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& Team Empowerment!



This ebook isn't just another business guide—it's a powerful tool

designed to help you regain control and achieve your business

goals. Here's why you should invest your time in reading it:

Actionable Strategies: You'll get practical, step-by-step

strategies that you can implement immediately to improve

your business operations.

1.

Proven Techniques: The strategies outlined in this ebook are

tried and tested, ensuring you can trust them to deliver

results.

2.

Holistic Approach: From time management to cash flow, this

ebook covers all critical areas of strategic planning.

3.

Expert Insights: Gain valuable insights from me a seasoned

business coach with a track record of helping businesses

thrive.

4.

Are you a business owner feeling overwhelmed by daily tasks,
constantly firefighting, or struggling to scale without losing control?
You're not alone. Many entrepreneurs face challenges like
inconsistent results, inefficient processes, and a lack of clarity on what
truly drives growth. 

This ebook is designed to help you overcome those pain points by
systemising your business for greater efficiency, consistency, and
scalability. Through a series of practical exercises, you’ll learn how to
identify and refine your key processes, master measurable KPIs, and
develop a comprehensive systemisation strategy. By the end, you’ll
have the tools to streamline your operations, improve team
performance, and confidently scale your business while regaining
control and reducing inefficiencies. This is your guide to building a
business that works for you not the other way around.

Why You Need to Read This Ebook

Introducing Marlene Powell
I am an ActionCOACH franchisee and International Certified
Business Coach.

In 2008, during a recession, I left corporate life to start my own
franchise. Since then, I've worked with hundreds of businesses,
helping them overcome challenges and thrive. My passion is to
assist business owners in increasing profits, reducing work
hours, building strong teams, and resolving business issues.

Every business owner should enjoy the freedom and lifestyle
they deserve, with a business that runs independently.

ActionCOACH is the leading business coaching firm globally. As
your coach, I'll use proven tools and methodologies to help you
achieve more, holding you accountable and pushing you to
perform at your best.

Are you a business owner feeling overwhelmed
by daily tasks, constantly firefighting, or
struggling to scale without losing control? You're
not alone. Many entrepreneurs face challenges
like inconsistent results, inefficient processes,
and a lack of clarity on what truly drives growth. 

This ebook is designed to help you overcome
those pain points by systemising your business
for greater efficiency, consistency, and
scalability. Through a series of practical
exercises, you’ll learn how to identify and refine
your key processes, master measurable KPIs,
and develop a comprehensive systemisation
strategy. By the end, you’ll have the tools to
streamline your operations, improve team
performance, and confidently scale your
business while regaining control and reducing
inefficiencies. This is your guide to building a
business that works for you not the other way
around.



SYSTEMISING THE ROUTINE IN
YOUR BUSINESS!

Growing a business is a journey, but it comes with its
challenges. To navigate this journey successfully, it is
essential to systemise the routine aspects of your business.
When done right, systemisation can unlock growth and free
up your time for more strategic pursuits.

The Power of Systemisation

Systemising your business means creating structured
processes and using the right technologies to streamline
operations. This approach allows you to shift your focus from
the day to day grind to higher level strategic activities.
Imagine taking a step back from routine tasks, confident that
your business is running smoothly on its own, this is the
ultimate goal of effective systemisation.
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EXERCISE: 1 

Reflection Questions:

How do you envision your daily operations changing once you implement these systems and
automation? What specific benefits do you anticipate for your team and clients?

Reflect on any hesitations you may have about adopting systems and automation. What steps
can you take to overcome these fears and encourage buy in from your team?

Step 1: Evaluate Current Systems

List your business's daily routine tasks
Identify which tasks are repetitive and time consuming
For each task, note whether it is currently systemised or relies on manual effort

Step 2: Systemisation Plan

Select two tasks that are not yet systemised
Write down how these tasks could be automated or simplified using technology or structured
processes (e.g. setting up SOPs, using software)

Step 3: Process Documentation

Create a simple workflow for one key task, breaking it down into clear, actionable steps that anyone in
your team can follow
Write out a short SOP (Standard Operating Procedure) for this workflow.

Step 4: Assessment

What resources (software, tools, or team training) do you need to implement the automation or
systemisation of these tasks?
What potential roadblocks or resistance could you face from your team, and how can you address them?

