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Tips on How to Stay Organized in the Workplace by Susan Wes t 

For many people, there are not enough 
hours in the day. With full schedules, 
there are daily problems that will occur 
and will need immediate attention. This 
means that other tasks will have to be put 
to the side. Impromptu meetings, em-
ployee absences, employee issues, and 
other situations can make getting through 
the workday almost impossible. Staying 
organized and having a plan for when 
your time is being used for another pur-
pose are essential if you want to stay on 
task and complete a project or assign-
ment on time. If leading a team, you will 
have to know what the other members of 
the team are working on and when they 
will be done also. This way, you will be 
able to delegate additional responsibilities 
when necessary. The following tips will 
help you and your team stay on track 
even when other situations present them-
selves.  
 
· Invest in a calendar with big blocks so 
that you can write down not only your 
schedule, but also your team members 
schedules. Have a hard copy of this 
schedule in case the computers are 
down. No one can predict when the sys-
tem will crash or when files are erased. A 
calendar can be used to keep track of 
projects, assignments, and team member 
availability.  
 
· Have phone numbers handy in case of 
emergencies. You should have a place to 
put these numbers other than on your 
computer. They should be in some type of 
order so that you can find the numbers 
you are looking for quickly.  
 
· Keep files separate. Make sure you file 
all material in the designated folder. Each 
day, take out what will be needed and 
keep it close by. If giving a presentation, 
have all materials ready to go and in your 
bag so that you don't forget anything. You 
should do this when traveling also.  

· Make lists of daily tasks and mark them 
off as you complete them. This will help 
you stay on track and if you need to han-
dle another problem, you will know where 
you left off.  
 
· Try to give as much notice as possible 
for team meetings. Your team members 
have other job responsibilities as well. 
Respect the fact that they are busy and 
try to plan meetings ahead of time.  
 
Create a list of your team members and 
their strengths and skills in a particular 
area. When planning a project, refer to 
the list when deciding which roles people 
will fill. If a team member specifically asks 
for a role, write it down on their list so that 
next time, you will remember to consider 
them for it.  
 
It is important that while you should be 
organized at work, you should also plan 
time into your day to spend with family, 
work on a hobby, or spend some quiet 
time alone. Finding a balance between 
work and free time will help keep stress 
levels low. If you are taking work home 
everyday, then you may want to look at 
where you are spending your time during 
the day. Taking home work is fine occa-
sionally, if it becomes a habit, then more 
planning will need to be done.  
 
Learning how to organize and plan your 
workday may take some time. You will 
have to devote some time to making lists, 
filling calendars, and creating team mem-
ber skill sheets. But this preparation will 
help on days when there isn't enough 
time. Unfortunately, you will not be able to 
plan for everything. There will always be 
some situation at work that you will have 
to handle or fix. Having a schedule will 
help during these times.  
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   THE CHARLESTON CHAPTER OF ARMA 
 
 
 
 
 
 
PARTNER TO CELEBRATE RECORDS AND INFORMATION MAN-
AGEMENT MONTH WITH ������������	
���������� TO 
THE CHARLESTON/ MT. PLEASANT COMMUNITY ON WEDNES-
DAY, APRIL 15, 2009 . 
 
IRON MOUNTAIN WILL BE AT THE TIDELANDS BANK, 1100 
PARK WEST BOULEVARD, PARK WEST, MOUNT PLEASANT 
WITH THEIR SHREDDING TRUCK ON APRIL 15, 2009, FROM 1:00 
P.M. UNTIL 3:00 P.M.  IRON MOUNTAIN, KNOWN WORLDWIDE 
AS ONE OF THE MOST SECURE, ON SITE SHREDDING SER-
VICES, WILL BE ON HAND TO SHRED YOUR PERSONAL DOCU-
MENTS FREE OF CHARGE.   
 
Records management personnel from all facets of business will be on 
hand to answer questions for the public about retaining/destroying docu-
ments.  A representative from Iron Mountain will be there as well to offer 
expert advice on shredding and records storage. Records and Information 
Management month is a great way to get started on the right track to pre-
vent Identity theft in your personal and business life!  
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MAY IS OUR CHAPTER SITE TOUR MONTH.    You won’t want to miss this 
one!  Our chapter is traveling to Drayton Hall Plantation to tour the rich history 
there provided by years of conscientious record keepers!  .......Stay 
tuned......more in May’s Newsletter! 

                                  MEMBER SPOTLIGHT 
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Sherry Villeponteaux 
Berkeley County Government 
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“We Turn Filing Space Into Office Space” 

 
Kardex Filing and Storage 

Kodak/Minolta Micrographics 
Smead Filing Supplies 

Library Bureau Shelving  
SMI Systems Furniture 

Dahle Shredders 
Smeadlink Electronic Document Manage-

ment Software 
 

 

Our On-Staff Factory 
Trained Technicians will 

install and service systems 
for the Life of the Product 

Free Consultation  And 
Space Planning 

Serving the Lowcountry 
since 1930 
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 April 15      Tidelands Bank, Mt Pleasant           RIM– Shredding/Community Service 
 May 20      TBA (watch newsletter)                      Site Tour  
 June 17      Cypress Gardens                       Awards Banquet 

�

�

Oh, the places we’ll go! 
Mark these dates on your 
Calendar and plan to join us!  
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DRIVING DIRECTIONS TO  Tidelands Bank, Park West in Mount Pleasant, SC:  From Charleston, take 
 I-526 towards Mt. Pleasant for approximately 10.7 miles and exit at Long Point Road Exit 28.  Turn left on to 
Long Point Road  for 3.1 miles and then Left on to Highway 17N for 2.9 miles.  Turn left on to Park West Blvd .  
Go through 1 roundabout and 1100 Park West Blvd., Tidelands Bank is on the right.  Tidelands Bank Tele-
phone 843.264.8446. 
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LOOKING BACK��������� On March 18, our Chapter participated with other SC  ARMA 
Chapters to present a joint effort to approximately  80 participants from across the state.  
Doug Allen, ARMA INTERNATIONAL President-Elect, was  on hand to talk about RIM Com-
petencies and Electronic Records. Ed Thomas spoke a bout professional ethics and lead-
ership and Jesse Wilkins gave goo tips on how to ma nage email messages as records.  
The food was great and the networking better! 
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