
 
 

Processes 

Why are processes important? 

3 key reasons 

1. Freedom 

Having to follow steps may feel restrictive, but there is freedom in the headspace having a process 

creates for you. Certainly as you grow you won’t be able to remember everything you need to do 

and you need to communicate to someone you have outsourced to what needs to be done. It also 

means that when you are at home relaxing, you can relax and you don’t get jolted back into work as 

you remember the things you forgot to do.  

2. Scale 

You won’t really be able to scale your business to any degree, if that is your goal, by holding 

everything in your head.  So processes help many things get done, properly and on time. 

3. Professional 

I’ve been to wellness providers who seem to be running around like a headless chicken just as I get 

there, grabbing things as we go to the therapy room and lifting up piles of paper looking for an 

intake form.  I’ve experienced other who send me emails a week after they were promised with 

apologies as they’ve been so busy.  From a client point of view it’s not very professional. When 

processes are in place the trust builds and you feel in safe and in good reliable hands. You then feel 

better about become a repeat client. 

What is a process? 

 [a series of actions or steps taken in order to 

achieve a particular end] 

Dictionary definition 

You’ll already have many processes in your life personally – getting yourself ready for the day, 

shower, teeth, breakfast, putting your computer on….  

And have client onboarding processes, client delivery processes, process for prepping for clients, 

process for online orders, marketing, social media, sales.   

Ideally the process will become a rhythm, habit – that makes sure it happens. 

 

 



 
 

5 Steps to creating a successful process 

This can take 2 mins for a simple process or it can take several hours for a more complex process. 

 Step 1 - Map it 

Overview of your ideal - what is it you ideally want to have happen?  E.G Social media, FB 

live each week, 3 posts on FB, when they’ll be tweeted out, 5 images in Insta or Pinterest 

etc. Get the FB live transcribed and turned into articles.  So, this is the overview stage - 

mapping out the ideal 

 

 Step 2 - Plan it 

Now we move into the detail.  So using the social media process as an example, this is the 

step where you put dates and names next to each step and order them.  So what day and 

time are you going to do your FB live, what day is it going to get transcribed and with what 

service, when will the posts to other social media platforms go out and how.  This is the time 

to look at what automation you can put in – for example you can use hootsuite to automate 

posting out to SM platforms or an online service for transcribing or maybe you have a team, 

a VA you’ll be asking to upload the video to YouTube?  This part is where you want to look at 

automation and outsourcing those pieces that can’t be automated. 

 

 Step 2 - Schedule it 

Now you have this great plan, to make sure it happens you must schedule it in your diary to 

make sure it’s going to happen, otherwise it becomes just another piece of paper on your 

desk.  I use GCal as you can add detail and move things about easily if things need to change 

but Neil prefers paper diary – whatever works best for you.  You’ll also schedule it with any 

outsources here – so if you are using a VA – let them know the process, what day of the 

week or due date you need things completed on. 

 

 Step 4 - Monitor & track it 

A vital step.  Can be too easy to think, ok, that’s that… but have to make sure it’s working in 

the way you thought it would and want it to.  Best made plans and all that….  Is it going 

smoothly or are there any kinks to iron out, any clarification the team need, are the 

turnaround times realistic or do things need adjusting?  Depending on the process and how 

complex it is you might do this around 3 weeks after you’ve set it up.  Obviously at any point 

there’s a bump, fix it. Over time the process will work better and be improved.   

 

 Step 5 - Set it & review it! 

I’d like to say set it and forget it but that isn’t really realistic.   Yes once you know its working 

and are happy with it you can forget it to a degree, but you will still need to review it.  

Perhaps 3 or 6 months’ time – depending on complexity – as your business grows, or 

changes, or you have team changes, things will definitely need reviewing.  Is this process still 

working, making things easier, making things better, moving you towards your goals? 

That’s it!  Happy process creating! 


