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Where Did |
Put That
Proposal?

Simple
organizing
tec niques
to alleviate

stress and
increase your
effectiveness

By Jeanine Baron
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ORGANIZATION

t’s 7:30 Monday morning. You arrive at

the office early today, determined to stay

ahead of your workload this week. More

than a dozen new e-mails await you, hav-

ing arrived since you left the office Friday

at 6:00 p.m. By 7:50 a.m., your largest
client has called your office twice to see if the pro-
posal he needs for a 10:00 a.m. meeting is ready. You
know the information is somewhere in the piles on
your desk, but can’t seem to get your hands on it.
The agenda for your 8:30 a.m. planning meeting
isn’t finalized, and you’re still looking for that pro-
posal...

As a business owner, you continually work
under stressful conditions and manage large
workloads in a business environment that seems
to be operating at warp speed. The stress that is
related to working harder and faster is reaching
epidemic proportions, as stress-related illnesses
cost the nation $300 billion per year.

As reported in The Overworked American,
Americans are working 164 more hours per year
than we did 20 years ago, the equivalent of one
extra working month each year. For many, being
organized can help reduce stress, save time and
encourage efficiency. While you probably have lit-
tle control over the hectic nature of operating a
business, you can make a significant difference in
your life by getting organized.

Assess Your Office Ergonomics

Evaluate your office for proper design to pro-
mote a healthier work environment. Are your
eyes really tired at the end of the day?
If so, you may need to adjust your

lighting or computer screen height in your work
area. The eyes should be 24-36 inches from the
screen, where the neck is bent within a 15-degree
angle, up or down. The top of the screen should
be just below the eye level.

Do you feel exhausted at the end of the day? If
so, assess your lifestyle habits for possible con-
tributing factors: good nutrition, exercise, rest,
and stress reduction. Good ergonomics at home
and micro-breaks at work can improve your
health and comfort on and off the job.

Improve Your Record
Management System

The average U.S. executive wastes six weeks per
year retrieving misplaced information from
messy desks and files. Poor record management
leads to inefficiency, poor customer service,
increased costs, additional space requirements,
potential for litigation, and other problems.

When creating any type of file system, remem-
ber to keep it simple. Paper folders and electronic
folders should mirror one another, so that your
electronic information “feels” the same as your
paper files. When creating or organizing a file sys-
tem, segregate active files from archival files. Use a
“destroy date” on as many archive boxes as possi-
ble. Consider investing your effort, time and
money to improve this area of your business —
you'll see significant and positive returns on those
investments.

Organize Your Desk To Improve Workflow
For many, a cluttered desk drains the mental
energy and focus required for completing proj-
ect-oriented tasks. How does information flow in
and out of your work area? Are you spending
countless hours “shuffling” papers, looking for
information to complete projects or make deci-
sions? The most workable way to manage paper
on a daily basis begins with the arrival of infor-
mation from a consistent location (i.e., the top
left corner of your desk or designated “Inbox”).
From here, information can flow to labeled bas-
kets or areas on your desk or elsewhere for:
* Projects/things to do
e Periodicals/reference material to read
¢ Information and file folders that need filed
* Projects/tasks that need your attention
TODAY
* Trash
Once established, the use of a good system
becomes second nature.
Improvement of your workflow
sometimes requires “mastering
the mundane” through desktop
maintenance.



Remember that the payoff to having an organ-
ized work environment is being able to control
the time spent on tasks and eliminate the poten-
tial for lost or misplaced information, thereby
reducing stress.

Gain Control Over Processing Mail —
Both Paper And Electronic

Designate a specific time of day to deal with
processing your mail. Do you detest going
through your mail? If so, you may need to sched-
ule a high-energy time of the day when you can
best concentrate on this task. The system you cre-
ate for desktop management is a critical precursor
to dealing with your paper mail.

Ask yourself, “Is this something I need to act
on?” (TO DO basket); “Should I read this?” (TO
READ basket or TRASH); “Will I need this later?”
(TO FILE basket). Your diligence in sorting the
mail DAILY is necessary to maintain your valu-
able workspace, and provide clarity for projects
and tasks.

According to a recent survey, time spent on e-
mail was estimated at two hours per day. To
process e-mail more effectively, use your comput-
er files and folders like a file cabinet. You would-
n’t consider filing your paper mail by “Incoming”
or set up a filing system within your paper inbox,
right? Electronic mail should be processed and
filed according to subject, not method of delivery.
Sorting e-mail into categories can help you keep

personal, professional and highly sensitive corre-
spondence separate. If you get into the habit of
keeping different work-related correspondence in
different folders, it can help you keep closer track
of continuing projects. Taking the time to organ-
ize your e-mail using the various options under
the “Tools” menu can also provide a number of
benefits, including tracking and follow-up of
incoming and outgoing e-mails.

Improving Self-Management Skills

“Busyness” has not only become a way of life
and a habit, but while we weren’t looking, it has
become an addiction. It has also become a way we
measure our self-worth. We continually invent
new criteria to convince ourselves that we’re
accomplishing a lot, confused about the differ-
ence between effectiveness and just staying busy.
The fundamental guideline to managing your
time is to involve yourself in activities that are
aligned with your goals, not open slots in your
schedule. View the time “spent” on a project or
activity the same way you would spend money.
Look for your return on investment.

Do You Have A Minute?

