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Business productivity
Building a productivity plan takes time. Use this checklist to determine 
which aspects relate to your business and schedule to act. 

Implement a productivity strategy
Set SMART goals.

Evaluate potential risks. 

Conduct a SWOT analysis. 

Streamline or automate processes. 

Provide employee training. 

Adopt productivity tools or software. 

Schedule periodic reviews. 

Encourage a productive environment. 

Identify the need for improvement
Review business goals.

Gather employee feedback.

Check customer satisfaction results.

Compare productivity with industry standards. 

Evaluate your resource use.

Conduct a past performance review.

Check business productivity
Document existing workflows and processes. 

Implement or review time tracking.

Analyze key performance indicators (KPIs). 

Evaluate current technology and tools.

Review profit margins and operational costs.

Measure your responsiveness.

Assess your inventory management practices.

Evaluate your quality control measures.

Manage your workforce
Foster employee engagement. 

Enhance internal communication channels.

Delegate tasks appropriately.

Reward productivity achievements.

Avoid unnecessary meetings. 
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Identify the need for improvement

Review business goals
Aligning productivity with business goals ensures that all 
efforts contribute to the overarching objectives of your 
company. By regularly reviewing these goals, you can adjust 
your strategies to meet changing demands and ensure 
resources are focused on high-impact areas.

You can also check to see if your current productivity is 
harming your ability to reach your objectives. For example, 
low productivity may be holding you back.

Gather employee feedback
Your employees are the ones on the ground dealing with 
redundant processes and outdated technology. They’ll be 
able to tell you where their greatest frustrations lie and 
may have suggestions for ways to improve. Gathering their 
feedback can uncover hidden challenges and opportunities 
for productivity improvements. Employees often have 
firsthand insights into inefficiencies and can offer valuable 
suggestions for streamlining operations.

Check customer satisfaction results
In addition to your employees, your customers are 
great sources of information about your productivity. 
Customer feedback can highlight areas where productivity 
improvements are necessary. Swift and effective responses 
to customer complaints or suggestions can lead to better 
service delivery and improved customer retention. Long-
term customers may be able to identify issues such as a 
decrease in quality of your goods or customer service. 

Compare productivity with industry standards
Comparing your business’s productivity with competitors 
provides a benchmark and can highlight areas for 
improvement. This analysis can help identify best practices 
in the industry and areas where your business may be 
falling short. If your KPIs are lower, you can use that data to 
identify areas for improvement. 

Evaluate your resource use
Explore your use of resources (human, financial, and 
technological) to assess whether you’re using them 
optimally. Efficient use of resources maximizes output 
while minimizing waste. Evaluating how well resources are 
used can help identify areas where improvements can be 
made, leading to cost savings and better productivity. Are 
employees routinely required to work overtime? Is your 
equipment experiencing significant downtime? 

Conduct a past performance review 
Analyzing historical performance data helps identify trends, 
peak performance periods, and potential productivity 
issues. This review can inform future strategies and help set 
realistic productivity goals.

Your past performance could also indicate present 
issues. For example, if changes to your facility layout six 
months ago resulted in production bottlenecks and lower 
productivity, you may need to rethink those changes or 
make further adjustments. If your equipment is suddenly 
experiencing increased downtime, how has this affected 
your performance? 

Check business productivity

Document existing workflows and processes
Documenting and analyzing current workflows helps 
identify inefficiencies and redundancies. This step is crucial 
for streamlining processes and removing unnecessary steps 
that waste time and resources.

Diagramming your processes, including all steps, decision 
points, inputs, and outputs will help you visualize your 
workflows. Employee interviews will help you see how 
different team members understand the same process. 
Workflow automation tools can also help you to document 
your processes. 

Implement or review time tracking
Understanding how time is spent within the organization 
can highlight productivity leaks. Time tracking tools can help 
identify tasks or activities that consume disproportionate 
amounts of time, allowing for more effective time 
management. You may also uncover issues with your 
equipment or technology and redundant processes that 
could be fixed with automation or newer technology. 

Analyze key performance indicators (KPIs)
Key performance indicators (KPIs) provide a quantitative 
measure of productivity. Regularly reviewing these metrics 
helps businesses understand their performance and identify 
areas needing improvement. Choose metrics that are 
relevant to your business and your industry and that align 
with your overall business objectives. 
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Evaluate current technology and tools
The right technology can significantly enhance productivity. 
Assessing tools and technology within your organization is 
a crucial step towards enhancing productivity and ensuring 
that investments in technology yield the desired outcomes. 
This process involves evaluating current technological 
assets, identifying gaps, and determining whether new or 
upgraded tools are needed to meet business objectives.

You will likely need to inventory your current technology, 
assess whether it aligns with business goals, evaluate user 
experience and productivity impact, run a cost-benefit 
analysis, and explore new technologies and trends, keeping 
security and compliance as a high priority. 

