
20 Things Assistance Can Start Doing Today 

1.​ Organize Daily Tasks: Create a prioritized task list for the day. 

2.​ Set Up Reminders: Use digital tools to remind team members of important deadlines. 

3.​ Streamline Communication: Establish a common platform (like Slack or Teams) for 

team chats. 

4.​ Schedule Meetings: Coordinate and send invites for team meetings. 

5.​ Manage Emails: Sort and categorize incoming emails for quicker responses. 

6.​ Update Documentation: Review and update any relevant project documents. 

7.​ Research Topics: Gather information on upcoming projects or trends. 

8.​ Create Templates: Develop templates for emails, reports, and presentations. 

9.​ Track Progress: Use a project management tool to monitor ongoing tasks. 

10.​Prepare Meeting Agendas: Draft clear agendas to keep meetings focused. 

11.​Provide Feedback: Offer constructive feedback on team projects. 

12.​Assist with Onboarding: Help new team members get acquainted with processes. 

13.​Facilitate Training: Organize training sessions for skill development. 

14.​Coordinate Events: Plan and manage logistics for upcoming team events. 

15.​Maintain a Knowledge Base: Create a shared space for team resources and FAQs. 

16.​Encourage Team Bonding: Suggest fun team-building activities. 

17.​Monitor Social Media: Keep an eye on relevant social media channels for updates. 

18.​Assist with Budgeting: Help track expenses and prepare budget reports. 

19.​Collect Feedback: Create surveys to gather team input on processes. 

20.​Celebrate Wins: Acknowledge team achievements to boost morale. 
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