Maximizing
Staff Efficiency
In Office & Remotely

1. For each task, determine who manages the tasks:
* In-house
» Outsource completely to a vendor
» Use a combination of both

2. Note which vendors you are currently using, or will need to use.

3. Determine where tasks can be done:
* In the office
* Remotely
* Use a combination of both

4. Make sure to have designate task managers. Even if tasks are outsourced, a team member will still
need to manage the vendor relationship.
* Primary task manager
» Back-up person

5. Note any to-do items, such as contacting new vendors, staff training and updates, or reviewing
current processes.

6. Engage your team and communicate any changes and calls to action.

®INHouse | VENDOR | IR oUCTE | & BackuUP
In-House Mango Voice Both ’;ZZW E;;”j; :: fj *;:Z;MM%‘T gf Jizwxf calls. Announce at
In—House Mange Voice Both !Z A§Z<;m ” SKZe_ Z;igevz Z::T:Z— ZZ; Zgo—nﬁendmf aptions.
coe | e | [0 [ s
I I I P B e AR

WATCH WEBINAR ON-DEMAND
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