Review profit margins and operational costs
Financial analysis involves examining your business’s 
financial statements to evaluate performance and make 
future financial decisions. It’s pivotal for understanding the 
financial health of your organization and its productivity. By 
analyzing profit margins, cash flow statements, and other 
financial metrics, you can identify areas where productivity 
improvements could lead to cost savings or increased 
revenue. 

This analysis helps in spotting trends, understanding 
the impact of current strategies, and making informed 
decisions on where to allocate resources effectively. It’s also 
essential for assessing the return on investment (ROI) for 
various projects or initiatives, enabling leaders to prioritize 
investments that offer the best value.

Measure your responsiveness
Customer response time measures how quickly your 
business responds to customer inquiries, orders, or service 
requests. Short response times can significantly enhance 
customer satisfaction and loyalty, as they contribute to a 
positive customer experience. In many industries, speed of 
response can be a competitive differentiator, influencing 
a customer’s decision to choose your services over a 
competitor’s. 

Assess your inventory management practices
Inventory management efficiency is pivotal for minimizing 
costs while ensuring products are available to meet 
customer demand. Effective inventory management strikes 
a balance between too much inventory, which ties up 
capital and increases storage costs, and too little, which can 

lead to stockouts and lost sales. Techniques such as Just-
In-Time (JIT) inventory, demand forecasting, and the use 
of inventory management software can help you optimize 
your inventory levels. By closely monitoring sales trends and 
supplier lead times, you can adjust your inventory practices 
to reduce excess stock and minimize shortages.

Furthermore, advanced inventory management systems 
can automate many aspects of inventory control, including 
reordering and tracking stock levels in real time. This 
automation not only reduces the manual workload but 
also enhances accuracy and decision-making capabilities. 
Implementing effective inventory management can lead 
to improved cash flow, lower storage costs, and higher 
customer satisfaction due to reliable product availability. 

Evaluate your quality control measures
Quality control checks are essential for maintaining high 
standards in products or services, which in turn, supports 
customer satisfaction and loyalty. Implementing regular 
quality control checks can prevent the costly repercussions 
of sending defective products to market, such as returns, 
recalls, and damage to the brand’s reputation. 

In addition to safeguarding product quality, these checks can 
also provide insights into production processes, identifying 
areas where improvements can be made to increase 
efficiency and reduce waste. By analyzing the results of 
quality control checks, businesses can pinpoint the root 
causes of defects and take corrective actions to prevent a 
recurrence. 

Implement a productivity strategy

Set SMART goals
When you’re setting clear objectives, it’s crucial to ensure 
they are specific, measurable, achievable, relevant, and 
time-bound (SMART). This framework helps you establish 
concrete targets that your team can aim for, making it easier 
to measure progress and success. 

For example, a SMART productivity goal might be “Reduce 
the time to complete process X by 20% by March 31” as 
opposed to “improve team efficiency.” You could then 
track your progress using relevant KPIs. The goal must 
be achievable and, where necessary, proper supports 
must be in place to ensure long-term sustainability. 
Asking employees to work overtime every day to increase 
productivity isn’t sustainable but purchasing equipment to 
enable the process to move more quickly is. 
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Evaluate potential risks
Conducting a risk assessment for your productivity 
strategies helps identify potential obstacles that could derail 
your efforts. It involves systematically analyzing your plans 
to uncover risks related to technology, processes, people, 
and external factors. By identifying these risks early, you can 
develop contingency plans to mitigate them, ensuring your 
productivity initiatives can proceed smoothly. Consider both 
the likelihood of a risk occurring and its potential impact on 
your business to prioritize your mitigation efforts.

Conduct a SWOT analysis 
Conducting a SWOT analysis (Strengths, Weaknesses, 
Opportunities, Threats) is a strategic approach that 
can provide valuable insights into your organization’s 
productivity strategy. This framework helps in assessing 
internal and external factors that could impact your ability 
to improve productivity, enabling informed decision-making 
and strategy development.

Streamline or automate processes
Optimizing processes involves streamlining operations to 
improve efficiency and effectiveness. Start by mapping out 
existing processes to identify any bottlenecks, redundancies, 
or unnecessary steps that could be eliminated or 
automated. This examination not only helps in reducing 
waste but also in enhancing the quality of your output. 
Consider implementing lean management principles to 
systematically improve and optimize your processes. 

Technology plays a critical role in process optimization. 
Investing in the right software or tools can automate 
repetitive tasks, reduce errors, and free up your team to 
focus on more strategic activities. 

Provide employee training 
Training is pivotal for enhancing your team’s skills and 
knowledge, directly impacting productivity and innovation. 
A well-designed training program can address skill gaps, 
keep your team up to date with the latest industry 
standards and technologies, and prepare them for future 
challenges. As you purchase tools and equipment related 
to your productivity, ensure all team members who will 
interact with them are properly trained in how  
to use them. 

