save time + focus on
what matters.

By Alice Default
CEO + co-founder at Double




Time Is your most precious resource...

3 Oo/ of executives' time at work is spent on tasks
O that have low value or that could have been delegated.

----------

----------

Source: study conducted on SMB business owners and their key executives, Maui Mastermind, Feb 2017



...and it's not a good moment to waste it

Your usual workload )

-~ N\ Specia

Dea
Kee

I Kee

| COVID-19 gift

Keep you, your family, and your team safe
~ Keep your business alive
2 Keep your team motivated

| with stress, anxiety, and uncertainty
0 your customers, partners, suppliers satisfied
0 your cash burn low

k= Get

new ways to extend your runway or raise money
some rest

Finish that Netflix show
L. Find some toilet paper

Working longer hours is not going to be enough.



Get more done with the time you have

Let's dive into actionable tips you can follow today to save time, stolen from the 100+ CEOs in
our beta program.

#1— Know when to get things done vs. be there for your team
#2 — Build strong processes + routines

#3 — Become obsessed with your calendar



Where |l come from

My team and | have been thinking about productivity + working remote for years.
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A bit about me

We help CEOs save time by matching them with a
remote assistant, empowered by great tech.

Nice people in our beta:
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Let's dive into it




#

Know when to get things
done vs. be there for your
team




Know when to get things done

Working remote is a great opportunity to introduce focus time to your team.

® O
. = Calendar Today < > April 2020 ~ week1s Q @ @& w
e Setrules for you and your team: no-meeting
: Set a status X o "
Wednesdays, no meetings before 12pm, ... 15 16
) | In focus mode - Ping me if it's urgent (] } - |
e Block at least Th30 on your calendar a few Clear after: 1 hour ~
times per week.
e Turn off all notifications on desktop and e
mobile (email, Slack; ...).
e Use "Do Not Disturb” on Slack to be
reachable if there's anything urgent.

1AM 7PM



Know when to connect

Have moments when you are fully present for your team, and group moments where you answer
non-urgent questions.

Remote cortess happening e Have an open video call that everyone can join at any time to

Sophie + Qasim encourage random interactions (Google Meet, Tandem,

Ashley

Pierre-Elie Whel’e by . )

Hugo
Christophe

Maegan o . . .

Reico ] ROOMS T e Set office hours on these video calls and take turns with co-

— <) Beer Cooler I
founders.

<) Daily Standup 7'

1) Ops Checkin
) Mario Kart #® e Schedule time with different people on the team to chat about

non-work related topics.

TEAM ...

® alice & Keynote

Adrien @ Google Meet e Encourage team to keep non urgent questions for 1:1s (keep all
Ashley @ Google Meet . . )
CT questions in shared 1:1 doc)

® Augustin @ Xcode

® Charly [3 In Meeting
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It's all about processes
and routines




Build your communication framework

Being remote is a great opportunity to rethink how you communicate and share information in
your team.

e Make communication open and transparent so
that everyone can access it: use Front for
emails, do project management in Asana or
Github (not in email!)

e Keep it organized with clear guidelines on
tools, how to share information and where to
find it + integrations between tools.

e Adopt asynchronous communication: put the
burden on people writing to clarity context and
store relevant information.




Protect yourself

Don't get pulled into the time-sucking vortex of emails, endless Slack channels, and

notifications.

e Limit the number of channels you're part of on
Slack and ask your teams to move important
decisions to #need-to-know channels.

e Close yourinbox (yes, doit) and only check it
2-3 times per day.

e Set clear expectations on when you need to
be pulled in on projects (early on to define,
mMid-point to review, etc.) and don't follow the
conversations in between.

# launch-reacji

Matt

Ok everyone, we're going with Reacji

Channeler for the final name!
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# platform-decisions

« Reacji Channeler
- € Matt

Ok everyone, we're going with
Reacji Channeler for the final name!

3 Anna

All featured apps should stay up for
2 weeks.



