10 x 10 Handy Tips for
Small Business
Are you following the right path in your
business to Grow and Transform
by
Hazel Theocharous

Published by and available from
theendlessbookcase.com
e-Edition
Available in multiple e-book formats.
The Endless Bookcase Ltd
71 Castle Road, St Albans, Hertfordshire,
England, UK, AL1 5DQ.
Copyright © 2017 Hazel Theocharous
All rights reserved.
ISBN: 978-1-912243-00-6

Acknowledgements
My children and my husband for being there for me while I have
been writing my book series for small business owners.
My Mum and Dad have continued to support me in everything I
do.
My friends, Maria Krstanovic, Tina Clark, Shana Hurrell, Melissa
Groom and Monica Black for always instilling confidence in me to
continue following my dream.
Nick Brown and Carl French of The Endless Bookcase for giving
me all of the information I have needed to get my book published.
Also some images have been obtained from freedigitalphotos.net

10 x 10 Handy Tips for Small Business

About the Author
Hazel Theocharous is a busy lady, running two businesses, a
family and was the host of a radio program targeted specifically at
small business owners. She is now turning her successful radio
program to online global TV set to launch in 2017.
After running a successful virtual assistance business in Sydney,
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Reviews
Hazel’s “Handy Tips” is a brilliant step-by-step “How to” and
“What to do” guide for Small Business owners. She takes you
through everything you need to think about to implement in your
business which will make it as successful as it can be for you.
Monica Black, Clinical Hypnotherapist & Author
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Preface
Every day you struggle with one or more aspects in your business
and then reach a state of overwhelm, my 10 x 10 Handy Tips for
Small Business will help you through these and keep you
motivated, on track and ready to move forward.
My passion is to help small business owners globally turn their
passion and hobbies into a business which works for them. I have
learnt from a number of amazing mentors and experts since
starting my business and want to pass on what I have learnt from
then and learnt from trial and error on my own, and what I now
also pass onto my clients internationally.

Business is about people. It's about passion.
It's about bold ideas, bold small ideas or bold large ideas.
~ Tom Peters
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Business Systems
Every business needs systems and procedures to move forward and
be more effective, proficient and efficient when not only looking after
their own business, but that of their clients. The following steps will
help guide you through what you need to do to get started, keep
motivated and move your business forward. Happy Systemising!

Streamlining your Systems

In business it may seem like you can just turn on your computer
and ‘hey presto’ everything will just magically move forward in
the right way with no issues to deal with. However, as with your
personal life, business doesn’t work like this. If you have come
from a corporate environment or have just entered the business
world, then you may not be aware that you need systems and
procedures to make your business run smoothly and flow with
ease – because others were always there to run the business and
pick up the pieces when a problem arose. BUT, you are now in
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business yourself and you need to start creating systems to enable
a streamlined and more simplified growth to your business.

So here’s the Top 10 to get you Streamlining!
Checklists
Checklist everything you do! A new client, a new newsletter.
Whatever. How and what do you do? This will fit neatly into NO
10 below…
Team Meetings
Do you have staff or contractors? Have a regular team meeting to
see if everything on track and learn from your staff. No staff?
Have a meeting with yourself, this can be just as effective to
keeping you on track.

When you are a successful business person,
you are only as good as your team.
No one can do every deal alone.
~ Magic Johnson
Database
Do you have one? If not, this is simple and easy way to keep your
client information all in one place. Remember you can use this to
create follow ups, add conversations you’ve had and keep in touch.
To Do Lists
Do you have one? Perhaps you have two. These become an
important part of your day and can mean the difference between
you remembering to pay a supplier and/or sending that all
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important email to a client. Use good old pen and paper, a diary or
an online app – whichever is more comfortable for you.
Automate your Tasks
This may not happen overnight and for most it may not happen
for a few months, but using the checklists you have created and
the software available, you will be able to start automating tasks
such as invoicing, social media and even email management.
Use your Mobile
You can easily use your mobile to create lists of things to do, that
last minute thing in your head that you didn’t record anywhere,
send a text message on the go or draft an all-important email to
send when back in the office. The apps available are amazing on
both iPhone and Android.
Create your Niche
Your business can be cumbersome sometimes especially if you are
trying to be everything to everyone. Come on we have all done
this at some time in our business lives. Try and find the one or
two goods / services which are working best for you and that you
enjoy and niche yourself.

What helps people, helps business.
~ Leo Burnett
System for you
Remember not every way in business works for everyone. You
are an individual who may prefer a system to be hands on, or may
prefer to use colour in everything you do to symbolise differences
between client and supplier or creditor / debtor invoicing. You
need to find what works for you.
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