
Productivity Tools



About Superhighways....
Providing tech support to small local charities in London for 
20 + years
 Support
 Training
 Consultancy
 Digital inclusion
 Impact Aloud
 Datawise London
 Websites

Don’t forget to sign up to our monthly eNews
 Sign up https://superhighways.org.uk/e-news/

https://www.eventbrite.co.uk/o/superhighways-308927460
https://superhighways.org.uk/training-advice-and-technical/data-skills
https://superhighways.org.uk/e-news/


What we’ll cover…

 Tool swap – what works for you and why
 What is productivity?
 Free / low cost tools to try (including Office 365 

apps) 
 Factors affecting your choices
 Ideas for driving productivity forwards in your 

organisation



What is 

productivity?

V



Tool swap
 What’s the one digital tool you couldn’t do 

without?
 Breakout rooms 
 Discuss in pairs – 5 mins



3 digital tools that make your life easier?

https://www.menti.com/jcf92ka8dt
90 00 88 0

https://www.menti.com/jcf92ka8dt


Why digital can help with productivity
 Better collaboration – internal & external
 Smarter working – increased efficiencies
 Improving reach – helping more beneficiaries
 Enhancing services – realising better outcomes
 Staying relevant – innovating and maximising 

opportunities



Managing your tasks / time

https://todoist.com/home
https://www.microsoft.com/en-gb/microsoft-365/microsoft-to-do-list-app?rtc=1
https://toggl.com/track/


To do



Scheduling meetings

http://www.doodle.com/
https://www.microsoft.com/en-gb/microsoft-365/business/scheduling-and-booking-app


http://www.doodle.com/




https://outlook.office365.com/owa/calendar/Superhighways1@superhighways.org.uk/bookings/
https://www.microsoft.com/en-gb/microsoft-365/business/scheduling-and-booking-app


 Read an Appointment booking Service Recipe

https://recipes.thecatalyst.org.uk/recipes/booking-appointments


Shifts & rotas

https://support.microsoft.com/en-us/office/get-started-in-shifts-5f3e30d8-1821-4904-be26-c3cd25a497d6
https://rotacloud.com/


Managing projects

http://www.trello.com/
https://products.office.com/en-us/business/task-management-software








Productive Teams – better 
communication & collaboration



Your 
Teams

Apps

Tabs

A chat





Event administration

https://www.tickettailor.com/


 Custom questions for booking
 Automated reminder
 Wait list management
 Reporting
 Payment taking
 Integrations
 Eventbrite Organiser app
 Check in
 Diy marketing & analytics



Data collection – online forms

https://www.surveymonkey.com/
https://www.google.co.uk/forms/about/
http://www.quicktapsurvey.com/


Rethinking processes..
 Volunteers make phone calls to clients as part of the 

befriending scheme
 Volunteers email summaries of conversations to a 

volunteer superviser (who’s a volunteer)
 The volunteer superviser sifts through the emails and 

manually enters information into Excel
 The volunteer superviser emails this to the staff member 

on a weekly basis
 The staff member uses information for monitoring 

against targets and checking safeguarding procedures 
adhered to



Inbuilt integrations – to do or not to do!



3rd party connectors – build your own

https://ifttt.com/
https://zapier.com/


Office 365 automation





Tool listings sources
Service recipes – learn from others implementing tools 

/ designing digital services
Charity Digital – news & blogs plus software charity 

discounts 
Charity Catalogue
Coronavirus Tech Handbook
Assemble - a guide to choosing a digital tool register for the 

beta version trial

Coming soon – Superhighways updated Favourite apps 
sheets

https://recipes.thecatalyst.org.uk/recipes/booking-appointments
https://charitydigital.org.uk/
https://charitycatalogue.com/
https://coronavirustechhandbook.com/
https://www.thecatalyst.org.uk/blog/choose-digital-tool-charities


Quick break…



What will you need to think about 
when choosing a tool to use?



Crowdsourced - decision influencers
 Scalability
 Costs / charity discounts available 
 Mobile vs desktop apps 
 Organisational policy – tools / platforms & methodologies
 Integration / automation possibilities
 Accessibility
 People / culture
 Internal / external use
 Support / training available
 Security / data governance



It’s not just about the digital tools…

 Building a culture of testing new ways of working

 Making people’s jobs easier / more effective (not 
forcing them to use digital) so they can make 
better use of their time

 Thinking organisational wide – the bigger picture



Digital is not something that you 
do, it is something that you are…

This doesn’t mean you are the person that does 
the social media for your organisation or just 
something that the “digital team” does, 
this is a set of practices and behaviours that a 
whole organisation needs to adopt



User stories – identifying pain points!
As a <type of user> — this is the WHO. Who is the 
user?

I need <to do something> — this is the WHAT. What 
is the intention? What to they need to do?

So that <some reason> — this is they WHY. Why do 
they need it? What is the end goal?



Some examples…
As the Administrator I need to know when there are 
vacancies in the residential houses so that I can accept 
incoming referrals 

As an Outreach worker I need to be able to record 
information whilst I’m out and about so that I can maximise
my time with families 

As a Team leader – I need to easily see where my team are 
so that I can allocate support requests

As a House manager I need to organise rotas so that we 
have the necessary staffing for 24/7 cover



Mapping your processes…
 Involve the team
 Are there bottle necks?
 Things that don’t make sense and it’s just always 

been done that way?
 And no one has had the time to rethink / redo
 Think organisational perspective
 But also be ‘client / stakeholder centered’
 Has Covid changed how you do things?
 Look to the future



It doesn’t have to be perfect!
Tool 
used -
Miro

http://www.miro.com/


Digital leadership
 There are lots of ways digital 

can help your organisation 
remain relevant, sustain and 
thrive

Can digital help 
me do this 
better?

 The challenge is implementing & embedding new 
practice

 What is your role?  What can you do to help move 
things forward?



Next steps…
 Complete the evaluation survey and access the 

slides
 Book an Ask an Expert session if you need 

support with a particular tool / challenge

https://www.eventbrite.co.uk/o/superhighways-308927460


www.superhighways.org.uk

@SuperhighwaysUK

info@superhighways.org.uk

Tel: 020 8255 8040

http://www.superhighways.org.uk/
mailto:info@superhighways.org.uk