Adopt productivity tools or software
Productivity tools can transform the way your team works, 
streamlining tasks and facilitating better collaboration. From 
project management software that keeps everyone on track 
to communication tools that enhance team interaction, the 
right technology can make a significant difference in how 
efficiently your team operates. 

When selecting productivity tools, consider those that 
integrate well with your existing systems and that can be 
easily adopted by your team. It’s also important to evaluate 
the tools based on their features, scalability, and security to 
ensure they meet your business needs. Productivity tools 
should not only save time but also improve the quality of 
work, enabling your team to focus on high-value activities. 

Schedule periodic reviews
Progress checks provide an opportunity to review goals, 
assess performance, and make necessary adjustments 
to stay on track. Implementing a structured approach to 
progress checks, such as quarterly reviews, allows you 
to systematically evaluate your team’s achievements 
and challenges. During these reviews, compare actual 
performance against your set objectives, analyzing any 
discrepancies to understand the underlying causes.

Feedback from these sessions should be constructive, 
focusing on how to improve processes, address challenges, 
and celebrate successes. It’s also a chance to realign your 
team’s efforts with the overall business objectives, ensuring 
everyone is working towards the same goals. 

Encourage a productive environment 
To truly embed innovation into your organization, consider 
implementing processes that allow for rapid testing and 
iteration of new ideas. This could mean adopting agile 
methodologies that facilitate quick feedback loops and 
adjustments. Encourage cross-functional collaboration to 
bring diverse perspectives and skills to problem-solving 
efforts. By making innovation a core part of your business 
strategy, you create a dynamic and adaptable organization 
capable of meeting future challenges head-on.
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Manage your workforce

Foster employee engagement
Engaged employees are more likely to be motivated, 
committed, and invested in their work, leading to 
higher levels of performance and innovation. To foster 
engagement, it’s important to create a work environment 
that values and supports employees’ personal and 
professional growth. Employees who understand the impact 
of their contributions are more motivated to maintain high 
productivity levels.

Enhance internal communication channels
Enhancing communication channels is crucial for ensuring 
that information flows efficiently, fostering a culture of 
transparency and collaboration. Effective communication 
enhances productivity by reducing misunderstandings, 
ensuring everyone is aligned with their roles and 
responsibilities, and facilitating quicker decision-making. To 
enhance communication, consider implementing a variety 
of channels that cater to different needs, such as instant 
messaging for quick queries, video conferencing for team 
meetings, and project management tools for tracking tasks 
and progress. It’s important that these channels are easily 
accessible and user-friendly to encourage their use.

Delegate tasks appropriately
Delegating tasks allows you to distribute workload more 
evenly across the team, ensuring that tasks are matched 
with employees’ skills and capacities. This not only 
optimizes your team’s overall efficiency but also empowers 
employees by trusting them with responsibilities that align 
with their strengths and development goals. For successful 
delegation, it’s crucial to provide clear instructions and 
the necessary resources to complete the task, as well as to 
establish expectations for outcomes and deadlines.

Reward productivity achievements
Recognizing and rewarding high performance not only 
boosts the morale of individual employees but also sets a 
benchmark for excellence within the team. Rewards can 
take many forms, from financial incentives like bonuses 
or raises to non-financial recognition such as additional 
time off, public acknowledgment, or opportunities for 
professional development. Tailoring rewards to match 
employees’ preferences and values can enhance their 
effectiveness as motivational tools.

Avoid unnecessary meetings
Avoiding unnecessary meetings can significantly enhance 
productivity by freeing up time for employees to focus 
on their core tasks. Meetings can be time-consuming and 
often interrupt the flow of work, especially if they are 
poorly planned or lack clear objectives. To ensure meetings 
are productive, only schedule them when necessary and 
when the objectives cannot be achieved through other 
communication methods. Before organizing a meeting, 
clearly define its purpose, agenda, and expected outcomes. 
Invite only those individuals whose presence is essential for 
the meeting’s objectives and keep the duration as short as 
possible to maintain focus and efficiency.
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Notes

Note 
This is a guide only and should neither replace competent advice, nor be taken or relied upon as financial or professional advice. Seek professional advice before 
making any decision that could affect your business.


	Check Box 140: Off
	Check Box 141: Off
	Check Box 142: Off
	Check Box 143: Off
	Check Box 144: Off
	Check Box 145: Off
	Check Box 146: Off
	Check Box 147: Off
	Check Box 148: Off
	Check Box 149: Off
	Check Box 150: Off
	Check Box 151: Off
	Check Box 152: Off
	Check Box 153: Off
	Check Box 154: Off
	Check Box 155: Off
	Check Box 156: Off
	Check Box 157: Off
	Check Box 158: Off
	Check Box 1010: Off
	Check Box 1011: Off
	Check Box 1012: Off
	Check Box 1013: Off
	Check Box 1014: Off
	Check Box 1015: Off
	Check Box 1016: Off
	Check Box 1017: Off
	Notes: 
	Page 17: 



