for small business owners and freelancers in the UK who want practical, affordable ways to grow their confidence, organisation, and communication skills.

Brighton & Hove Business Skills Support Resources
· Wired Sussex – Local hub for digital creatives and SMEs offering workshops on communication, leadership, and collaboration
· Silicon Brighton – Free meetups and talks on digital strategy, professional development, and personal effectiveness
· Plus X Innovation Hub – Co-working and mentoring space offering events on time management, goal setting, and entrepreneurial leadership
· BIPC @ Brighton Library – Free access to business guides, planning tools, and one to one support for developing skills
· Brighton Chamber of Commerce – Networking events and training sessions on sales, negotiation, and communication
· Eventbrite (Brighton business events) – Find local workshops on productivity, marketing, leadership, and business growth
· Sussex Innovation Centre – Offers expert-led mentoring and skills development for business owners and startups
· Brighton Digital Festival – A creative hub that explores innovation, adaptability, and leadership in digital business
· The FuseBox (Brighton) – Innovation and collaboration space offering workshops on creative problem solving and leadership
· University of Brighton Business School – Provides local training and skills programmes for SMEs and entrepreneurs

UK Business Skills Development Resources
· Gov.uk Business Support – Practical guides on planning, finance, leadership, and professional skills
· ACAS (Advisory, Conciliation and Arbitration Service) – Free guidance on communication, negotiation, and conflict resolution
· Federation of Small Businesses (FSB) – Offers training, mentoring, and support networks to build confidence and leadership
· British Business Bank Learning Hub – Free tools and courses on financial planning, management, and decision making
· Local Growth Hubs (UK) – Offer training grants and workshops for small business development
· CIPD (Chartered Institute of Personnel and Development) – Courses and resources on people management and leadership skills
· Coursera, FutureLearn, and OpenLearn – Free or low-cost online courses in communication, time management, and negotiation
· LinkedIn Learning – Short, practical video courses on decision making, leadership, and adaptability
· The Prince’s Trust Enterprise Programme – Support and mentoring for young entrepreneurs building core business skills

Recommended Tools and Templates for Business Skills
· Trello or Asana – Task and project management tools that build organisation and accountability
· Google Calendar or Outlook Calendar – Ideal for time blocking, reminders, and prioritising key work
· Canva – Useful for improving visual communication and marketing presentation skills
· Grammarly or Hemingway App – Tools that improve writing and professional communication
· Notion or ClickUp – Integrated tools for managing goals, to do lists, and learning notes
· Evernote – Keeps research, ideas, and plans organised in one place
· Clockify or Toggl – Track how long tasks take to improve time management and productivity
· MindMeister – A creative mind mapping tool to support adaptability and decision making
· Miro – A digital whiteboard for collaborative work and problem solving sessions

Top Podcasts & Learning Resources
· The Diary of a CEO (Steven Bartlett) – Honest conversations about leadership, communication, and mindset
· How I Built This (Guy Raz) – Inspiring stories about entrepreneurs and how they use business skills to grow
· The High Performance Podcast – Focused on motivation, resilience, and decision making
· The Productivity Show (Asian Efficiency) – Practical strategies for improving organisation and focus
· Leadership Podcast (Craig Groeschel) – Explores effective communication and leadership habits
· FSB Podcast – Advice for small businesses on planning, growth, and skill development
· StartUp Podcast – Behind-the-scenes look at building a business and developing personal skills
· Creative Rebels Podcast – Encourages adaptability, creativity, and confidence for small business owner
Recommended Business Skill Books

Atomic Habits – James Clear – A guide to building small habits that deliver big results
Deep Work – Cal Newport – Focused advice on building concentration and productivity
How to Win Friends and Influence People – Dale Carnegie – Classic guide to communication and relationship building
The 7 Habits of Highly Effective People – Stephen R Covey – Timeless lessons in leadership and self management
Essentialism – Greg McKeown – Learn how to focus only on what truly matters
The One Thing – Gary Keller – Helps prioritise work and achieve meaningful progress
Dare to Lead – Brené Brown – Lessons in courage, authenticity, and empathy in leadership
Mindset – Carol Dweck – Explores how growth thinking improves adaptability and success
Eat That Frog – Brian Tracy – Simple methods to overcome procrastination and take action
Thinking Fast and Slow – Daniel Kahneman – Deep insights into decision making and behavioural thinking

Your Business Skills Next Steps
This Week
✓ Identify one area of your business where stronger skills could make an immediate difference such as clearer communication, better time planning, or more confident decision making
✓ Choose one productivity method to test such as the 2 Minute Rule, Pomodoro, or Time Blocking
✓ Reflect on how you currently manage priorities and write down your top three focus areas for improvement
This Month
✓ Create or update one personal system that helps you stay organised such as a weekly planner, digital task board, or meeting notes template
✓ Practise one business conversation that feels uncomfortable such as discussing pricing, giving feedback, or saying no to a request
✓ Review your daily routine and identify time lost to distractions or unclear priorities
✓ Attend a local networking or training event to strengthen your communication and confidence
This Quarter
✓ Build a habit of regular reflection such as a ten minute review at the end of each week to note wins, challenges, and lessons
✓ Test new tools that could make your work more efficient such as project management, automation, or note taking apps
✓ Create a simple personal “do and don’t” list for professional behaviour such as do plan meetings clearly and don’t overcommit your time
✓ Set one leadership goal for yourself such as delegating more, mentoring someone, or presenting your ideas more confidently
✓ Share your progress with a mentor, coach, or accountability partner and ask for feedback on what has improved

Remember:
“Success is the sum of small efforts repeated day in and day out.” – Robert Collier

Keep this workbook within reach, revisit it often, and use your reflections to strengthen the way you work, communicate, and grow. You are building habits that last a lifetime.

Additional Notes:
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