Pro Guide: Avoid Operational Scares — Quick
Fixes for SMBs

Introduction & Operational Scares Overview
Title: Avoid Operational Scares: Keep Your SMB Running Smoothly

Even small process glitches can create chaos in your business workflow. Miscommunication,
duplicated work, and unclear responsibilities are common culprits—but the good news is, you can fix
them fast.

This guide gives you 3 quick fixes for each operational scare, helping your team run efficiently and
scare away inefficiency.

1 Miscommunication

Why it’s scary: Team members miss updates, instructions, or deadlines, causing mistakes and wasted
time.

Quick Fixes:
1. Daily Stand-Up or Huddle — 5-10 minutes each morning to align the team on priorities.

2. Centralized Communication Tools — Use Slack, Teams, or project management platforms to
reduce lost messages.

3. Clear Written Instructions — Document key steps, deadlines, and expectations to reduce
assumptions.

Pro Tip: Assign one person to monitor communications and follow up on unresolved messages.

2 Duplicated Work

Why it’s scary: Multiple team members unknowingly complete the same task, wasting time and effort.
Quick Fixes:

1. Centralized Task Management — Use a tool like Asana, Trello, or ClickUp to assign tasks
clearly.

2. Task Ownership Rules — Ensure each task has a single owner to avoid overlap.

3. Regular Check-Ins — Weekly review meetings to identify overlapping responsibilities before
they cause delays.

Pro Tip: Color-code or label tasks by department or priority to make ownership immediately visible.



Operational Scares Continued & Implementation Tips

3  Unclear Responsibilities

Why it’s scary: When nobody knows who’s responsible, tasks fall through the cracks, deadlines are
missed, and accountability suffers.

Quick Fixes:

1. RACI Chart — Assign Responsible, Accountable, Consulted, and Informed for each task or
process.

2. Process Documentation — Clearly define each role’s responsibilities in workflows.

3. Ownership Confirmation — At the start of projects, have each team member verbally confirm
their tasks.

Pro Tip: Review and update roles regularly to reflect changes in staff or processes.

Implementation Tips
* Start Small: Pick one workflow to improve this week and apply fixes incrementally.
* Track Results: Use KPIs such as reduced errors, faster task completion, or happier customers.

» Standardize: Once a fix works, make it a standard operating procedure to prevent future scares.

+/ Takeaway: Even minor operational tweaks can prevent costly mistakes, improve team efficiency,
and help your SMB run smoothly.

Take the WCO EDGE™ Assessment today to uncover hidden inefficiencies, score your business
across the 10 Dynamics, and get actionable insights to strengthen operations and boost growth.



https://forms.gle/Dp7QnAE9uziqymm97
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