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M CAREERS PERSONAL ORGANIZATION

A PLACE FOR EVERYTHING

Wenn in den Akten Durcheinander herrscht und die Ablage alles andere als Ubersichtlich ist, kann
das fur Mitarbeiter nervig sein und flr Unternehmen teuer werden. Ordnung in das Chaos bringen

professionelle Blroorganisatoren, wie MARGARET Davis berichtet.

ournalists don’t have a reputation for being well

organized. I once worked at a newspaper where

the staff loved to talk about their former editor-

in-chief, a man whose instincts were so sharp he

could find a good news story anywhere — as long
as it wasn’t sitting on his unbelievably messy desk. In
fact, the staffers claimed, sometimes even his typewriter
would disappear for months.

Truth or legend? I can’t say for sure, but to quote an-
other journalistic principle: never let the truth stand in
the way of a good story. The part about the typewriter
was probably an exaggeration. The rest was not.

How about you? Do you always know where to find
important files? Or do you lose things and forget
appointments? Nobody’s perfect, but if your answers to
those questions were “no” and “yes”, you may need
help organizing your work.

According to London-based professional organizer
Cory Cook, the key to good organization in the work-
place is surprisingly simple: think about what you have
to do. “Really think about your workflow. Think
about the way things come into your office, and the way
they need to go out,” Cook says. “You've got to have
systems in place so that things don’t get stuck and lost.”
(For more from Cory Cook, see the interview on page
52:)

Of course, developing those systems is what
many people have trouble with. For example, 80 per
cent of Canadians say they feel disorganized, according
to a 2009 survey done for Professional Organizers in
Canada (POC). Managing their personal time and
work is the biggest problem, respondents said. And it’s
not just a question of personal frustration — in fact,
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disorganization can also be costly for companies. A
Brother International survey discovered that looking for
lost or misplaced items takes up 38 hours a year per
American employee. That’s an entire week’s work.

The large numbers of self-help books, television
shows and magazines with articles on office and home
organizing are a sign that many people feel over-
whelmed by the demands of modern life. There’s even ¥

ORGANIZE YOUR NOVELS

Canadian crime writer Mary Jane Maffini describes herse®
“professionally disorganized”. But, she adds: “If you're 2
you really have to be on top of things — and | work at home.
my home has to be a place that functions.”

Looking for help, Maffini began buying organizing books
magazines and watching organizing shows on television. “I ¥
that people who did this were really members of a helping p
sion and they offered amazing tools for people to sort out their *
and improve them. | began to think this would be a very po
job for an amateur sleuth.” And so Charlotte Adams was cr

Charlotte wears killer heels and has a natural ability to stus
into danger. In a series of five novels, Maffini has been telling
lively and very funny story since 2007. “An organizer gets |
home and sees what people are trying
| hide. She also gets to look into the m
L cabinet, and under the bed, and in a¥
| closets,” Maffini laughs, explaining why
_ body can keep a secret from Charlotis
| long. Was there another reason for creas
| a series around the life and work of a
| sional organizer? Well, yes: “At the back
E my mind, | also thought all those books
| magazines could now be tax-deductible ™
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Just too much? A
wellorganized affice
will make your work

g0 more smoothly

“Think about your workflow —

the way things come into your office,

and the way they need to go out”




Bl CAREERS PERSONAL ORGANIZATION

CORY COOK is a professional orga-
nizer and time-management spe-
cialist based in London. Cook spoke
to Business Spotlight about some
of the challenges of office organiza-
tion.

Is there a one-size-fits-all solution for office organizing?

| don’t think there’s a magic pill, unfortunately. What tends
to happen is that everybody has their own unique style and
unique organizing habits and patterns. So, for example, one
person might reach in one place for something, where
someone else would naturally tend to reach somewhere
else. Things should have a distinct home and be easily
accessible when you need them, but it wouldn’t necessar-
ily be the same place from one person’s desk to another
person’s desk. Some people quite like having things in ver-
tical files on top of their desks. Some people like having

magazine holders; other people can’t stand the magazine |

holders. Some people like to have things in drop files that
go into a filing drawer. Other people feel like their docu-
ments get lost in there and they’d rather have them
stacked on top of their desk. So, that's why one solution for
everyone doesn’t work.

But do you have some simple tips for office organization?
Make sure that things have a consistent place where they
live so that, when you're done at the end of the day, every-
thing goes back. Then the next time you need it, you'll

a series of humorous crime novels with a professional

organizer as its protagonist (see box, page 50).

