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We provide outsourced business support systems

that improves efficiency and productivity.

(¥] BOOKKEEPING & PAYROLL SERVICES
(] DIGITAL AND WEB DESIGN
(¥j ADMINISTRATIVE SUPPORT

Flexi-Tribe the one tool missing from your belt.

Contact Us: www.flexi-tribe.com +61 8 6252 3433 operations@flexi-tribe.com




WHY ADMINISTRATIVE

SUPPORT MATTERS?

WHEN YOU DONT HAVE SYSTEMS OR ADMIN SUPPORT:

Y You have a never ending task list

Important actions can slip through the cracks
It becomes hard to keep control of paperwork
Quotes and payments don’t occur on time

You have more stress and less freedom as your business grows

X X X X

WHEN YOU DO HAVE ADMINISTRATIVE SUPPORT:

Your business runs on autopilot

<

Jobs run smoothly and efficiently
Compliance is effectively managed

You can focus on bringing in revenue

L <KX

Clients are happier



HOW TO USE THE

SYSTEMS BLUEPRINT?

The Systems Blueprint provides direction to start systemising your business.

STEP 01
STEP 02

STEP 03

Print the Blueprint and keep it in the workplace or
saved to your devices!

Begin where it says “Start Here” and choose the
most relevant path. Follow the arrows through
each stage of the job process.

At each stage of the job process, try to set up all the
systems required for that stage so that everything

flows smoothly towards the next stage.

TIPS & TRICKS TO MAKE BUILDING SYSTEMS EASIER

01.

Don't set up all the systems at once! Instead, apply
‘The 80/20 Rule’: Pick 20% of the systems you need the
most, list them in order of priority, then work on
creating one urgent system per week. In 90 days, you’ll
have solved 80% of your headaches.

Use technology to make systemizing easy. There are
loads of free apps and software (with pre-built
templates) you can create and document your
systems with. E.g. Enter them on Microsoft Docs, film
yourself explaining a system and upload to Loom or
Zoom to record screen walkthroughs. Store it on One
Drive or Google Drive.

Store everything in the cloud and your team

" can access systems anywhere, anytime and

without excuses.

04.

05.
06.

Get your team involved! Delegate the creation of
systems to your team members. Get them to write a
first draft, then you can adjust and finalise it. It will
get your team more invested and free up your time:

Continually revise and update your systems.
There’s always room for improvement.

Use lots of photos, videos, and screen recordings.
Keep it simple.



THE FLEXI-TRIBE

ADMINISTRATIVE FLOW

We help you connect the dots so everything runs like it should.

Define Roles and Responsibilities
Administrative Manual

Office Checklist

Task Analysis

File Access + Permissions
Software Logins

D, g

Marketing

Lead Enquiry Script

Lead Tracking Sheet

Lead Enquiry Job Management Software
Customer Database
Customer Tracking

SMALL OR
LARGE LARGE JOB? — SMALL

Lead Lost

T Detailed Capability Statement

Scope of Work ENAICIE | Margin Calculator
Proposal Insurances Pricing Set Pricing
Timeline

Pricing Templates ..
Margin Calculator [ [RLSIISIUE=RE
Schedule of Rate

PROPOSAL
ACCEPTED?

NEGOTIATIONS

Service Agreement
Payment Terms
Deposit

Onboarding Checklist

Contract S|gned e <

.,
------------------------
‘.

&




STAGE 11

Client Brief
Resource Checklist
Prepare Job Job Pack
Logisitcs Technical Drawings

Timeline + Deliverables

Job Advert
Application Form Hire Team SUFFICIENT
Background Check TEAM?
Onboarding TS
Induction

Assign
Schedule Job Task Management Setup
and Team Deadlines

Client updates

Quality Assurance

Job Delivery Operations Manual
Job Cards
Materials
Order/Return
Check/Approve Client Approvals

Variations

STAGE Il

Follow
Up/Debt
Collection

Complete Progress Claims
Draft Invoice Payables
Approval

Receivables

NOT

PAID Invoice Client

BILLABLE TO
CLIENT?

PAID

Post Job Complete Progress Claims
Customer Draft Invoice

Service Approval

Profit and Loss Statement Pay Bills
Labour Utilisation
AR/AP
Conversion Rate

Monthly KPIs

(e Core Values

Improvement KPIs and KPAs
Plan Performance Appraisals



WANT TO PLANWITH
USFORFREE?

WE ARE THE TEAM BEHIND YOUR TEAM YOUR FULLY
OUTSOURCED BUSINESS SUPPORT SYSTEM, BRINGING
EVERYTHING YOU NEED INTO ONE PLACE.

(] BOOKKEEPING & PAYROLL SERVICES
(] DIGITAL AND WEB DESIGN
(] ADMINISTRATIVE SUPPORT

In your free planning session, we’ll help you:

|dentify the operational issues that are holding you back
Figure out how you want your business to operate.
Build a 6-week plan to overcome these operational hurdles.

WHO THIS IS FOR

We work best with businesses that provide mining service support,
construction, trades and civil sectors who have more than $25,000
in monthly revenue.

Book a call and let us help you move forward.




READY TO GET IN TOUCH WITH
FLEXI-TRIBE THE TEAM BERIND
YOUR TEAM

Flexi Tribe Head Office
Level 7,191 St George's Terrace Perth, WA 6000

Email Address
operations@flexi-tribe.com

Telephone
+61 8 6252 3433

Website

www.flexi-tribe.com
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