Plans of Action

Getting Started

Welcome to The Organized Admin!
When I launched All Things Admin in 2009, I began asking assistants, “What are your top two
challenges?” Over and over again, the answer has been, “Getting organized!” Admins want help
organizing time, spaces, files, emails, meetings, events, travel, projects, their careers, and
more!
In this book, I am going to address the key areas where organizing challenges arise for admins
and explain:






What it means to "be organized."
Why being organized is vital to your career success.
How to become more organized in your career.
Tools and systems that may help you stay organized.
Tips and resources you can apply to your environment and work style.

Review the Roadmap and Chart Your Course
To get started using this book, scan through the table of contents to gain an overview of the
topics covered in becoming The Organized Admin. As you scan it, flag or highlight the chapters
you want to focus on first. Most chapters contain an action plan at the end to give you a
roadmap for getting started and taking immediate action.
Once you have a good overview of the material, use this book as a guide to chart your course to
organization. You may want to break the process down into weekly or monthly goals. Track your
progress to help you stay the course.
The chapters of this book and areas of organization were inspired by survey responses and
reader feedback from the past several years. However, if you have an organizing challenge in
an area the book doesn’t cover, please let me know! Send me a message through the Contact
page at TheOrganizedAdmin.com, and tell me what you need help with. I love hearing from
you, and I’d love to help you find a solution!

Your Implementation Plan
For your convenience, all of the action plans in this book (plus a binder cover) are
available in an electronic download at TheOrganizedAdmin.com. I did this so you can
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easily download the action plans, put them in a three-ring binder (The Organized Admin
binder!), and use them to track your personal progress and transformation as you
implement what you learn.
I also recommend you start a journal or insert blank sheets of lined paper in your binder
so you can record things as you work through each chapter. You’ll need something to
take notes on and capture thoughts in as you’re inspired by the various examples and
ideas in this book. Having your action plans and writing paper in the same binder will
keep you organized.
Additionally, I encourage you to take before-and-after pictures of your workspace or
screenshots of your digital file folders to include in your binder so you can see the progress you
make along the way. You may not want to remember how awful it looked when you first began,
but it’s a key motivator when you look at it later and see how far you’ve come. I even encourage
taking pictures at various stages of the process to track your journey visually. It’s a very
powerful way to view your progress from start to finish.

Resources, Files, and What I Use
Throughout this book, you’ll find these three icons indicating additional resources, files,
or ideas for that chapter. Since organizing products and technologies often change, I
didn’t want to list the specific product brands or names in print. Instead, I’ve posted links
and pictures on our website, TheOrganizedAdmin.com, so you can always find the
latest tools I use and recommend.

The file folder icon indicates a File Download.

The mouse icon indicates a Resource Alert.

The push pin icon indicates What I Use.
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My Writing Style
I tend to write in a conversational style. While I do believe in good grammar, correct
punctuation, and complete sentences, there may be places where I stray a bit for
emphasis. But fear not – my editing team usually keeps me in line. I share this because
I know how particular admins, myself included, can be. It is, after all, part of what we do
for a living – proofing other people’s documents. That said, if you find an error that I
should correct in future editions, please visit the Contact page at
TheOrganizedAdmin.com and let me know.
Throughout the book, the terms “admin,” “assistant,” and “administrative professional” are used
to represent the hundreds of titles that comprise the administrative profession. No matter what
your specific title may be, I’ve written this book for you. I also use the terms “manager,”
“executive,” “boss,” “supervisor,” and “team” when referring to those you work with or report to –
no matter what their titles may be.

Let’s Get Organized
A lot of what I’m going to share and recommend may require making changes to how
you currently work. It will require establishing new habits and eliminating old ones that
are not supporting you. There are no shortcuts. You have to do the work to experience
the results of change and transformation that you are looking for in your life and career.
At times, my approach is direct and to the point. But if you have heard me speak,
participated in my training programs, or follow my writing online, you know I always
tackle issues with a positive, proactive attitude. This book is no exception.
If you’re ready to finally get organized, let’s get started!
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Chapter 1 – What Does “Organized” Mean?
Plan of Action:
 Make a list of the organizational problem spots you have today.
 Jot down some notes about why they are a challenge, and what keeps you from
getting or maintaining organization in your problem spots.
 Note your answers to the above questions in your journal or organization binder.
 Share your challenges with us at TheOrganizedAdmin.com.
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Chapter 2 – The Cost of Disorganization
Plan of Action:
 Identify the disorganized areas that are costing you time, money, and/or creating
stress.
 Share your disorganization problem spots with us at TheOrganizedAdmin.com.
 Look around your desk and workspace and identify the different types of clutter
(sticky notes, coffee cups, office supplies, knick knacks, photos).
 Take 10 minutes and clear all of the clutter from your workspace.
o Tape sticky notes to a sheet of three-hole punched paper and put them in
your procedures binder. (Create one if you don’t have one.)
o Put the office supplies away or contain them in a box.
o Put all of the knick-knacks and photos from your desk into a box and place
it under your desk.
o Clear all bottles, mugs, and food containers from your desk.
 Sit down at your desk and observe how it looks and how it makes you feel. Write
a few notes about the thoughts and emotions this inspired for you. What do you
think are the main reasons that clutter accumulates in your workspace? (Hint:
Your answer will contain clues for how you can overcome clutter once and for
all.)
 Take a picture of your desk and workspace after you clear the clutter. Compare
the two pictures you’ve taken. How do you feel when you look at the before
picture compared to the after picture?
 If you’re willing, share your before-and-after pictures with us at
TheOrganizedAdmin.com.
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Chapter 3 – Discover Your Unique Organizing Style
Plan of Action:
 Review the six Time Style Preferences. Which Time Style Preference(s) do you
think are your most dominant?
 Review the six Space Style Preferences. Which Space Style Preference(s) do
you think are your most dominant?
 Based on what you’ve read, what do you think your executive’s most dominant
Time Style and Space Style Preferences are?
 How are you and your executive the same? How are you different?
 If you’d like to verify your reported organization type by taking the TSSI, you can
find the assessment link at TheOrganizedAdmin.com.
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Chapter 4 – Principles of Organization
Plan of Action:
 Gather the office supplies you’ll need to get started organizing.

