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TIME OPTIMIZATION STRATEGIES FOR BUSY JEWELRY 
BUSINESS OWNERS 

THRIVE BY DESIGN WITH TRACY MATTHEWS 
 

“When you’re a solopreneur or you have a very small business you’re doing  
a lot of the working in the business as opposed to working on the business  

for growth.” 
 
 
You’re listening to Thrive-By-Design business marketing and lifestyle strategies 
for your jewelry brand to flourish and thrive. Let’s get started.  
 

Tracy: Welcome to the Thrive-By-Design podcast Episode #33. This is 
Tracy Matthews here today and I’m really excited for this episode as 
usual. You probably hear me say that every time we start a podcast 
but I’m excited to be here today because I have been hearing this 
same thing over and over for a long time. In fact I have experienced 
this a lot in my business where I feel like I’m doing a ton of work and 
nothing is getting done and before I know it the end of the day is 
here and I haven’t done anything that I’ve set out to do.  

  
 So I wanted to talk to you a little bit today about time optimization 

strategies for busy jewelry business owners and I think this is so 
important because as creative people we like to get sort of caught 
up in the creative things in our business and maybe not so much the 
things that are going to have the most impact or move the business 
forward and what ends up happening is we sit down to work or we 
procrastinate a little bit and then we end up at the end of the day 
feeling like we have nothing to show for our efforts. So I want to give 
you a few tools and a few tips today that are going to help you grow 
your business even more.  

 

 So I wanted to start off with a little story and I wanted to share a 
story from my experience of just starting out because trust me I’ve 
been there done that and I still to this day occasionally; not usually 
but I have days where I feel like I end up the day with feeling like I 
haven’t gotten anything done and that I wasn’t productive and that 
the day was sort of a waste. Actually it probably happens about 
once a month. I’m not going to lie because it happens to all of us so 
you’re not alone if you feel like you are trying to put your best foot 
forward but then something gets off track and you get distracted 
and stuff doesn’t get done. 

 

 So I’m going to give you some of the tools that I use in my business 
today but first as I mentioned I wanted to share a story with you. 
When I started my first jewelry business back in the day in San 
Francisco I had just quit my retail job at Nordstrom and got an office 
in the North Beach area on Columbus. I totally remember this office. 
It was right across from this fun little pub that we used to go to 
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when we first moved there so. It was a great office right on the 
corner. It had parking. A super small space I think it was 100 square 
feet but I digress. Just random I ended up having at one point I think 
four people in there with work benches all lining the room and we 
just sat there [3:00] and made jewelry all day. It was kind of fun.  

 

Anyway when I first rented that office the purpose of getting an 
office was so that I could be more productive. I was; before that I 
had been working from home when I was doing my jewelry part-
time. I lived with my ex-husband in a small one bedroom apartment 
in the Marina district in San Francisco and for any of you; those of 
you who know the San Francisco area the apartments are bigger 
sized than New York but they’re not really made for home offices. 
They’re really just for you to live in so part of the deal of me going 
full-time was to get an office space so that I would be productive 
and not get distracted during the day while I was working on my 
business let’s say. 

 

So I started working in this studio and I would go to the office, sit 
down and I would have no plan for the day and I didn’t kind of really 
know how to structure my day because before when I was working 
at Nordstrom I had a pretty set schedule. I knew what to do. I was in 
sales so I was on the floor hustling and selling and I was on track to 
be a pace setter so I knew my goals and what I had to do every 
single day in order to make an impact and reach my goals. When I 
started my business I wasn’t that focused. I would just go to work 
and at the end of the day I would leave and then I would kind of feel 
like oh well did I do the right things. I wasn’t really sure. 

 

So the point of this story is that I had no structure so I ended a lot of 
my days feeling like I hadn’t gotten anything done and my husband 
at the time when I’d come home would always ask like did you make 
any sales and I would sort of shamefully in a way be like oh no I’m 
still getting my collection together. I was trying to perfect my 
collection and get it perfect and part of that was this perfectionist 
mindset and then part of it also was procrastinating because there 
was a part of me even though I do enjoy sales that was a little fearful 
I have to admit in the beginning of people saying no to my work so it 
sort of; I don’t know what it did inside of me even though I came 
from a sales background it made me feel a little bit fearful to move 
forward and to actually do those revenue generating activities that 
were going to help me make an impact. 

