First Impressions-The Office Kind

Believe it or not-first impressions of how you keep your office will affect the way your clients, co-workers, superiors or employees view you and your abilities. You always want to look your best and convey a professional image and that extends not just from the suit you wear but to how tidy your office space appears. 

Even if you can find what you need in a disheveled office, having a tidy office conveys to others that you are put-together and can handle anything that comes your way. What is important is recognizing the need for a well-organized space and taking the time to turn your piles into a well-oiled, productive machine. 

Here are a few suggestions to help convey a professional image: 

1. Take the time to set up a filing system for your office. Keep your most important papers near and dear to you in a desk drawer. Keep reference files close but not in your immediate space in and/or around your desk. Archive off-site those files that you no longer use but are needed for legal or accounting purposes.

2. Clear off your desk.  I don’t mean taking your arm and sweeping everything onto the floor (or into the circular file). I mean go through everything on your desk and find a home for the items (even if the home does happen to be the circular file). If you have already set up a filing system-it will be easier to put what is on top of your desk into categories and file them away. 

3.  Don’t overstuff your bookshelves.  Keep only those books and binders that are necessary for your day-to-day operations.  Keep your personal momentos to a minimum.  And do not pile random papers onto your bookshelves-file them away or get rid of them.
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