In business, the fine line between merely surviving and
thriving boils down to one crucial factor, efficiency. Systems
and automation are not just supplementary tools, they are
essential for scaling operations and streamlining daily tasks.

By implementing the right systems, you can free up valuable
time and energy to focus on growth and creativity.

ENHANCING EFFICIENCY THROUGH
SYSTEMS AND AUTOMATION

Exercise: 1
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Action: List your six key focus areas below:

_____________________________________1.
 _____________________________________2.
 _____________________________________3.

Step 2: Set Tangible, Measurable Targets
For each focus area, define what success looks like and set specific, measurable goals. If one of your
focus areas is increasing sales, a goal might be to raise revenue by 10% in the next quarter.

Action: Choose two focus areas from above and set measurable targets for each:

Focus Area 1: ____________________________________
Target: _______________________________________

Step 3: Implement Measurement Tools
Once targets are set, identify the systems and tools you’ll use to track your progress. For example,
financial KPIs might require management accounts, while customer satisfaction may be tracked
through surveys or feedback forms.

Focus Area 1:  ___________________________________
Tool: _________________________________________

Step 4: Analyse & Adjust

As you track your KPIs, review the data regularly to assess whether you’re on track or need to
adjust your strategy. Remember, consistent analysis prevents wasted resources and keeps you
moving forward.

Business success relies on working smarter, not
just harder. Many owners focus on daily tasks,
neglecting reflection on growth drivers. Mastering
Key Performance Indicators (KPIs) offers
measurable insights into business performance,
guiding confident decision making. 

This exercise will help define and refine the most
relevant KPIs, turning them into a growth tool.

EXERCISE: 2

Mastering KPIs to Drive Business Success

Exercise: 2
Step 1: Identify Your Focus Areas
What key areas of your business are critical to its growth?
Where are you experiencing ongoing challenges? Narrow
your focus to the six most impactful areas, such as:

Financial Performance
Customer/Client Satisfaction
Operational Efficiency

4. _____________________________________
5. _____________________________________
6. _____________________________________
 

Focus Area 2: ____________________________________
Target: _______________________________________

Focus Area 2: __________________________________
Tool: _______________________________________
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EXERCISE: 3 
Turning Systems into
Performance Drivers
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 Step 1: Review Current Systems

List Your Current Systems: Write down the key systems you have in place (e.g. project
management tools, CRM systems, service delivery processes).

Team Alignment Check: Evaluate whether your team fully understands how and why
they use each system. Do they see the bigger picture of how it contributes to business
success?

Step 2: Measure Effectiveness

Performance Metrics: Identify the KPIs or performance metrics tied to these systems.
Are they clear to your team? What results are you seeing?

Gap Analysis: Note where there are mismatches between expectations and results.
Consider if the issue lies in the system’s complexity, lack of training, or poor
implementation.

Step 3: Implement Continuous Improvement

Improvement Plan: Based on the gaps identified, outline what needs to be changed. Is it
more training? Refining the process? Clarifying expectations?

Step 4: Beyond Checklists – Building Relationships

Team & Client/Customer Impact: Reflect on how well your systems foster relationships
both internally (among your team) and externally (with your clients/customers).

Consider: How can your systems improve team collaboration and client/customer
experience? Write down one or two actions to enhance relationship building within your
processes.

Exercise:  3

In business, systems are often viewed as rigid tools in the
form of checklists, software, and procedures that are
meant to keep things running smoothly. However, they
form the very foundation of a successful business when
designed and utilised effectively. 

This exercise will help you review your systems to ensure
they empower your team and lead to productive,
measurable results rather than just busy work.
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EXERCISE: 4
Building Your Business

ActionPLAN
You’ve worked through exercises that helped you identify
opportunities for systemisation, improving efficiency,
mastering KPIs, and optimising routine tasks. 

Now it's time to bring all these insights together into a
powerful action plan. This exercise will help you prioritise your
next steps and set measurable goals to ensure consistent
growth in your business.
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Step 1: Reflect
Review your answers from the previous exercises. List the Top 3 areas where you see the greatest
need for improvement.