 

Well it came sort of to a critical point. Luckily at the time we did have 
to incomes in the household but after about three months of not 
bringing any money home my husband was like something’s got to 
give or else we got to figure this out. You’ve got to start making 
sales. So I realized after kind of talking with some colleagues and 
kind of figuring out what was missing that I needed some more 
structure in my day and I needed to be focusing on the right types of 



 

 
This document is owned and distributed by Flourish & Thrive Academy. It may not be sold or 
otherwise distributed without expressed written consent. | © 2016| Flourish & Thrive Academy 

activities in order to make the most impact and so at that point is 
when I started planning my day in advance and started reaching out 
and focusing on at least for part of the day some of the most highly 
leveraged activities in my business that got me sales and shortly 
after that I started landing some pretty amazing accounts because I 
was really focused on getting my foot in the door and focused on 
the revenue generating activities. 

 

So I want to share with you today [6:00] some of the things that 
I’ve learned over the years in order to help you maximum your time 
because one thing that I know is that when you’re a solopreneur or 
you have a very small business you’re doing a lot of the working in 
the business as opposed to working on the business for growth and 
it’s necessary. Even though I have a team at Flourish and Thrive 
Academy of like seven or eight people full and part-timers and with 
my jewelry business I have my assistant Daniel; I’m still doing a lot of 
the work. I’m still doing a lot of the outreach and the marketing and 
all of that stuff. So I understand whole-heartedly with all of you what 
it’s like to be someone who has to also work on my business and in 
my business. 

 

So I wanted to share with you some of my favorite time optimization 
strategies that have really worked to help me scale and grow my 
business. So let’s first I wanted to talk about the reasons why you’re 
probably not getting enough done in your day and I know that these 
all come from my own personal experience. They’re all things that I 
struggled with. A lot of the reasons why you’re not getting enough 
done is because you don’t have a plan. You’re getting distracted by 
things that are not important. You are probably stuck feeling like you 
need to have everything perfect before you put yourself out there or 
you might be procrastinating a little bit which is definitely a 
possibility maybe and procrastination happens for a lot of reasons. It 
could be fear of putting yourself out there, it could be a struggle with 
following things through from start to finish. There are a lot of 
reasons that stuff happens. So I’m sure you understand how 
frustrating it is when you don’t get enough done during the day. 

 

So some other things that might be sucking your time and not 
getting you to a place where you’re getting enough done is that you 
have notifications on your cell phone and so you’re distracted and 
you’re not focused yet you’re multi-tasking all the time and trying to 
do a couple things at the same time rather than being laser focused 
on one thing. Maybe you’re checking your email all the time because 
you feel like it’s important or you check your Facebook and then all 
of a sudden two hours have passed and you’re like oh my gosh what 
just happened. Where’s the day. Maybe not focusing on the right 
activities and then another thing I’ve found which is something I 
really try to work very hard on is to get enough sleep because sleep 
can really affect your productivity during the day and I’ve heard 
some of the designers in our community which sounds crazy to me is 
that they’re working full-time jobs, they’re working on their jewelry 



 

 
This document is owned and distributed by Flourish & Thrive Academy. It may not be sold or 
otherwise distributed without expressed written consent. | © 2016| Flourish & Thrive Academy 

business at night, and they also have families and so they literally get 
two hours of sleep a night. 

 

Now I can’t stress enough that for multiple, multiple reasons for your 
health reasons, for your sanity, for your stress levels, for just about 
every reason not getting enough sleep is going to really deter you 
from getting enough done and then the other thing that I worked on 
with my coach with for a long time is working right up until right 
before you go to bed. So whether you’re on a computer or whether 
you’re focused on something else those can be really, really 
distracting things [9:00] that don’t let your mind sort of relax before 
you go to sleep and then it affects your sleep which has the 
trickledown effect of basically everything else. So there’s a lot of 
reasons why you might be self sabotaging yourself and why you 
might not be getting enough done.  

 

So I wanted to talk about some ways to change that and help you 
get the most out of your days. So here are some time optimization 
tips that I think are going to really help you. So I signed up for a 
course at the beginning of the year called the 90 Day Year by Todd 
Herman and he is known as a high performance coach and while it 
was interesting because I was taking this course and I realized a lot 
of the things that I actually do in my day are things that he teaches. 
So it made me feel really good. I’m not an affiliate for Todd Herman 
or anything but I found it interesting that top performers and the 
way he coaches people to be top performers is by optimizing their 
time and focusing on the right activities. 

