The Complete
Admin Job List
ALL THE JOBS WE CAN DO
PLUS THE PROGRAMS WE
CAN USE
K L C R E A T I V E S O L U T I O N S . C O M

Scheduling
TIME BLOCKING AND FOCUS THE BEST
WAY TO DO WHAT HELPS YOU GROW
YOUR BUSINESS!

CALLS
If you are tired of the back and forth trying to find that perfect date
and time that works for you and your client, look no further. Let KL
Creative Solutions help you automate this process so your client
knows when you are available and can simply chose the best time for
them.

APPS: Setmore, Calendly, Acuity

PROJECTS
Too many moving pieces to a project? Can't remember which
notebook you were using when you had that brilliant idea for your
project? KL Creative Solutions has your back and can help you
manage those projects and keep you on track.

APPS: Trello, ClickUp, AirTable, Inifinity, Monday.com

CALENDAR
What day was that meeting again? I need to find time to do
everything. How am I supposed to get everything done? Do these
sound familiar? If so, fret no more, KL Creative Solutions can take
care of your calendar for you blocking out times for everything you
need to get done.

APPS: Google Calendar, Outlook Calendar, calendar.online

Email
INBOX OVERLOAD IS REAL. DON'T GET
STUCK CLEANING IT UP. LET US HELP!

SORTING
Do you have what seems like an endless (okay maybe only a few
hundred) emails to sort through? If this gives you anxiety you are not
alone. Bring in KL Creative solutions and we will sort that mess out
for you making sure that you know what's what.

APPS: Gmail, Outlook

PRIORITIZATION
When starting your own business everything seems to be a priority.
The problem with this is that it can overwhelm you as you try to do
all the things at once. KL Creative Solutions can set up priorities for
emails so that you can focus and make progress.

APPS: This is just done in the email client you are using

TO-DO

LIST

Seeing that never ending to-do list can be daunting. It is hard to pick
out where to start and feel accomplished at the end of the day if you
didn't get it all done. Let KL Creative Solutions help you get going
and celebrate getting things done so you can feel happy with all you
accomplished at the end of the day.

Back Office
LET US TAKE CARE OF THE MENIAL
STUFF WHILE YOU FOCUS ON YOUR
CUSTOMERS!

DAILY

TASKS

Is your head spinning from trying to remember all the growth
activities you need to do for your business. Let KL Creative
Solutions set up a system where you see daily tasks and can mark
them off as you finish whether you are at your computer or on the
go!

APPS: Trello, ClickUp, AirTable, Infinity, Monday.com

Content
READY TO SHOUT YOUR MESSAGE

SCHEDULING
If you struggle with figuring out when to post and how often to post
you are not alone. Some people are just meant to be creatives and
allow others to worry about the scheduling. Stress no more and free
up more time to create by letting KL Creative Solutions do the
scheduling for you.

APPS: Hootsuite, Buffer, Hello Woofy, Content Studio, SocialBee

OPINION
Do you keep writing things over and over again trying to get your
message across, forever unsure if it is saying what you mean. Let KL
Creative Solutions be that second pair of eyes so you can move on to
other things that matter.

GRAPHICS
Helping you create branded graphics, workbooks, and welcome
packages so you don't have to worry about that perfectionist popping
up and never getting anything to look right.

APPS: Canva

Social Media
MAKING SURE YOUR BRAND AND
MESSAGE ARE CONSISTENT!

AUDITING
Worried about having the same message on all those different social
profiles? Well, worry no longer. KL Creative Solutions does audits
of social profiles to make sure that your message is consistent no
matter what platform you are using.

APPS: Facebook, Instagram, Pinterest, YouTube, LinkedIn

SETUP
So, you got the first platform running smoothly and now it is time to
move to a new one to spread your message even further, you just
don't know which one to go to or how it works. No Sweat! KL
Creative Solutions can save you time by helping you get the setup
process complete to have your account up and running in no time!

APPS: Same as above

File Sorting
CLEANING UP THE MESS YOU JUST
HAVEN'T BEEN ABLE TO GET TO YET!

CLOUD

MANAGEMENT

Don't spend time sifting through the endless files and papers you
have somewhat organized in your business folders. Let KL Creative
Solutions complete that organization so you can spend less time
searching and more time engaging with clients.

APPS: Google Drive, OneDrive, DropBox

OPTIONS
Would you prefer to have client files, training files, daily tasks, and
more all in one place? If so, we can create a single place for you to
log into each day for your business. Never forget a password again
when you only need one!

APPS: Trello, ClickUp, AirTable, Infinity, Microsoft Teams

Editing
HAVING A SECOND PAIR OF EYES

GRAMMAR
Helping double check the grammar of your projects, posts, blogs, and
documents so you don't have to worry about small errors.

APPS: Grammarly

READABILITY
Making sure that your content is easy to understand for all by
checking word length, sentence length, and overall structure of the
content you are using.

HONESTY
Letting you know when I don't understand something and seeing if
there is another way to explain it. Being honest with you when things
are confusing or not clear enough so that we can make it clearer for
your followers and customers.