Area 1: _________________________________
Area 2: _________________________________
Area 3: _________________________________

Step 2: Prioritise
Rank these areas from most critical to least critical for immediate action. Explain why you chose this
order.

Priority 1: __________________________________
Priority 2: __________________________________
Priority 3: __________________________________

Step 3: ActionSTEPs
For each priority, outline 3 specific actions you will take to improve or systemise this aspect of your business.
Include timelines.

Priority 1 ActionSTEPs:

Step 1: ___________________________________
Step 2: ___________________________________
Step 3: ___________________________________

Priority 3 ActionSTEPs:

Step 1: ___________________________________
Step 2: ___________________________________
Step 3: ___________________________________

Step: 4 KPIs
For each action, define 1-2 Key Performance Indicators (KPIs) to measure your progress.

KPI for Priority 1: ___________________________
KPI for Priority 2: ___________________________
KPI for Priority 3: ___________________________

Exercise:  4

Priority 2 Action STEPs:

Step 1: ___________________________________
Step 2: ___________________________________
Step 3: ___________________________________
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EXERCISE: 5
You've explored key performance

indicators, evaluated your systems, and
developed an action plan. Now, it's time to

bring everything together into a unified
Systemisation Strategy. 

This exercise will help you outline how to
implement and refine your systems to

drive consistent results and foster growth.
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Step 1: Reflect on Your Learnings

Review the insights gained from the previous exercises. What were your biggest takeaways regarding
KPIs, existing systems, and areas for improvement?
Write down two key insights for each exercise:

Mastering KPIs:

 _______________________________________1.
_______________________________________2.

Turning Systems into Performance Drivers:

_______________________________________1.
_______________________________________2.

Building Your Business ActionPLAN:

 _______________________________________1.
_______________________________________2.

Step 2: Define Your Systemisation Goals

Based on your reflections, set specific goals for systemisation that align with your business objectives.
Consider how you want your systems to impact efficiency, client/customer satisfaction, and team
performance.

Example goals
Reduce process completion time by 20%.
Increase customer satisfaction ratings by 15%.
Improve team productivity by automating repetitive tasks.

Exercise: 5

CREATING YOUR 
SYSTEMISATION

STRATEGY

mailto:marlenepowell@actioncoach.com


marlenepowell@actioncoach.com                                                 083 479 4471 / 031 266 9394

By developing a comprehensive Systemisation Strategy, you position your business for consistent
performance and scalability. This exercise consolidates your learning, aligns your team, and sets a

clear path toward achieving your goals. 

Embrace the journey of systemisation, and watch your business thrive through improved
efficiency and empowered teamwork.

Step 3: Outline Your Systemisation Strategy

Create a detailed ActionPLAN for implementing your systemisation goals. Identify key processes to
systemise, the tools you will use, and the timeline for implementation.

Key Processes to Systemise:

 _______________________________________1.
 _______________________________________2.
 _______________________________________3.

Tools for Implementation:

 _______________________________________1.
 _______________________________________2.
 _______________________________________3.

Timeline for Implementation:

Process 1: _______________________________
Process 2: _______________________________
Process 3: _______________________________

Step 4: Create a Measurement Plan

Define how you will measure the success of your systemisation efforts. What KPIs will you use? How
often will you review progress?
List your KPIs and the review frequency

Step 5: Engage Your Team

Consider how you will involve your team in the systemisation process. Outline strategies for
communication, training, and feedback to ensure everyone is aligned and invested in the new
systems.

Engagement Strategies:

Communication Plan: ________________________________________
Training Schedule: _________________________________________
Feedback Mechanism: ________________________________________
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If you've found value in this discussion and you're ready to take action,
you have a couple of choices. You could attend one of our free webinars

or seminars to delve deeper into strategic planning. Alternatively, you
could have a 10-minute chat with me to explore tailored solutions for

you and your business.

OR

you could continue on your current path, hoping for a different result
though I wouldn't recommend it. The choice is yours, and I look forward

to helping you chart your course towards a more strategic and less
stressful future.

Remember, strategic planning is not a one-time event but an ongoing
process. By committing to it, you can transform your business and your

life, achieving the success and freedom you've always dreamed of.
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YOUR SUCCESS IS MY BUSINESS

mailto:marlenepowell@actioncoach.com