 

So the first step to maximizing your time is to identify your most 
highly leveraged activities. So you might have heard this before but if 
you’ve heard it and you haven’t been focusing on it then I want you 
to revisit it. I want you to take a moment to think about everything 
that you do during the period of time and there’s going to be some 
things that you’re going to identify like a $5.00 an hour wage to you 
and things that might be like $500.00 plus an hour rate to you and I 
say that because some of the $5.00 an hour things are things that 
can typically be outsourced even overseas and if you’re in the United 
States or some Western countries $5.00 an hour might not seem like 
very much money but in a lot of countries that are known for 
outsourcing for instance like the Philippines $5.00 an hour is a really 
good rate. So and it’s a great way to sort of jump in and get 
outsourced help when you can by delegating some of these sort of 
lower leveraged activities. 

 

So the first thing that you need to do is sort of identify what are the 
things that are bringing the most momentum and impact into your 
business and identify the things that are just taking up a lot of time 
and that aren’t really moving things forward but they might still need 
to happen and then you can potentially once they’re identified 
outsource them to another individual like a virtual assistant.  
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Then the next step is to start to schedule the most important 
activities into your day. So you want to be focusing on the most 
highly leveraged activities like sales, marketing, collection 
development, and any sort of PR movement; anything that’s going to 
be moving your business forward and I say this and those are all 
$500.00 an hour activities because without a proper collection 
designing the collection for instance you’re not going to get the sales 
that you need so that really needs to be focused. That is a highly 
leveraged activity but it shouldn’t be the only thing that you’re doing 
and the sales and marketing piece is really important. 

 

So you want to make sure that you’re going to schedule time and 
block out hours of time to focus on each of those activities and be 
really clear [12:00] on which days you’re going to be focused on 
those activities and make sure that you don’t have any distractions 
during those times and I like to use a term called time blocking to 
sort of do this and that’s basically what I just told you to do is to 
block out hours of time that you’re focusing on specific activities that 
are highly leveraged and are going to bring the most money into 
your business. 

 

The next thing that you want to do is to create a marketing and sales 
plan so that you’re on track. So that starts with creating sales goals 
right so you need to know what you’re working towards each month 
so that you can track and re-evaluate and see how your efforts are 
sort of paying off and then you also need to create some sort of 
marketing calendar or marketing plan so that you’re focused on what 
is the most important thing to be moving forward in your business. 
Now with the jewelry business there are many holidays that we’re 
sort of scheduling our marketing around or there’s jewelry events. 
You might be doing trunk shows. There might be seasonal times to 
sell like when I was doing wholesale we had big trade shows in 
January, May, and August and that’s when most of the sales would 
happen for the year or that’s when we would write most of the 
orders. 

 

So that’s a typical sales cycle in January you would be selling for 
Spring and Summer, in May you would be selling for Summer and the 
early Fall season, and in August you’d be typically selling for holiday 
and then sometimes early Spring. So it depends on the type of 
collection that you design. A lot of the handmade type of jewelry has 
a little bit slower reaction time or quicker reaction time I should say 
because it’s not going to be produced overseas. So putting things 
like that into your calendar. Holidays as I mentioned and events like 
Mother’s Day, Valentine’s Day, Father’s Day, or any sort of thing that 
would relate to your jewelry business and then you can create your 
own events every month. 
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You can create promotions every month. So these are all things that 
you want to map out and have in advance and I would recommend 
maybe spending one day a month or several hours at the beginning 
of each month or at the end of the previous month to sort of map 
out what you plan to do for the next couple of months so that you 
are on track and then you can re-evaluate your marketing plan every 
month as you’re going along so that you can see what’s working. 
Sometimes we tend to be over achievers and not get stuff done or 
not maybe stay on track with the plan so you can sort of evaluate 
and redo your plan as needed. 

 

But then the next step is actually follow that plan because you want 
to make sure that if you’re setting things on the calendar that you’re 
actually promoting it properly like writing blog posts about it, that 
you’re scheduling your newsletters, that you’re promoting it on social 
media so that it’s getting the exposure that it needs. That’s all part of 
creating a marketing and sales plan and you want to make sure that 
your efforts are sort of conjoined with the sales calendar with your 
sales goals and also with the marketing that goes behind that. 

 

So I briefly mentioned this earlier but I think one of the thing [15:00] 
that can really be a downer for time optimization is people who 
multi-task. So multi-tasking is one of; it can be good in certain 
respects like if you’re working at a high pressure job and you might 
need to switch roles fairly quickly like if you’re in a customer service 
position but you’re also needing to react to things quickly. Yeah 
multi-tasking might be good but when you’re trying to focus on sales 
and marketing and collection development and these things that are 
going to move your business forward a lot of times multi-tasking 
really makes the task at hand; whatever you’re focusing on; your 
priorities not as impactful and you end up ending your day feeling a 
little bit frustrated because you were meant to focus on sales but 
then you got distracted, you were listening to your texts or you were 
answering emails or whatever it is. You picked up a phone call from a 
friend. Multi-tasking can really be the demise of your plan. 

