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For a TV Producer

On a typical 'busy' day (ie in the run up to filming a programme) I would 

Have 5 - 10 face to face meetings / discussions with people in the office. This could include a full scale meeting or just a "can you do this...?" type informal discussion. 

Make 15 - 20 phone calls. Probably half of these will be internal calls to people in the office. The other half will be to outside companies we have contracted to do something for us - e.g. build a prop,  supply an actor or extra, supply us a location etc. 

However, on a busy day this could go up to 30/40/50 calls - if I'm researching a particular thing or trying to find people / locations as above in a short space of time. 

Send 30 - 40 emails. Again, with a 50/50 split between internal and external companies. 

I always back up meetings / informal discussions / phone calls with emails so I have written confirmation of what was agreed between myself and the person I've emailed. This means I always know - or at least, I have written proof - of what someone else is doing for me and where they stand with 'actioning' that / finishing it etc. If someone above me then asks "what's happening with X" or "how is why Y getting on with that" I simply send them the email. I also ask for replies for important emails so that I can confirm that e.g. a presenter has or that a lawyer at Channel 4 has received a script - that way I know it has been received

Again - if I'm emailing for people / research / locations etc this could go up to 100+ emails a day. 

Might send 1 / 2 faxes per day - purchase orders to external companies 