Tolerating interruptions in the workplace is one
of the main causes for people working longer
hours, taking unnecessary work home and spend-
ing less time with their families. There are, how-
ever, many ways to minimize interruptions and
their negative impact on your day.
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Where possible, forward your calls to voice mail
when you need to finish a project uninterrupted.
Deferring or delaying responses to e-mails and
voice mail puts you in an action mode, as
opposed to a reactive mode. Consider the statis-
tics of the time spent on incoming calls that aver-
age 11 minutes, verses the average outgoing call
that lasts an average of 7 minutes. That’s roughly
eight outgoing calls vs. five incoming calls per
hour, increasing your productivity by nearly 50
percent!

Outgoing calls are time savers for several rea-
sons. You may have the option of leaving a
detailed message on the recipient’s voice mail,
eliminating the necessity of a long-winded con-
versation. You will also have an opportunity to
assemble the information necessary to complete
the call at your fingertips. Finally, you can better
control the length and time of the call.

Pay close attention to your body language when
at your desk. Sometimes, we may be uncon-
sciously communicating an availability when we
really have important business to attend to.
Refrain from looking up at everyone that passes
by your office. If you are interrupted, feel free to
tell them that you need time to finish what you
are working on. Let them know when it is a good
time to get together, and choose a time to meet
that best suits your schedule. m
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Look for these upcoming
educational programs
presented by the experts
who regularly offer their
insight in the pages of
Smart Business Now:

MARKETING TECHNIQUES - APRIL I1

HIGH PERFORMANCE CUSTOMER SERVICE - MAY 9

HIRING TOP PERFORMERS - JUNE 13

SALES TECHNIQUES THAT WORK - JULY I1

COACHING TO ACHIEVE YOUR GOALS - AUGUST 8

7:30 - 9 am

SEMINAR SERIES

$20 subscribers
$40 non-subscribers
includes continental breakfast

*reserve your space now*

To sponsor a seminar, contact:
Kathy Kelsh 610.783.5060 x109
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The People Who
Help Put The
Smart in

Smart Business
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February’s Experts F3VR

Jeanine Baron is the Principal/Founder of
Streamliners, Inc., providing organizing solu-
tions and improving effectiveness in the work-
place. Reach her at 215.616.2660 or via e-mail
at streamliners@att.net.

Joe Barone is the Chairman of VirTu, Inc.
Reach him at 215.790.3250 x11 or via e-mail
at jfb@virtuinc.com.

Beth S. Brodovsky is Principal of Brodovsky
Design, a communication design firm. Reach
her at 610.567.2799 or via e-mail at
bsb@brodovskydesign.com.

Jeffrey Dobkin is the Author of How to
Market a Product for Under $500! and
Uncommon Marketing Techniques.
Reach him at 610.642.1000.

Nancy Gold is President of King’s Collar
Custom Shirt Company. Reach her at
610.642.9910.

Vince Green is President and Founder of
T.A.N! Marketing & Development,

helping small business grow through the fun-
damentals of strategic planning and the prin-
ciples of marketing. Reach him at
215.541.1328 or via e-mail at
vince@thegsms.com.

Bill Harris is Vice President of Creative
Services at Orbit Integrated, specializing in
integrated marketing communications. Reach
him at 302.234.5700, x 131 or via e-mail at
bill.harris@theorbit.com.

Chris Lehnes is Vice President of CIT Small
Business Lending Corporation, an SBA lender.
Reach him at 973.740.5000 or via the Web at
www.cit.com.

Robert Manero is a tax partner at the
regional CPA firm of Maillie, Falconiero ¢
Co., LLP. Reach him at 610.935.1420 or via
e-mail at firm@maillie.com

™

Joel L. Naroff is the Chief Economist for
Commerce Bank. Reach him at 215.497.9050.

Donald D. Gamburg, Esq. is an Attorney
with Blank Rome Comisky & McCauley, LLP.
Reach him at 215.569.5330 or via e-mail at
gamburg@blankrome.com

John V. Puscian, MAAA, MSPA, FEA is Chief
Actuary with J.P. Associates, Inc. in Voorhees,
NJ. Reach him at 856.346.4000 or via e-mail at
actuary962@aol.com.

Cartwright Reed is President of Shipstone
Consulting, offering cross-platform, embed-
ded-system and multimedia expertise. Reach
him at 610.862.1115 or via e-mail at
cart@shipstone.com.

Bill Ringle is the founder of StarComm
Development, Inc., an Internet consulting firm
providing strategic technology planning, con-
sulting, customized training/education, and
development services. Reach him at
800.654.4425.

Emmet Robinson is a Professional Speaker
serving the national business community with
entertaining seminars on profitable customer
retention. Reach him at 800.889.0822.

Jim Shulman is the President of Marketing
Results, creating comprehensive marketing
programs for businesses and serves on the
board of directors for the Philadelphia Direct
Marketing Association. Reach him at
610.526.2166 or via e-mail at
jims@marketingresults.com.

Phyllis Sisenwine, PCC, is a Certified
Business Coach with Powerful Solutions, Inc.
Reach her via e-mail at
Phyllis@powerfulcoaching.com or via

the Web at www.powerfulcoaching.com.

Dan Goldberg is an Author, Keynote Speaker
and the President of Dan Goldberg Consulting,
L.L.C,, atraining, coaching and business devel-
opment firm. Reach him at 215.233.5352 or via
e-mail at dg@dangoldberg.com