 

So you want to make sure that when you’re blocking out time that 
you do it in short sprints so you can pick the amount of time that you 
want. Maybe thirty minutes, maybe forty-five minutes, maybe an 
hour, and then take a break and during that time focus on whatever 
the task at hand is. So if I have set out to write a blog post I’ll set a 
timer for forty-five minutes. I don’t do anything else. I turn off all my 
email, I turn my phone over, I make sure that my phone is on silent, 
and I’ll just focus only on that for the next forty-five minutes until it’s 
done and then get it to my VA so she can create a graphic, do the 
editing, add any other context that needs to be added, and then post 
it on the blog and then we follow up with an email to send out. So 
think about it that way. How can you focus on one thing at a time? 
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The other time when I think it’s really important to focus on one 
thing at a time is when you’re working on a really big project. So the 
first thing that comes to mind is when you’re developing your 
collection for a new season. Now a lot of times we’re trying to fit 
collection development for a new season into the grander scheme of 
things and focusing on different things every day which I highly 
recommend in your daily practice but there are certain times when 
you’ll need to schedule out maybe a week or two to focus only on 
one thing; maybe it’s preparing for a trade show or a trunk show or 
maybe it’s designing your collection for the next season or maybe it’s 
getting all of your pieces photographed so that you can get them on 
your website for your big launch that’s coming up. At those times 
what I recommend is that you focus only on that one big project and 
create priorities for that on a daily basis to make sure that you’re 
getting at least three top priorities done a day. 

 

And speaking of priorities that’s another tactic. So regardless of 
where you are you want to set three top priorities each day to make 
sure that you complete those from start to finish. So I love this tactic. 
You’re priorities should be really focused on whatever your overall 
goals are. So Robin and I like to breakdown goals into annual, 
quarterly, monthly, [18:00] and then weekly goals so you can focus 
on all of those goals and priorities would be focused on the bigger 
goal. So you want to make sure you’re setting priorities that actually 
are going to move your business forward and create the biggest 
impact and you want to make sure that when you’re planning out 
these big projects that you clear your calendar and follow through to 
completion because there’s nothing more frustrating than starting a 
project and having it never complete. 

 

Can any of you relate to that? I’m sure that you can. It’s the most 
frustrating thing. Especially for people like me who are very mastery 
oriented to want to complete something from start to finish and they 
want to have that sense of satisfaction by having something done 
and I notice this happening whenever I’m working on a jewelry 
project for a client. Things always to seem to be going swimmingly 
well when I have someone who’s on top of it and we’re in sync 
together. So let’s say I pick up a client, we’re on track, they’re on the 
same page with me that we want to work together. I get the design 
to them, they get me feedback right away. I get them their revisions 
back. We finalize the design. I get them a quote, project gets started. 
The piece is completed within four weeks. That’s like my ideal 
scenario. I get the biggest sense of satisfaction working with people 
who are decisive and can move forward fairly quickly. 

 

Now the most frustrating thing for me and I’m sure you can relate is 
when I work with clients who are uncertain about what they want 
and there’s a lot of back and forth or they can’t make a decision. So 
let’s say I sourced a bunch of stones and I think that I’ve provided 
them with an amazing assortment of stones and they come back and 
they’re like no I want to see more and it can be a little frustrating 
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right and so it ends up dragging out this process or they don’t get 
back to you right away for your design revisions and this I’m talking 
obviously from my perspective, from a custom jewelers perspective.  

 

But they don’t get back to you from the revisions so that it’s taking a 
long time and you’re off your production schedule or they don’t give 
you feedback in enough time to get it to your jeweler in the amount 
of time so that they can produce it during the week cycle because 
there’s a bunch of different ways that can sort of happen and for me 
starting a project on a Monday is a great way to get something done 
more quickly than handing something over on Friday because it 
seems to I don’t know drag out for some reason and when that 
happens when sort of the conversational time or there is lag time 
and it takes much longer for the project to get completed and 
there’s much more room for error. So it ends up being frustrating on 
both ends.  

 

So keeping people on track and being focused on just one thing at a 
time can really help follow things through to completion. So just to 
be clear you want to make sure that you’re planning out big projects 
in advance so that you can schedule things appropriately and make 
sure that things get done in a timely manner and as quickly as 
possible. 

