
A life-changing presentation 

that will transform the way 
you manage your Gmail inbox

See details  and regis ter at emailproductivity.com.au

These days, email is

central to almost  every thing you

do in your role. It  is something you

use all

day, every  day. It’s the main method

of receiving and managing your work load

but how much formal t raining have you had in

how

to do this in a truly effec t ively way?

Here’s an opport unity to elevate and enhance your

skills in this area. Research shows that by using email

best practices, you can save 74 minutes per day.

That equates to 39 full w orking days per year or 15-

18% of salary cost per person per year.

This t ime and cost -effec t ive online program teaches

you the latest, proven cut t ing-edge strategies and

techniques to get control of your email and work load.

What you learn wil l free up a surpris ing amount o f

t ime, energy and headspace that can be used for

higher priority tasks, projects and act ivit ies .

W ith this Masterclass, you will also receive unlimited

online coaching.

UNLIMITED 1:1 ONLINE COACHING – Addit ional

suppo rt and screen sharing to troubleshoot roadblocks

and ensure you stay on track between workshops

Steuart Snooks Enterprises Pty Ltd | 1300 789 468 |   admin@steuartsnooks .com.au | w ww.steuartsnooks.com.au

Masterclass

$495 +GST pp

Register here

FEATURING

• 1 x  3-hour online Masterc lass

• Lots  of ‘live’ interac t ion with chat ,  polls ,  

Q&A, whiteboard,  audio and video opt ions  

to keep you engaged/ involved

• No need to leave your desk - minimis ing  

t ime off the job away from the desk

• Watch t raining on one screen and  

immediately  implement  your learnings  

on a second screen.

Revolutionise
Your Inbox

for

mailto:admin@steuartsnooks.com.au
https://www.steuartsnooks.com.au/


Module 1

WHEN (save 19 mins)

• Shift  work ing focus from  

Inbox to Calendar

• How often to check email

• Best  t imes to schedule  

spec ific  t ime for email

• Turn off all alerts

• Manage others ’ expectat ions

Module 2

• How to handle each new  

email only once

• Store WHAT you need,   

WHERE you need unt i l   

WHEN you need it  – free up  

headspace

• Set  up the revolut ionary  

Triage View of your inbox

Module 3

• The proven and powerful  

4D method

• Best  frequency for 4D  

Triage vs 4D Treatment

• Convert  email tasks into  

the calendar

• Advanced features for  

managing work load

Module 4

• Ident ify  the real bot t leneck  

to your product ivity

• 7 ways to speed up and  

automate email replies   

and process ing

• Harness the hidden 

potent ial of Gmail tools – it’s  

like having your own EA for 

email

PROGRAM OVERVIEW

WHAT (save 32+ mins)

• Reduce mailbox size

• Separate complete from  

incomplete

• Simplify  email folders

• Use a s ingle email folder  

for every thing

• Harness the power of Search

Module 6

Q&A REVIEW

• Review your progress

• Fine-tune your new skills

• Troubleshoot  any blockages

• Share new learnings and  

perspect ives with peers

• Preview opt ions  for nex t

s teps and more wins

PROGRAM OUTCOMES & ROI

• Reduce email tim e by 25-40+%
• Save 67 m ins per day
• Save 35+ days per year

• Save 15-18% of salary cos t
• El im inate a m ajor cause of  

stress, frus tration, d issatisfaction,  
and burnout.

• Free up 15-20% of headspace

• Create a proactive working focus
• End each day wi th  an organised  

inbox, clear m ind and sense of
calm

• Im prove m orale and s elf-esteem

PROGRAM OBJECTIVES

• Get contro l  o f em ail  in terruptions
• Reduce d istraction from  your  

h igher priori ty tasks and projects

• Establish a proven m ethod to get  
and keep the inbox organised  

and under control .
• Set up a s ys tem to s treamline  

and better m anage workload

• Res tructure emai l s torage for  
qu icker fi l ing and retrieva l

Testimonials from recent
program participants

“I had to send this through to you… I attended your masterclass in Sydney  
last Wednesday and for the first time ever, I’m leaving for the weekend (I work
Mon Thurs) with a clear inbox and I’ve also cleared my backlog. Ican’t thank
you enough – the decluttering has also flown through to my desk and now 
my  workspace is as clear as my inbox and my to do list. THANK YOU!”
Renee Brook | EA to General Manager, Motor Vehicles | Pickles

“Steuart is easy to communicate with and makes you feel at ease, nothing  
seemed like a silly question. Having worked with Outlook for 20 years it always  
amazes me what I don’t know. His knowledge is priceless”.
Deborah Paterson | Office Manager, Risk & Compliance | TAL

“I am no longer struggling with inbox overwhelm. This means I have more 
time  to focus on the broader, more strategic work here at the DTA.”
Kathleen Doyle | EA to Head of Digital Division | Digital 
Transformation Agency (Canberra, Australia)

Steuart Snooks Enterprises Pty Ltd | 1300 789 468 admin@steuar tsnooks.com.au | w ww.steuartsnooks.com.au

WHERE (save 23 mins)

Module 5

Em ai l and Workplace 
Productivi ty Expert, Steuart 
Snooks brings his 17+ years of 

research and experience in 
pres enting the proven Em ail  

Managem ent Best Practices 
and Etiquette to  th is program.

The practica l  s trategies he

teaches wi l l transform 
your experience when 

com m unicating via email.

What you learn wi l l he lp  to  
res tore  emai l to  i ts  rightfu l  

place as a powerfu l  too l  to  
faci l i ta te im proved productivi ty 

and com m unication
effectiveness.

Presenter: Steuart G. Snooks

Designed by Liella - Freelance Digital/Graphic Designer
Email: liellavelasquez@gmail.com

WHO SHOULD ATTEND
• EAs/PAs
• Admin & Support s taff
• Senior execut ives
• Business owners
• Line managers
• Out look users
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