TIPS FOR BEING ORGANIZED AT WORK

1. Organizing is being able to find what you need when you need it, and to show up where you need to on time.
2. Neat is not organized. You may know someone who has a perfectly neat desktop, but if you looked in their drawers, they wouldn’t be able to find anything.

3. Whether at work or home, you should keep thing that you use frequently nearby, what you need often, should be within easy reach, what you use infrequently, such as reference files should be within walking distance.  Anything that you no longer need, but may need, such as tax records, or other files, can be archived, and placed far away.  This gives you the space you need for the important things. 

4. Three rules of  organizing:

· everything needs a home – have an easy place to put things away

· systems – create a system for everything you do regularly

· routines—decide when you will do the things you do regularly

5. How to organize:
· It is best to start organizing by taking everything off the desk, or out of the drawer, etc. Otherwise, you will just end up rearranging.

· Sort into piles (boxes) – Keep, donate, and a trash bag (or shred/recycle)
· Get rid of the donate as soon as you can – before you decide you want it back

· Now that you see what you are keeping, you can start putting things back,  grouping like items together
6. Keep a “single-minded focus” on one major task at a time. Studies have shown that multitasking isn’t working.  You may be interrupted, but this is the task you keep coming back to.  

7. Use a one-subject notebook to put all of your to do list, notes, and reminders in.  This eliminates having a lot of little notes all over your desk. If you do use a post-it note now and then, just stick thee post it right into your notebook.

8. Don’t make your daily list too long.  Allow time for the interruptions that are sure to come.

9. Keep a file for each separate project you are currently working on, and keep it close by, so you w can take out what you need – and put it back easily.

10. Stop interrupting yourself.  Only check your email at certain times during the day, as well as your texts, and phone messages.

11. File the way you think – alphabetically or by categories.

12. Maintain your workspace.  Allow time at the end of the day, or when you come in to put things back where they belong, and get rid of what you no longer need.
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