“Unfortunately, there’s no magic
organizing pill”

know exactly where to look. Make sure that things you're
using all the time are at arm’s reach. You don’t want to have
the filing cabinet at your desk loaded up with things that
you don’t go to very often, yet you've got a huge unit at the
back of your office that doesn’t have much in it.

Should you try to organize your desk or office so that a col-
league could find documents if you aren’t there?

Absolutely. It is sort of tricky to strike the balance between
getting organized for yourself and making it possible for
someone else to access your documents or files. If it's

' something that someone else would need to access quite

frequently, it could be in a certain designated area. For ex-
ample, clearly labelled in a filing cabinet or a certain draw-
er. You should take the time to show your colleagues exact-
ly how you have your system laid out, so that it would be
quite easy for them to find what they might need.

As a professional organizer, you enjoy doing things that a
lot of other people find dreary. But you have fun with that,
right?

[laughs] | love it! | hate to confess it, but | like to do it in
my spare time! | could go on for hours, whereas after a cer-
tain point, a lot of people want to shut down. And | think
that is the trick to having someone from the outside come
in, because, in a way, | can see the end results. So, | can
help people carry on and get through the tough spots when
things get a bit overwhelming and they feel they want to
shut down.

hyperactivity disorder (ADHD) or disorganization syn-

drome.

For most people, however, poor organization is not a
symptom of a disease. Getting some professional advice
or learning a few techniques may be all you need to help
you clear that overflowing desk. Of course, if you’re one
of those people whom others turn to for help in setting
up a smoothly functioning office, you might want to »

All those books, TV shows and magazines may also
reflect a new respect for the organizing profession. Or-
ganizers come from a variety of backgrounds and many
of them receive special training. Some are even specific-
ally trained to deal with people who have psychologi-
cal or behavioural problems, such as attention-deficit
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M CAREERS PERSONAL ORGANIZATION

Don’t know what
to do first?

It's time to get
organized

think about a career as a professional organizer. Mean-
while, here are some basic organizing tips:

u Place the most recent documents in the front of a file.
That way, whenever you open it, the most current in-
formation will be on top.

m Before you make an important phone call, make a list
of the items you need to discuss.

= Allow twice as much time for a task as you think it
should take. This will give you a buffer in case of in-
terruptions or searches for additional information.

» Work with your own bodily clock. If you’re a morn-
ing person, do the most difficult task early while
you're still fresh. If the afternoon is your most efficient
time, do difficult work then rather than in the morn-
ing.

u Before hiring a professional organizer, ask them about
their experience in similar projects, and request an
outline of how they plan to do the work. Also, find
out about the organizer’s training, ask for references

— and be clear about the fee.

Sources: National Association of Professional Organizers (NAPO), US;
Professional Organizers in Canada (POC)

Finally, try not to get discouraged if your in tray over-
flows. “Organization is a process, not a state achieved
in one day,” says Standolyn Robertson of the National
Association of Professional Organizers in the US.
“Think about it as ‘being organized’ or ‘staying orga-
nized’, not ‘getting organized’.”
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WEBSITES

® Biroorganisation Biroordnung Netzwerk Deutschland e.V:
www. boond.de

m Cory Cook Professional Organizing Services: http://corycook.com

® National Association of Professional Organizers: www.napo.net

m Professional in Canada:
canada.com

m Association of Professional Declutterers and Organisers:
www.apdo-uk.co.uk

® Author Mary Jane Maffini's website: www.maryjanemaffini.ca

Organizers www.organizersin

(www| More career trends at www.business-spotlight.de/careers

MARGARET DAVIS is a Canadian journalist and editor
of the Careers and Global Business sections of Business
7 Spotlight. Contact: m.davis@spotlight-verlag.de
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BUSINESS SPOTLIGHT AUDIO

More than 70 minutes of exercises, interviews and texts
relating to the current issue of Business Spotlight.

m In our Business Skills section, find out the best |

m Practise words for work and hear opinions on |
the ideal work situation in our Job Talk special.

= We look at working with the Czech Republic in
our Intercultural Communication section.

m Hear Philip Ely talk about home technology.

m Skill Up! your vocabulary with close relations to

| @ | Wherever you see this symbes
in the magazine, you wil
find the text, a related inter-
view or a language exercise
on Business Spotlight Audia

Subscribe now!
You can choose between a CD or a download. We
also offer a mini-subscription.
Subscribers can download a complete audio tran-
script at www. business-spotlight.de/audio
Here’s how to subscribe:
m see pages 93-94 in the magazine
m phone +49 (0)89 / 8 56 81-16
m send an email to abo@spotlight-verlag.de
m visit www.business-spotlight.de/audio
or www.spotlight-verlag.de/hoermagazin




