
How to Organize Your Office at
Work as a Leader
Your desk and your office compose your central station
as a leader. This is the one place where people meet you
for various reasons, including difficult conversations,
evaluations, planning meetings, sales-related talks, and
so much more! How you set up your office can help you
with your efficiency, productivity, and the overall feeling
people get when coming over to see you.

21 Practical and Helpful Tips for
Organizing the Office as a Leader

Here are some tips and suggestions for organizing your
office space as a leader. Use 1 to 3 of these ideas to put
in place to enjoy the rewards and benefits that come
with having productive and well-managed spaces. 

1) Position your desk where you can keep yourself from
being easily distracted. 

2) Distracting wallpaper, photos, and paintings should be
removed from the area.

3) Keep drawers and cabinets locked, especially at the
end of the day. 

-CONTINUED ON NEXT PAGE
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4) Have some plants or greenery around for a
calming effect.

5) Have plenty of chairs for visitors.

6) Keep memorabilia or little gifts and mementos
to a minimum to avoid clutters.

7) Have a system for following up when needed.

8) Have a system for following through on tasks.

9) Get rid of trash and unnecessary items to
prevent clutters.

10) The email inbox should have just a few items
that are current and not yet completed.

11) Supplies, such as copier paper, boxes of
highlighters, etc., should be kept inside neat and
organized drawers or cabinets.

12) Keep the top of the desk free and clear of
stacks and trash.

CLICK HERE TO READ THE ENTIRE ARTICLE IN
MORE DETAIL WITH ALL 21 TIPS!
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How to Organize Your Office as
a Leader (Cont’d) COMING SOON!

SUMMER OLYMPICS
BEGIN

JULY 1
CANADA DAY

JULY 4
INDEPENDENCE DAY (US)

BACK TO SCHOOL FOR
MOST STUDENTS AND

TEACHERS

SETTING GOALS FOR THE
FALL  SEASON

STARTING TO PREPARE
FOR THE FALL  SEASON
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Please click here to download pdf
version of this document.

1) Motivational and Self-Help Books
2) Backpack
3) Reusable Water Bottle
4) Desk Organizer
5) Chair Backrest
6) Notebooks, Notepads, Pens, Pencils
7) Emergency First-Aid Kit
8) Graphing Calculator
9) Sweatshirt from the College Student Store
10) Gift Card from the College Student Store
11) Small Copier/Scanner
12) Motivational Wall Art
13) Small whiteboard for the wall
14) Wall Calendar (whiteboard)
15) Corkboard for a Vision Board
16) Subscription to a Magazine
CLICK HERE TO READ THE ENTIRE ARTICLE WITH HELPFUL LINKS TO THESE ITEMS, PLUS ALL 30

IDEAS.
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30 Useful and Practical Gift Ideas for
Someone In Your Life Who Is Going to
College Soon
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Helpful Downloadable
Documents and Templates

EFFICIENCY AND ORGANIZATION PAGE 04

Click on each of these downloadable documents to be directed to the Products page
of Efficiency and Organization.

https://efficiencyandorganization.com/products/ols/products/checklist-to-use-for-any-project-or-plan
https://efficiencyandorganization.com/products/ols/products/daily-self-reflection-question-template
https://efficiencyandorganization.com/products/ols/products/customer-service-checklist-to-use-as-file-covers
https://efficiencyandorganization.com/products/ols/products/rules-and-expectations-for-kids-while-mom-and-dad-are-on-vacation


1 )  Deep  breath ing  exerc ises

2)  Knowing  yourse l f/ ident i fy ing  what  you  are  fee l ing  to  be  se l f -aware  wi th
how you  respond  and  tack le  s i tuat ions

3)  Making  l i s ts  to  set  pr ior i t ies  throughout  the  day  to  tack le  the  most
important  th ings

4)  Stepp ing  away  f rom the  s i tuat ion  

Get  away  f rom a  cha l leng ing  s i tuat ion  by  go ing  to  a  pr ivate  room,  l ike  a
rest room,  then  breath ing  in  and  breath ing  out .  Te l l  yourse l f  you  wi l l  be  okay
and  that  th is  too ,  sha l l  pass .  Ta lk  yourse l f  up ;  mot ivate  yourse l f  and  get  back
out  there  aga in .  Take  as  much t ime as  you  need  to  co l lect  yourse l f .

5 )  Gett ing  enough rest

6)  Hav ing  a  we l l -ba lanced  d iet
What  you  eat  makes  a  d i f ference  upon  your  overa l l  hea l th  and  wel l -be ing .
Some foods  are  bet ter  for  our  metabo l i sm than  others .  You  may  not  fee l  the
immediate  e f fects  but  a  hea l thy  d iet  i s  one  o f  the  keys  to  your  overa l l  menta l
and  phys ica l  we l l -be ing .

-cont inued  on  next  page

How to Regulate Emotion and Stress
as a Leader

Leaders must find ways to cope with their own stress and well-being.
High levels of stress can negatively impact mental and physical
health, productivity, attitude, and emotional well-being. Other areas
of life are also affected, such as sleep deprivation, mood swings, and
social isolation. Finding ways to cope and deal with the pressures is
one of the most essential things a person in a leadership position can
do.

