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I N T R O D U C T I O N

Executive Summary

McKinsey research shows that current AI and automation

technologies can automate 60–70% of employees' time-consuming

work activities. By 2030, AI could handle up to three hours of daily

work tasks per person.

Power users of AI tools already report saving 5+ hours per week, with

one in five AI users saving up to 2 hours per day. The strategy:

ruthlessly identify what you do, hand the low-value work to AI, and

protect your remaining time for thinking that only you can do.

Key Insight

By 2030, AI could handle up to three hours of daily work tasks per

person. Power users are already achieving this today.
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The Time Audit

No transformation works without a map of where your time actually

goes. Before layering in any AI tool, spend one full week tracking every

task you do — in 15-minute blocks if necessary.

The Three-Bucket Sort

Once you have your task list, sort everything into three buckets:

Bucket 1: AI Can Do Alone

Routine reports, data entry, scheduling, email drafts, meeting

summaries, research summaries, slide decks

Bucket 2: AI + You Together

Strategic analysis, creative work, client communication, problem-

solving with AI providing options

Bucket 3: Only You

Relationship building, judgment calls, ethical decisions, reading the

room in a negotiation

For most knowledge workers, the first two buckets hold the majority

of daily hours. The goal is to fully automate bucket one, heavily

augment bucket two, and only spend protected time on bucket three.



What to Track

Use a simple spreadsheet or a Notion table for one week. Log:

Task name

Time spent (start/end)

Which bucket it belongs to

Whether it recurs daily, weekly, or monthly

Pro Tip

Audit your time the same way a CFO audits money. Your hours are

your equity.
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Build Your AI Stack

The Core 5 Tools

You don't need 50 tools. The most effective AI-powered workers use

a focused stack of 5–7 tools consistently rather than jumping

between everything new.

TOOL PRIMARY USE TIME SAVED

Claude or

ChatGPT

Drafting, analysis, research,

brainstorming
1–2 hrs/day

Zapier Connecting apps, automating triggers
30–60

min/day

Notion AI Knowledge management, project docs
30–45

min/day

AI Meeting Tools
Auto-transcribe and summarize

meetings

20–40

min/day

AI Scheduling
Auto-schedule deep work, protect

focus

15–30

min/day

Key Insight

Workers in tech using AI tools save an average of 66 minutes every

single day. With the right stack, those minutes add up to hours.
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Automate the Big Time-Drains

S T E P  1

Conquer Your Inbox

Save 45–60 Minutes/Day

Email is the single largest time drain for most professionals. Here's the

AI-powered inbox workflow:

1 Use Gemini in Gmail or Microsoft Copilot in Outlook to summarize

every email thread in one click before reading

2 Set up a saved AI prompt: "Summarize this thread, identify the next

action, draft a short reply in my tone, and flag anything I should

verify before sending"

3 Create snippet libraries for your 10 most common reply types. Let AI

draft, you tweak in 30 seconds

4 Set up Zapier automations to route emails to Notion tasks, Slack

channels, or Google Calendar based on keywords

5 Batch email to two windows per day (9am and 3pm). Protect

everything else as focus time.

S T E P  2

Eliminate Meeting Overhead

Save 30–60 Minutes/Day



Most meeting time is lost to prep and follow-up. AI cuts both:

1 Before a meeting: Paste the agenda into Claude and ask it to

prepare a 1-page brief with relevant context, likely questions, and key

talking points. Takes 2 minutes instead of 20.

2 During a meeting: Send an AI notetaker (Otter.ai, Fireflies, Read.ai) in

your place for meetings where your active presence isn't essential

3 After a meeting: Paste the transcript into Claude with this prompt:

"Extract: decisions made, action items with owners and deadlines,

open questions, and next meeting agenda items"

4 Reduce meeting load: Default all meetings to 25 or 50 minutes.

Decline any without a stated purpose or agenda.

S T E P  3

Automate Reports and Documents

Save 60–90 Minutes/Day

Most professionals write the same 8–10 types of documents

repeatedly: status updates, meeting summaries, proposals, briefs. AI

prompt templates eliminate the repetition.

Build a personal prompt library in Notion or Claude's Projects feature

with templates for:

Weekly Status Report

"Convert these bullet points [paste notes] into a structured weekly
update with: executive summary, progress this week, blockers, next
week's priorities"



Meeting Summary

"Summarize this meeting in: executive summary (2 sentences), key
decisions, action items with owners + deadlines, open questions"

Email from Bullet Points

"Write a professional email from these notes: [paste]. Tone:
[warm/direct/formal]. Length: under 150 words."

Research Summary

"Synthesize these [sources/notes] into a 1-page brief covering: key
findings, implications, and 3 recommended actions"

Key Insight

Once templates are built, report generation drops from 60 minutes

to 10 minutes. Knowledge work automation platforms report

employees reclaiming nearly four hours of low-value work per day.

