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Are you back at work and wondering how to do things better this year? * A Checklist for Organizational
The first and best way to get on the right track is to get your office and mind Success click here to download
organized for efficiency and success. Follow our hot tips, and watch your life at
work change for the better: m@umbh
1. Respect Your Office
The way you treat your office is a direct reflection of how you treat yourself. Wehnm‘s
When your office and desk are a mess and have become a dumping ground for

Training & Consulting

Getting Organized for Success

Happy New Year!

‘stuff’, you are really treating yourself with disrespect! You would never just for Center Management
pile up stuff in another’s office - so why do it to yourself? Childcare We are pleased to announce our brand
management is a busy job, so setting up your office to allow you to new training opportunity for center

strategically place and store items is a smart way to go:

Inbox - Get yourself an actual inbox - a tray or basket and place it on your
desk. Thisistheo n | y ypulevercplace papers that you have to deal with at
a later time that day. Do not create piles of papers - they have a tendency to
grow and multiply until you are buried in paper.

Instruct anyone who leaves you notes or messages to place them in your inbox

directors, assistant directors, program
supervisors, and health & safety
coordinators! Each month we will be
hosting a 60-minute Webinar on a topic
relevant to center management. For our list

only - let them know that this is your new system and will ensure their of monthly webinar topics and dates &
message is seen. tlmeS, CI'Ck here!

Give your management team an Inbox each too. This will act as your outbox

for those pieces of paper which your team is responsible for. Our first webinar is scheduled for January
Garbage Can - use it! Throw away things that you no longer need. Sweep 31st, 2012 at 10:00am PST or 1:00pm PST
through your office today and get rid of old sticky notes, last year’s reminders, | Topic: Getting Organized for Managerial
and other bits and pieces that are no longer relevant. Go through your desk Success $15
drawers and throw out pens and pencils that no longer work. Replace

stationery and other office equipment that has seen better days. Next Learn@Lunch \Webinar — 02/28/2012:

Archive - Purchase s few cardboard boxes and archive those documents that
you will no longer need in 2012. Go through your filing system and remove
children’s files, staff files, sign in sheets, and old financial records. Do this now
before you are compelled to by a lack of space!

Room Arrangement - refresh your outlook on things by moving a few pieces
of furniture around, if possible. A little environmental change helps the brain
refocus and reenergize itself. If you cannot do this, consider updating your

Marketing Success: 21 Marketing Ide

WA State residents — eam STARS Admin credits!

All you need is an hour — a computer
with Internet access - and a telephone!
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décor a little. A professional office is not usually over-filled with knick-knacks
(dust collectors) and personal items (take them home!) Add professional
recognitions, educational certificates, and tasteful array of work related
mementos to your office.

Desktop Organization

A commonly-neglected desktop is the one on your computer! The computer

desktop should be organized for efficient use, and not just the screen where all

your attachments are downloaded to. Here are a few tips to help you get
going:

- Review all the documents on your desktop. Delete those you no longer
need

- Save the remaining documents to My Documents, or create Folders on the
desktop to organize them. For example, Marketing Folder, Checklists
Folder, Training Folder, etc. This will help you find what you need faster.

- Separate your program icons from your desktop folders. Place the
program icons on one side, or at the top, and the folders directly across
from them on the desktop. This helps to create an organized visual field
for you, and faster access to what you need. Efficiency in action!

Create a Communication System

Center managers receive an enormous amount of information every day -

over the phone, from staff and parents, and in emails. In order to manage this,

itis important to set up a management system. Avoid sticky notes, as they
require management all on their own! Use a page-a-day planner, a notebook,
or a writing tablet to write down information as it comes in. Date each piece of
information you get, so that you know when it came in and how fast you have
to deal with it.

For more information on getting organized for success - join us for our
Learn@Lunch Webinar on January 31st, 2011

Download our Checklist for Organizational Success to get you started!
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