Use as many of these tips and strategies daily to equip yourself with
the tools and techniques necessary to handle stress as a leader. Print
and post the strategies to refer to frequently when the workload
becomes too challenging.

https://www.infoprolearning.com/blog/leadership-stress-management-strategies-and-benefits/
https://www.infoprolearning.com/blog/leadership-stress-management-strategies-and-benefits/
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7 )  Medi tat ing  f requent ly

8)  Pract ic ing  mindfu lness  outs ide  o f  work

Stress  can  a f fect  your  mind ,  body ,  mood ,  and  energy .  Pract ice  mindfu lness
when you  know you  are  go ing  through  a  s t ress fu l  s i tuat ion .  Research  ways
and  techn iques  to  pract ice  mindfu lness .  St rateg ies  inc lude  making  genu ine
connect ions ,  se l f -compass ion ,  and  mindfu l  movements  l ike  yoga  (Un ivers i ty  o f
Wash ington ,  2024) .  

9 )  Se l f -care
Se l f -care  i s  essent ia l  in  any  s t ress fu l  profess ion  where  one  dea ls  wi th  others ,
such  as  teach ing ,  law enforcement ,  hea l th  care ,  e tc .  You  must  care  for
yourse l f  in  ways  that  he lp  you .  You  may  l ike  Sunday  morn ing  walks ,  get t ing
manicures ,  read ing  by  a  f i rep lace ,  o r  s i t t ing  on  the  ba lcony .  Whatever  ways
you  can  pract ice  se l f -care  wi l l  he lp  you  care  for  yourse l f  f i r s t  before  car ing
for  o thers .

10)  Min i  vacat ions  and  getaways  to  re lax  the  mind  and  body

11 )  Hav ing  a  great  support  system 

12)  Journa l ing  

13)  Exerc is ing  regu lar ly

Just  l ike  a  hea l thy  d iet ,  regu lar  exerc ise  wi l l  not  ca lm your  nerves  and  make
you  destress  immediate ly .  However ,  do ing  i t  as  a  rout ine  wi l l  he lp  your
overa l l  menta l  and  phys ica l  we l l -be ing .  In  turn ,  you ' l l  be  ab le  to  make
dec is ions  qu ick ly  and  e f fect ive ly .  You ' l l  be  more  energet ic  and  pos i t i ve
throughout  the  day .

CLICK HERE TO READ THE ENTIRE ARTICLE WITH ALL 15 TIPS!

How to Regulate Emotion and Stress
as a Leader (Cont‘d)
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How to Improve Customer Service In
the Workplace

EMPOWER YOUR STAFF  AND YOURSELF  WITH SOME OF  THESE  PRACTICAL  CUSTOMER SERVICE  SKILLS ,
WHICH WILL  HELP KEEP THOSE YOU SERVE HAPPY AND CONTENT .   GREAT  CUSTOMER SERVICE
ENABLES YOU TO RETAIN AND BRING IN  NEW CLIENTS AND BOOSTS EMPLOYEE  MORALE  AND
CONFIDENCE !

13 WAYS TO IMPROVE CUSTOMER SERVICE AT WORK

1 )  BE  MINDFUL OF  YOUR TONE WHEN YOU TALK TO CUSTOMERS.

Whatever  d i f f icu l ty  you  may  be  endur ing ,  remember  that  c l ients  and  customers  have  no
knowledge  o f  the  negat ive  fee l ings  and  thoughts ,  nor  are  you  respons ib le  for  what  you  are
endur ing .  You  cannot  take  your  anger ,  f rust rat ion ,  s t ress ,  and  worry  out  on  them.  Te l l
yourse l f  th is  every  day ,  somet imes  severa l  t imes  a  day ,  " I  am not  do ing  we l l  today ;
therefore ,  I  w i l l  make  sure  everyone  I  in teract  wi th  fee ls  the  exact  oppos i te  o f  what  I  am
fee l ing .  I  w i l l  he lp  them have  a  great  day  so  they  don ' t  fee l  what  I  am fee l ing  ins ide . "  Your
tone  and  demeanor  matter !  Make  i t  a  po int  to  be  ext ra  k ind ,  respect fu l ,  and  he lpfu l  to
peop le  dur ing  those  d i f f icu l t  days  so  they  can  fee l  va lued  as  customers  and  c l ients .

2)  BE  MINDFUL OF  YOUR FACIAL  EXPRESSIONS AND EYE  MOVEMENTS WHEN SPEAKING
WITH SOMEONE FACE-TO-FACE .

3 )  HAVE A  SYSTEM FOR FOLLOWING THROUGH ON TASKS .

Fo l lowing  through  i s  about  keep ing  promises  to  yourse l f  and  others :  do ing  what  you  say  you
wi l l  do  in  a  t imely  manner .  For  example ,  i f  you  te l l  someone ,  " I ' l l  ca l l  you  wi th in  the  next  15
minutes , "  you  need  to  ca l l  w i th in  15  minutes .  I f  you  te l l  someone ,  " I ' l l  have  that  done  by  the
end  o f  the  day  today , "  you  have  to  have  i t  done  before  the  end  o f  the  day .  

4)  HAVE A  SYSTEM FOR FOLLOWING UP ON TASKS .

5 )  BE  PATIENT .

6)  SPEAK CLEARLY .

When communicat ing ,  speak  as  c lear ly  as  poss ib le  for  the  person  to  understand .  Be  conf ident ,
fami l ia r ,  and  profess iona l .  Ref ra in  f rom eat ing  or  do ing  other  th ings  whi le  ta lk ing  to  a  person  to
he lp  them fee l  that  they  are  the  most  important  person  at  that  moment .  

CLICK HERE TO READ THE ENTIRE ARTICLE WITH VERY HELPFUL TIPS.
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