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Hey, I’m Sarah.
Owner of Rebel Office, an online platform for female 

entrepreneurs to learn, connect and collaborate. 
Systems and helping you run your business as 

efficiently as possible is my jam. Because really, there 
are so many better things to be doing than doing 

things that you don’t want to do and repeating tasks 
that don’t need to be repeated. 

@rebeloffice



Before we jump into systems, let’s do a 
quick overview of our recommended tools 
so that we’re on the same page.

Tools Overview.

Let’s talk: how to batch effectively & the 
importance of centralizing your 
information.

Key Tactics.

To finish things off, let’s make sure your email 
marketing isn’t adding more to your plate. 

Systems: Automating Emails

Let’s walk you through streamlining your 
social media, so that content can go to work!

Systems: Streamlining Social

Time to show you the tips + hacks to 
streamline your content creation.

Systems: Content Creation.

Today, let’s get organized.
A G E N D A
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Centralizing 
Your Info.
+ Save time 

+ Digital spring cleaning 
+ Make room in your brain
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Batching.
+ Your calendar 

+ Your content



Top Tip
T O  L I V E  B Y

Create a content plan that is consistent. Know what types of content you 
need to create and how often you need to create it. From there, you can 

build habits, processes and systems around that content creation. 
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Brainstorm

Your Content.
T H E  P R O C E S S

Create Publish Distribute



Brainstorming
C O L L E C T I N G  
C O N T E N T  I D E A S

Have somewhere to drop all of your ideas 
as they come to you. Make sure:  

+ It’s accessible (helloooo apps) 
+ It's organized (know your pillars)



Creation
T E M P L A T E S  A R E  
Y O U R  F R I E N D

Keep your assets accessible. 

Take the time up front to create 
templates… then all you have to do is copy 
& fill in the blanks!



Brainstorm

Your Content.
T H E  P R O C E S S

Create Publish Distribute



Publishing & 
Distributing
U S E  Y O U R  T I M E  
E F F E C T I V E L Y

Schedule all of your content ahead of time. 
Dedicate one day per month to setting up 
your content for the rest of the month.  

Use scheduling tools like Later & Buffer. 



Automating 
Your Emails
C O M M U N I C A T E  
C O N S I S T E N T L Y

Your email service provider comes with great tools 
and features to plan ahead, schedule and 
streamline your email marketing efforts.  

+ Templates 
+ Schedule 
+ Automate



Top Tip
T O  L I V E  B Y

Create a content plan that is consistent. Know what types of content you 
need to create and how often you need to create it. From there, you can 

build habits, processes and systems around that content creation. 
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