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Think through the activities you undertake in your business which are roughly organized here by category.  Add any others that are relevant to you.  Then check off how you “feel” about doing each one.  Don’t get bogged down.

	STRATEGY TASKS 
	Genius
	Excellent
	Competent
	Incompetent

	Business Planning (do you have a plan?  Is it up to date?)
	
	
	
	

	Goal-setting
	
	
	
	

	Market research
	
	
	
	

	Competitive analysis
	
	
	
	

	Partnerships/collaborations
	
	
	
	

	Evaluating performance of business, products,offerings
	
	
	
	

	Creative thinking/visioning
	
	
	
	

	Balancing work and life
	
	
	
	

	Learning, professional development
	
	
	
	

	Considering exit strategies
	
	
	
	

	Others (list here)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	







	MARKETING TASKS 
	Genius
	Excellent
	Competent
	Incompetent

	Branding (voice, visuals, messaging)
	
	
	
	

	Graphic design (flyers, promos)
	
	
	
	

	Networking & partnerships
	
	
	
	

	PR / outreach / getting featured
	
	
	
	

	Social media posting (IG, FB, LinkedIn, TikTok)
	
	
	
	

	Content creation (photos, videos, Reels, blogs)
	
	
	
	

	Email marketing (newsletters, campaigns)
	
	
	
	

	Website updates
	
	
	
	

	Search optimization
	
	
	
	

	Writing copy and captions
	
	
	
	

	Event management and promotion
	
	
	
	

	Paid advertising
	
	
	
	

	Others (list here)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	







	SALES TASKS 
	Genius
	Excellent
	Competent
	Incompetent

	Managing the overall sales process
	
	
	
	

	Prospecting and lead management
	
	
	
	

	Asking for the sale
	
	
	
	

	Upselling/cross-selling
	
	
	
	

	Handling objections
	
	
	
	

	Pricing
	
	
	
	

	Follow-ups, loyalty building
	
	
	
	

	Writing proposals, responding to RFPs
	
	
	
	

	Hiring salespeople
	
	
	
	

	Writing a sales script
	
	
	
	

	Others (list here)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	







	FINANCE AND ACCOUNTING TASKS 
	Genius
	Excellent
	Competent
	Incompetent

	Financial projections
	
	
	
	

	Regular weekly/monthly bookkeeping
	
	
	
	

	Payroll (if applicable)
	
	
	
	

	Expense management
	
	
	
	

	Budgeting
	
	
	
	

	Invoicing, collections
	
	
	
	

	Tax prep (or working with your accountant)
	
	
	
	

	Regular review of your financials
	
	
	
	

	Letter of credit from bank (if applicable)
	
	
	
	

	Capital purchase planning
	
	
	
	

	Others (list here)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






	OPERATIONS/ADMIN TASKS 
	Genius
	Excellent
	Competent
	Incompetent

	Creating workflows / processes
	
	
	
	

	Managing systems & tools (CRM, scheduling, POS)
	
	
	
	

	Legal / compliance / insurance
	
	
	
	

	Time Management/Calendar Management
	
	
	
	

	Troubleshooting
	
	
	
	

	Operations Manual (do you have one?  Is it up to date?)
	
	
	
	

	Quality Control
	
	
	
	

	Inventory Management (if applicable)
	
	
	
	

	Staff management (if applicable)
	
	
	
	

	Facilities management (if applicable)
	
	
	
	

	Purchasing/supplies
	
	
	
	

	Contracts & agreements in place
	
	
	
	

	Filing/organization
	
	
	
	

	Communications management (email inbox?)
	
	
	
	

	Others (list here)
	
	
	
	

	
	
	
	
	

	
	
	
	
	







	CUSTOMER EXPERIENCE TASKS 
	Genius
	Excellent
	Competent
	Incompetent

	Onboarding clients/customers
	
	
	
	

	Delivering services or products
	
	
	
	

	Customer communication
	
	
	
	

	Handling complaints or issues
	
	
	
	

	Asking for referrals
	
	
	
	

	Getting testimonials/reviews
	
	
	
	

	Relationship building
	
	
	
	

	Loyalty program(if applicable)
	
	
	
	

	Others (list here)
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	







	PRODUCT/SERVICE TASKS 
	Genius
	Excellent
	Competent
	Incompetent

	New Product development process
	
	
	
	

	Existing
product and service improvement
	
	
	
	

	Creating variations on product (size/assortment)
	
	
	
	

	Packaging (if applicable)
	
	
	
	

	Market testing
	
	
	
	

	Materials sourcing (if applicable)
	
	
	
	

	Analyzing success of various products, making changes as needed
	
	
	
	

	Others (list here)
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You've got this. Because we've got you.




