
5 Tips to Save you 6 hours per week
A  S T E P - B Y - S T E P  G U I D E

 H O W  B U S Y  P R O F E S S I O N A L S  C A N  L E V E R A G E  T H E I R  I N B O X

2 1  M I N U T E S  P E R  D A Y  -  O V E R
C H E C K I N G  E M A I L S

2 7  M I N U T E S  P E R  D A Y  -  H A V I N G
A  F U L L  I N B O X  

2 5  M I N U T E S  P E R  D A Y  –
O R G A N I S I N G  E M A I L S  I N T O  T O O

M A N Y  F O L D E R S

 According to Harvard Business Review, the average profession�al  has 200 emails in their  inbox and spends a
staggering 28% of their  workday on email  management.  However,  many people are unaware of how much time they

spend on this task.  That’s why we’ve developed a concise guide to help professionals take back control  of  their  t ime.
Our guide identif ies common time-wasting practices and provides practical  steps to avoid them.

 For most busy professionals,  a quick
response t ime to emails isn’t  expected

from the sender.  So why do we spend so
much time checking emails just in case

anything urgent comes in? 

You might be surprised to learn that
simply having a ful l  inbox can cost you

around 27 minutes per day.  This is
because we often f ind ourselves rereading
the same emails as we scroll  through our

inbox,  even if  we’ve already addressed
them. It ’s  hard to resist  the urge to keep
checking when it ’s  r ight there in front of

us!

 It  may come as a surprise,  but organising
your deals with emails into existing
folders can consume a considerable

amount of  your t ime every day.  Given
that the search bar is  a highly effective
tool  for f inding emails ,  why spend your

time organising them into dif � ferent
folders for each cl ient or supplier?

S c h e d u l e  p l a c e h o l d e r s  i n  t h e  d i a r y  t o  c h e c k  e m a i l s  
A l l o c a t e  s p e c i f i c  t i m e  s l o t s  t h r o u g h o u t  t h e  d a y  t o
c h e c k  a n d  r e s p o n d  t o  e m a i l s  i n s t e a d  o f  c o n s t a n t l y
c h e c k i n g  t h e m  a s  t h e y  c o m e  i n .  I t ’ s  n o t  n e c e s s a r y  t o
d o  s o !  C r e a t e  a  d e f a u l t  d i a r y  t o  o r g a n i s e  y o u r  t i m e
a n d  s e l e c t  o n e  o r  t w o  s u i t a b l e  t i m e s  i n  y o u r  d a y  t o
r e v i e w  y o u r  i n b o x .  O n c e  y o u ’ v e  e s t a b l i s h e d  t h e s e
t i m e s ,  a d h e r e  t o  t h e m !

U n s u b s c r i b e
A r e  y o u  c o n s t a n t l y  d i s t r a c t e d  b y  o f f e r s ,  n e w s l e t t e r s ,
a n d  s p a m  e m a i l s  t h a t  d o  n o t  a d d  a n y  v a l u e  t o  y o u r
w o r k ?  C o n s i d e r  h a v i n g  y o u r  p e r s o n a l  a s s i s t a n t  s p e n d
s o m e  t i m e  e a c h  d a y  n o t  o n l y  d e l e t i n g  t h e s e  m e s s a g e s
b u t  a l s o  u n s u b s c r i b i n g  f r o m  t h e m  t o  p r e v e n t  t h e i r
r e c u r r e n c e .  T h i s  s i m p l e  s t e p  c a n  s a v e  y o u  a
s i g n i f i c a n t  a m o u n t  o f  t i m e  a n d  h e l p  y o u  s t a y  f o c u s e d
o n  t h e  m o s t  c r i t i c a l  e m a i l s .

U t i l i s e  t h e  f u n c t i o n s  t h a t  a r e  a v a i l a b l e  t o  y o u
M i c r o s o f t  a n d  G o o g l e  o f f e r  a  v a r i e t y  o f  f e a t u r e s  t o
h e l p  y o u  m a n a g e  y o u r  i n b o x .  A r e  y o u  t a k i n g
a d v a n t a g e  o f  a l l  o f  t h e m ?  F r o m  s e t t i n g  c a t e g o r i e s  t o
p i n n i n g ,  s n o o z i n g ,  c r e a t i n g  r u l e s ,  a n d  f l a g g i n g ,  t h e r e
a r e  n u m e r o u s  f e a t u r e s  a v a i l a b l e  t o  y o u .  T a k e  t h e
t i m e  t o  l e a r n  a n d  u s e  t h e s e  f u n c t i o n s ,  a s  t h e y  c a n
g r e a t l y  e n h a n c e  y o u r  p r o d u c t i v i t y  a n d  o r g a n i s a t i o n .

U s e  a  m i n i m a l i s t i c  a p p r o a c h
K e e p  y o u r  i n b o x  c l u t t e r - f r e e  b y  o n l y  l e a v i n g  e m a i l s
t h a t  r e q u i r e  a c t i o n .  Y o u  c a n  u s e  y o u r  i n b o x  a s  a  t o -
d o  l i s t  t o  h e l p  y o u  s t a y  o n  t o p  o f  t a s k s .  O n c e  y o u ’ v e
d e a l t  w i t h  a n  e m a i l ,  a r c h i v e  i t  r i g h t  a w a y .  A v o i d
c o m p l i c a t i n g  t h i n g s  w i t h  t o o  m a n y  f o l d e r s ;  T h e
s e a r c h  f u n c t i o n  i n  e m a i l s  i s  s u f f i c i e n t  f o r  f i n d i n g
w h a t  y o u  n e e d .  

H a v e  s o m e o n e  c h e c k  y o u r  i n b o x  f o r  y o u
I f  y o u  f i n d  y o u r s e l f  n e e d i n g  t o  c h e c k  y o u r  i n b o x  m o r e  t h a n  o n c e  o r  t w i c e  a  d a y ,  c o n s i d e r  d e l e g a t i n g  t h i s  t a s k  t o
y o u r  p e r s o n a l  a s s i s t a n t .  T h e y  c a n  p r i o r i t i s e  t h e  e m a i l s  t h a t  r e q u i r e  y o u r  a t t e n t i o n ,  a n d  y o u  c a n  r e d u c e  t h e  t i m e
y o u  s p e n d  o n  e m a i l  b y  h a l f .  T h i s  w a y ,  y o u  c a n  f o c u s  o n  o t h e r  i m p o r t a n t  t a s k s  w h i l e  e n s u r i n g  t h a t  y o u r  i n b o x  i s

b e i n g  m o n i t o r e d  r e g u l a r l y .
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Our Favourite Methods
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Allocate specific time slots of 15 minutes in the morning and 15
minutes in the afternoon to check and respond to emails. Prioritise
your urgent and important emails by having your PA filter them before
your scheduled email 
sessions. This will allow you to efficiently respond to the emails that
require your attention without wasting time on unnecessary ones

Pin important emails to the top of your inbox to prioritise 
them. This will ensure they catch your attention every time 

you log in and help you deal with them promptly.

Categorise your emails based on their actions. For in�stance, if you
need your PA to take action on your behalf, 

use a category such as ‘PA to action.’ This is a useful way 
to delegate tasks to others quickly and effortlessly whilst 

staying organised.

Snooze emails that don’t need to be actioned yet to keep 
your inbox as clear as possible. If you’re aware that you’ll 

need to deal with an email in a week, snooze the email 
until that date, and it will reappear in your inbox then. This 

is also an effective reminder method.

If your emails are effecting your productivity and you’d like some help in managing them, book a call with us today to
see how we can help.


