
Project Management
(Asana, Trello)

Purpose: Organize and prioritize tasks, set deadlines, and track
project progress in real time.
How It Helps: Acts as a centralized hub for task assignments, status
updates, and progress monitoring, ensuring nothing slips through the
cracks.
Key Feature: Task automation and seamless integrations with other
tools (e.g., Slack, Google Calendar).

Communication Tools
(Slack, Zoom)

Purpose: Streamline team communication and enhance collaboration
across various channels.
How It Helps: Reduces email overload and enables quick, efficient
exchanges, accelerating decision-making.
Key Feature: Instant messaging, video calls, and file sharing for real-
time collaboration.

CRM Systems
(HubSpot, Salesforce)

Purpose: Securely store contacts, engage with leads, and track deal
stages.
How It Helps: Provides extensive integrations and secure management
of client data, simplifying sales and marketing processes.
Key Feature: One-click access and password generation for secure,
easy sharing of client information.

File Sharing & Collaboration 
(Google Workspace, Microsoft OneDrive)

Purpose: Store, share, and collaborate on documents and files
securely.
How It Helps: Enables real-time document editing and access, keeping
everyone on the same page without the need for multiple file versions.
Key Feature: Cloud-based storage with robust access controls and
version history tracking.

Time Management Apps
(Toggl, Clockify)

Purpose: Track time spent on tasks, projects, and meetings for better
productivity insights.
How It Helps: Helps identify time-wasting activities, improve
efficiency, and streamline billing processes for client work.
Key Feature: Detailed reporting and integrations with project
management tools to monitor productivity.

TOP 5 TECHNOLOGY TOOLS
for Effective Delegation

https://asana.com/
https://trello.com/
https://slack.com/
https://www.zoom.com/
https://www.hubspot.com/
https://www.salesforce.com/
https://workspace.google.com/
https://www.microsoft.com/en-us/microsoft-365/onedrive/online-cloud-storage
https://www.google.com/aclk?sa=l&ai=DChcSEwij3a3bgtyJAxX-le4BHTsqFk4YABAAGgJkeg&co=1&ase=2&gclid=CjwKCAiA3Na5BhAZEiwAzrfagBSxdYunxROabB5oD5f-FGVim43CLKA58SglfOKnpRyKV-t5ATfRoxoCnZMQAvD_BwE&sig=AOD64_0eQyi8XsGQIPidklAow_JBP1Qekg&q&nis=4&adurl&ved=2ahUKEwi7_afbgtyJAxXPIEQIHVlIKN8Q0Qx6BAgKEAE
https://clockify.me/

