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WORKLOAD ASSESSMENT
	real solutions, delivered virtually
Tel:  609 564 0449

Fax: 609 564 0280
Email:  clw@wrightsolution.com
www.wrightsolution.com



What do you do? 
In order to understand how I can best support you, please gives some details about your company or organization and the kind of customers you serve: 
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Take a look at the business activities you have performing over the past two days.  List each activity and approximately how long it takes you to complete, along with a rough idea of when you are doing each activity.  You don’t need to be excessively detailed at this point.  
	Activity
	Amount of time spent

	Sample:  Client Calls
	9 am  - 1 hour

	Showing Appointments
	11 am  - 2 hours

	Responding to emails
	2pm - 2 hours

	Internet research (for a new product/service)
	4 pm - 2 hours

	Updating Listings
	6pm – 2 hours

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


What are your WORST chores?

During the course of your work day, there are probably many things that frustrate you.    

Rank the items below for stress level on a scale of 1-5; 1 = “no problem” to 5 = “I hate it.  I hate it.  I hate it!”
	Rank
	Task

	
	

	
	Autoresponder creation (drip campaigns)

	
	Bookkeeping

	
	Business plan preparation/updating

	
	Client contact management

	
	Copywriting

	
	Data entry/maintenance

	
	Desktop publishing/design

	
	Document creation

	
	Document editing

	
	Filing

	
	Internet research

	
	Follow up phone calls

	
	Learning new web/software programs

	
	Invoicing

	
	Market/competitor research

	
	Scheduling

	
	Web site updating/maintenance

	
	Transaction Management

	
	

	
	Other:

	
	Other:

	
	Other:

	
	Other:

	
	Other:


Do you find that a particular administrative activity is taking a great deal of your time?  Check your top 3.
◊Drip Campaign/Autoresponder creation

◊Bookkeeping

◊Business plan preparation/updating

◊Client contact management

◊Copywriting

◊Data entry

◊Creating Flyers and Postcards
◊Email Management

◊Follow up calls

◊Internet research

◊Invoicing

◊Lead Management

◊Learning new software/web services

◊Listing Management

◊Market research

◊Marketing

◊Organizational problems
◊Scheduling

◊Top Producer Management

◊Transaction Management

◊Website updating

◊Other ___________________________

◊Other ___________________________

◊Other ____________________________

What are your administrative processes?

Do you have an in-house or virtual assistant at this time?
◊ Yes
◊ No
What computer operating system do you use?

	

	

	


What email program do you use?
	

	

	


What is your level of technological comfort?

	

	

	


What contact manager(s) do you use?
	

	

	


What website(s) do you have?  (And who provides them?)

	

	

	


What other services do you have or need?

	

	

	


Future Plans/Goals 
	1 year plan

	

	

	

	

	

	5 year plan

	

	

	

	

	

	


How do YOU think we can best work together?

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


With thanks to Jill Chongva. (Based on Jill Chongva’s Mini Client Assessment – with permission )











































































































