 

So I wanted to wrap up with just a little story about an experience I 
had a few years ago [21:00]with my then coach, Erika Lyremark. 
Who’s now a good friend of mine. So when I first met Erika I met her 
through an entrepreneur’s group or a business group through Marie 
Forleo and I was really attracted to an offering that she had but I 
wasn’t sure if it was right for me and she’s really good at getting 
people unstuck and unblocked with what’s ever holding them back 
from business. So I jump on this fifteen minute call with her and 
within fifteen minutes she had me get so much clarity.  

 

One of the things that she had me do was literally state out loud 
what it is that I wanted to create and who I wanted to work with and 
also what was it that I wanted to earn every month and that was a 
really pivotal moment for me because that was one of the first times 
that I really looked at how much money I wanted to make, how many 
sales that was going to require to bring in, and what I needed to do 
on a monthly, weekly, and daily basis in order to make that happen 
and it was interesting because when I had that motivation behind me 
and had goals that helped me work towards my financial goals 
meaning like okay in order to get this I’m going to have to attract 
three; get three leads in a day that I can actually email and start a 
conversation with to start selling more jewelry to or whatever it 
might be. I’d have to follow up. I’d have to move things along the 
process in a way that was tracking things in a timely manner so that I 
was focused on these big projects and moving them forward. 
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And what ended up happening it was a culmination of different 
things but what ended up happening is that clarity and my ability to 
really be laser focused on these top three priorities and focusing 
them towards this financial goal that I had was incredibly amazing 
for my business and I really credit her along with some other things 
that were going on in my business at that time to really helping me 
build momentum and to overcome some of the under earning fears 
that I was having at the time and some of the under earning 
roadblocks that I was having at the time because I was so super 
focused on what it is that I wanted and I was optimizing my time 
every single day to focus on those top priorities. 

 

So I wanted to mention that when you have something big that you 
want to create in your business and it could be a financial goal, it 
could be a sales goal, it could be a number of stores if you sell 
wholesale, it could be whatever you want because everyone’s 
different and I’m definitely very motivated by reaching more people 
which means getting more sales; not everyone is. So whatever it is. It 
could be a lifestyle goal. One time I was talking and interviewing with 
Tara Gentile who you might have heard of. She’s a creative business 
coach and she works with a lot of creative entrepreneurs and one of 
the things that she wanted to create one year was she wanted to 
create space so that she had time to write her book and so that 
required her to dial down her schedule so that she had an opening so 
that she could spend most of her day writing. 

 

So there’s a lot of ways [24:00] that you can approach this idea and 
think about it of creating a plan for whatever it is; that big that you’re 
working on but also prioritizing your time and focusing on three 
things a day to get towards whatever it is that your goal is. 

 

So let’s recap some of these time maximization tips that I talked 
about; the optimization tips I should say. You want to first identify 
your most high leveraged activities so that you’re focusing on those 
every day. Typically they are sales, marketing, and collection 
development. You want to schedule those activities into your 
calendar; block out time for them using the time blocking method. 
You want to create a marketing and a sales plan so you have some 
sort of road map to follow right. You want to focus on one thing at a 
time. This is important. So when you’re blocking out your calendar, 
remove all distractions, focus on one thing at a time. 

 

You want to make sure that you have three top priorities per day 
that are working towards your bigger overall goals. Once again you 
want to make sure that all distractions are turned off and then you 
want to make sure that you have when big projects are coming up or 
you’re preparing for a show or some big event or a new collection 
season that you plan out those big projects and create ample time 
and more time than you probably think to get those things done and 
through to completion and that you’re really focused only on that. 
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So I wanted to help you out with this a little bit more. So on the show 
notes today over at www.flourishthriveacademy.com/episode33 you 
can download our Time Optimization Strategies for Jewelry Business 
Owners Checklist. That’s kind of a long title. Check it out. You can go 
grab it over there. Download that resource and use it every day and 
you can use it however you’d like to really optimize your time and 
get the most out of your day. So make sure you go grab that free 
checklist. I’m really excited for you to have it because I love seeing 
people be super productive and get a lot of stuff done. It’s really one 
of the most gratifying things when I see designers really making 
progress and building momentum in their business because they’re 
super focused on the results that they want as opposed to reacting 
to things that are coming in towards them. 

 

Alright I want to thank you all for joining me on the show today. If 
you liked the show I would love for you to subscribe to the show, 
make sure you rate our show, and then also give us a little review. 
We love hearing from you. We love hearing more about what’s going 
on and we love coming to you every single week bringing you some 
great jewelry business advice. Thanks so much for joining us today 
over at episode 33 on the Thrive-By-Design podcast. Remember to 
grab your free download over at 
www.flourishthriveacademy.com/episode33. Thanks so much and 
have an awesome day. [27:00] 

 

 