S T E P  4

Automate Research

Save 30–45 Minutes/Day

Rather than spending an hour reading before understanding a topic,

use the AI adaptive depth method:

Level 1: 2 Min Overview

"Explain [topic] in one paragraph for someone unfamiliar"



Level 2: Working Knowledge

"Explain this so I can discuss it intelligently in a client meeting"

Level 3: Deep Understanding

"What are the nuances, edge cases, and common misconceptions
about [topic]?"

For data analysis, tools like ChatGPT's Advanced Data Analysis or

Claude's document upload can process spreadsheets, PDFs, and

reports in seconds, cutting analysis time from hours to minutes.

S T E P  5

Build AI Workflows with Zapier

Save 30–60 Minutes/Day

Zapier connects Claude and other AI tools to every app you use,

creating automated pipelines that run without you. Example

workflows to set up:

VIP Response Pipeline: New email from VIP client → Zapier pulls thread

→ Claude drafts a response → Drops into drafts for your review

Meeting Action Items: Meeting ends → Otter transcript → Zapier

sends to Claude → Claude generates action items → Zapier creates

Notion tasks

Automated Reports: Weekly report day → Zapier pulls data from your

tools → Claude generates report draft → Sends to your inbox



Pro Tip

Setting up Zapier MCP with Claude takes under 10 minutes and

requires no coding. The result is multi-step workflows that execute

while you sleep.
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Design Your 3-Hour Workday

The Protected Schedule

TIME ACTIVITY AI 'S ROLE

7:00–8:00
Morning AI workflow runs
automatically

Checks calendar, triages inbox,
generates daily brief

8:00–10:00
Deep work (2 highest-value
tasks)

Pre-researched, drafted, and prepped
everything

10:00–10:30 Email + async responses
Drafted 80% of replies; you review and
send

10:30–11:00
Meetings (batched, 25 min
each)

AI notetaker handles documentation

11:00–11:30 Review, approve, close loops
Generates summaries and action
items

After 11:30 Day complete
Zapier and AI agents run remaining
tasks

This is a 3–3.5 hour active workday.

Everything else runs on automated systems.

The Deep Work Principle

Use AI scheduling tools like Motion or Reclaim to auto-block deep

work on your calendar before meetings can fill it. Your two highest-

value hours become non-negotiable.



Studies show AI users completed 12% more tasks, worked 25% faster,

and produced output rated over 40% higher in quality, because

they're focusing human energy on high-leverage work instead of low-

level execution.
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Build Your AI Second Brain

The Setup: Notion + AI

1 One inbox database in Notion: every idea, note, article, and task

enters here first

2 Notion AI summarizer auto-processes each entry: categorizes it,

extracts action items, and files it to the correct area (Projects /

Areas / Resources / Archives)

3 Weekly AI review prompt: "Review these notes. Which should be

archived (no action > 30 days)? Which are active projects or

resources? List by category."

4 AI agent layer: Connect Notion to Claude via API or Zapier so your AI

can query your knowledge base in real-time when you need context

for a decision

The Result

An operating system that maintains itself. No more Monday

morning inbox chaos or "where did I save that?" moments.



The Tool Stack Summary

CATEGORY TOOL BEST FOR

AI Assistant
Claude /

ChatGPT
Drafting, analysis, research, brainstorming

Automation Zapier App-to-app workflows, no-code triggers

Knowledge

Base
Notion AI

Second brain, project management,

templates

Email Copilot / Gemini Drafting, summarizing, triage

Meetings
Otter.ai /

Fireflies
Auto-transcription and summary

Scheduling
Motion /

Reclaim
Auto-scheduling, focus time protection

Data Analysis
Claude /

ChatGPT

Reports, spreadsheets, research

synthesis

Reporting Zapier + Claude Automated weekly reports and briefs

Common Mistakes to Avoid

✕ Trying to automate everything at once

Start with one pilot workflow, run it for 2–4 weeks, measure the

impact, then scale.

✕ Not building a prompt library

Without saved templates, you recreate work every time. Build and

store your best prompts immediately.



✕ Skipping the time audit

Automation without a map is guesswork. Audit first,

automate second.

✕ Fully trusting AI output without review

Always verify AI results before acting on them, especially for client-

facing work.

✕ Using too many tools

The average AI user saves 2.2 hours per week. Power users save 5+

hours. The difference is consistency with a focused stack, not

breadth of tools.

F I N A L  T H O U G H T S

The Bigger Picture

Reclaiming 4–5 hours per day lets you redirect your highest

capabilities where they create maximum leverage:

Building income streams that don't require your hourly presence

Creating content and digital products at scale

Developing skills and relationships that compound over time

Designing a lifestyle that reflects real freedom, not just a shorter
to-do list



McKinsey estimates AI could handle more than half of
all US working hours by 2030.

Those who engineer their workdays around AI-powered leverage

now will be five years ahead of everyone who waits for permission

to start.


