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Business Habits

Office Space
Getting organized at work 
means getting ready for success

Marin Rose

These days it’s not just paper demanding our attention 
and cluttering our desks – it’s also digital information 
ceaselessly bombarding us in the form of emails, texts 
and Tweets at all hours of the day and night. More than 
ever, we’re juggling demanding roles, both at work and at 
home, and running to keep up with it all. 

If you’re like a lot of entrepreneurs, employees and job 
seekers, you could use a little more order, balance and 
beauty in your personal and professional life. 

I founded Libra Organizing on those very principles 
and I’m on a mission to help people attain their goals by 
conquering clutter. Not just paper clutter but the existen-

tial stuff, too. Because getting organized 
is not just about having a neat, inspir-
ing office space. It’s about defining our 
priorities and structuring our habits 
around them. 

Too often our time and energy are 
sapped by menial or repetitive tasks 
that distract us from the big picture. 
We bounce from one email to the next, 
one meeting to the next, to simply get 
through each hectic day, which results 
in exhaustion and lacking a sense of ac-
complishment. 

If this sounds familiar, it’s time to 
pause and develop a new system for 
managing your time, tracking and syn-
thesizing important information and 
building in activities to sustain your 
mind and body. 

Prioritize. Before you start clear-
ing out your desk drawers, make a list 
of the things that are important to you 
and prioritize them from most to least 
important. I recommend including 
personal, as well as professional goals. 
What commitments can you eliminate? 
Redirect that time and energy toward 
your top priorities, such as family time, 
business growth and personal health. 

Schedule. Working from your priori-
ties list, build out a schedule that allots 
time for your key tasks. Digital calendars 
that sync among your devices are invalu-
able here. Set recurrences for weekly, 

monthly, quarterly and annual meet-
ings and events, and schedule remind-
ers to alert you to prepare ahead of time. 
Again, I recommend integrating per-
sonal and professional events and tasks 
on a single, comprehensive calendar. 

De-clutter. Now it’s time to tackle 
workspace. This could be an office, a 
home office, or even a car. Regardless, 
ruthlessly discard old or unnecessary 
papers. Technology is a friend here. 
Replace paper invitations and remind-
ers with scheduled time slots on your 
calendar. Transfer contacts into digital 
format. Synthesizing scattered infor-
mation into a single point of access 
guards against tasks and information 
slipping through the cracks. 

Maintain. Don’t let your hard work 
go to waste. Set yourself up for lasting 
success by specifying time on a regular 
basis for healthy habits. Schedule time 
each morning to prepare for your day, 
and time in the afternoon to process 

your workday and respond to emails 
so they don’t pile up in your inbox. 
And don’t forget that dedicating time 
for sleep, food and exercise, as well as 
hobbies and personal relationships will 
fuel long-term success.  

Free Document Shredding: You’ve 
purged your files. Now what to do with 
that mass of sensitive papers and old 
tax documents? Take advantage of free, 
unlimited, on-site shredding courtesy 
of Libra Organizing, Saturday, May 2, 
8 – 11 a.m. at The Cleveland Group, 
CPAs parking lot on Davis Road. 
Shredding and recycling provided by 
Augusta Data Storage, Inc. 

If you’re like a lot of entrepreneurs, 
you could use more order, balance and 
beauty in your personal and 
professional life.

Professional Organizing Coach Marin Rose 
of Libra Organizing is celebrating five years or-
ganizing people’s spaces and lives to help them 
become happier and more productive – and less 
stressed. Contact Marin at libraorganizing.com  
to schedule a free organizing assessment in your 
home or office, or to hire her as a speaker.