Define rituals and routines

If you or your team do the same thing more than once, it's a ritual.

e Assign responsibilities and set

have rituals wo
adapt the list o

'k on auto-pilot.

ten.

reminders to

Review and

e Build rituals for your team: prep for all-hands,

poard meeting

e Build routines for yourself: prep for your week,

orep...

monthly team lunch, quarterly review of goals,

monthly review of personal CRM, bi-weekly

pOSts on social

Follow up after
meetings

Send notes to Alex to store in your
CRM, or send action items and
follow ups.

Setup and update
CRM

Alex will add contacts and notes
to your personal CRM, and remind
you when to follow up.

Add Flow

Manage my calendar

Alex can help you better organize
your days, deal with conflicts and
cancelations, and more.

Add Flow

Weekly calendar
report

Alex will send you a report with
Insights about where you spent
your time.

Add people on
LinkedIn

Alex can send invites to the
people you meet with on Linke
to extend your network.

Add Flow

=

Manage invoices

Alex can review your expenses
and clean up your invoices on
regular basis.

=




#3

Become obsessed with
your calendar




Plan your week in advance

Make your to-do list fit your calendar, not your calendar fit your to-do list.

Calendar Today < > April 2020 - week1s Q @ ©

e Batch your meetings per category and reduce +
. . 13 14 15 1
time spent in each. | | |

GMT-04

9 AM
Office hour, 9am No meetings

9am - 12pm

Project A

10 AM 9:30 - 11am

[Hold] Sales calls

10am - 12pm

e Figure out main priorities for the week and
block time for them in your calendar. o i,

12PM

1:1 PE | Alice
11:15am - 12pm

Daily stand up, 12pm

Daily stand up, 12pm Daily stand up, 12p

1:1 Adrien | Alice, 10:30am

-
® P re pa re yO U r m eet I n g S tO m a ke th e m m O re o [Hold] Sales calls 1:1 Flo|rent | Alice, 2pm [Hold] Sales calls Call: Shawn | Alice,

2 - 5pm 2-5pm

1:1 : Christophe | Alice

productive (once a week or day).

Project B
2:30 - 4pm

o Project A
e Leave time for last minute surprises.

8PM




Constantly review where you spend your time

Use this tracking to help you prepare for the next week.

8,00 15% L

e Review where you spend your time every week
and check if it matches your priorities.

e Find what could have been delegated,
automated, canceled, or not done. N P S,

Mail
8:45 - 9:30

Double intre

Alice / Chri
10:15 - 11:

Marketing, 12:1

e Bonus: review everyone you've met that week " RTIETI— Tryre—

. Daily stand
Mail, 12:15pm

.
D
.

1PM Content for flows (product) Double intro: Grégoire Pasquet ang Double intro: Sebastien Baudin an

and follow up with the ones that matter most S

2PM

(set reminder to reach back out, send thank Alce | Christophe | Higo, 20

Weekly Update — Double x Growth
LS 2:30pm, Remote

yo u n Ote oo ) Outreach via investors, 3:30pm

4PM

Double intro: Agathe Lerolle and D

1:1 Florent | Alice, 2pm

1:1 : Christophe | Alice
2:30 - 3:15pm

1:1 Quentin | Alice, 3:15pm
1:1 Quentin | Alice, 3:45pm
Your Custom Made 2D Explainer

Marketing
Things, 2:45pm 2:15 - 3pm
Client xp, 3:15pm

Plan Q2 OKRs
3:45 - 4:30pm

Flows next, 4:30pm

Double intre

Business cards (networking), 4pm
Double intre

Double intro: Snigdha Sur and Do
5 PM
Alice <> Si

Spm, TBD

Business cards, S5pm Week review

Follow up intro calls, 5:15pm

VI Plan Q2 OKRs Review Quentin (ops)

5:45 - 6:30pm
21 min métro, 6:30pm
GALION US / FR-US

Alice <> Si
6 - 7pm

Week review
6 - 6:45pm

5:45 - 6:45pm

(4,
I
o
o
3

7PM
Mail, 7pm



Bonus
Don't forget to
disconnect




Get the slides at withdouble.com/ceo-secrets