□ 1 box of hanging file folders – letter size
□ 1 box of manila file folders – 1/3 cut, letter size
□ 1 box of colored file folders – 1/3 cut, letter size
□ 3-4 pads of assorted color sticky notes – 3” square size
□ 2 pencils
□ 2 pens (blue or black)
□ 2 black permanent markers (fine or bullet tip)
□ 1 file folder box or plastic tub designed for hanging files
□ 1 box of clear, quart-size food storage bags that zip close
□ 1 box of clear, gallon-size food storage bags that zip close
□ 1 package of mailing address labels (optional)
 Identify one section on your desk or office where you can apply the four
principles of organizing outlined in this chapter.
 Gather, contain, label, and create a home for those items.
 Time yourself. How long did the entire process take you? Write it down in your
organization journal. How did you feel when you were finished? Take a picture of
the area when you are finished.
 Repeat these steps until all areas of your desk or office area have a home.
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Idea: Print this page and post it as a constant reminder to help you
maintain an organized workspace!
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Chapter 5 – Create Systems for Organization
Plan of Action:
 Identify one area of your daily responsibilities where a template, form, checklist,
or procedure would help you better manage the project or task.
 Do a brain dump of all of the details that go into completing that project or task.
 Start organizing the details in order of importance or order of completion.
 Leave blank lines next to items to indicate information that needs to be collected
each time you do this project or task.
 Leave check boxes next to items you need to check off as having completed
each time you do this project or task.
 Number the items that must be done in a specific order.
 Use a bulleted list for items that are not order specific to make it easy to read.
 Test out your template, form, checklist, or procedure. Update it after you use it a
few times to perfect it for ongoing use.
 Repeat this process to create a system for each project or task you are
responsible for.
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Chapter 6 – Organizing Your Ideas
Plan of Action:


Purchase a regular journal and a smaller journal or notepad for when you’re on
the go. Commit to carrying the smaller journal with you all of the time.



Setup an online folder or install an applicable software program where you can
capture ideas when you are on your computer or electronic devices throughout
the day.



Create your first journal entry using the ideas listed in this chapter.



Commit to writing in your regular journal at least once a week – but daily
updating is encouraged.
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Chapter 7 – Workspace Organization
Plan of Action:
 Take before pictures of your workspace, desk drawers, file drawers, and storage
cabinets in your immediate work area.
 Take a picture of your desk and work space from the other side of your desk.
What do you notice most about your work area when you look at it from a
different perspective? (Hint: After you get it organized, take another picture and
compare.)
 Clear the clutter from your desk.
o Take absolutely everything off your desk. Throw trash items and dead
plants away and put everything else in a box.
o Determine which items are essential to your daily work, and put them back
on your desk. Or find a desk drawer (a home) where they can live.
o Leave the other items in the box and place it under or near your desk.
Keep it there for at least a month. If you don’t need them in that time, you
can probably store or get rid of them. If you have personal items you want
to keep, such as family photos, consider reducing the quantity or placing
them outside of your primary work zone to reduce the visual clutter.
 Empty your junk drawer.
o Remove all of the items from your junk drawer and place them in a box.
o Throw away any items that are trash.
o Find a desk tray, sorter, or a couple small boxes to place in the drawer.
o Determine which items are essential to your daily work, group them with
like items, and place them back in the desk drawer.
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o Review what’s left in the box. Place extra supplies in the supply cabinet.
Create files for important paperwork. Get rid of anything you no longer
need.
 Showcase your incoming mail tray. Create an incoming mail sign so it’s visible for
everyone who comes to your desk.
 Create or document your color-coding system for files and projects.
 Order any office supplies you need to setup your filing station and workspace.
 Take after pictures of your workspace, desk drawers, file drawers, and storage
cabinets in your immediate work area. Compare them to the before pictures and
congratulate yourself on your progress!
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Chapter 8 – Paper and Digital Filing Organization
Plan of Action:
 Identify the primary reasons that you resist filing.
 Share your reasons with us at TheOrganizedAdmin.com.
 Brainstorm a list of the filing categories and sub-categories for your job
responsibilities.
 Document the color-coding system you use or create one to implement.
 Setup a file-on-the-go station to make filing part of your daily routine.
 Setup a tickler file system if you don’t already have one that works for you.
 Brainstorm a list of file naming conventions to use to help you find files more
easily.
 Create your digital filing cabinet.
 Organize your digital files into new folders in your digital filing cabinet and purge
the files you no longer need as you go.
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Chapter 9 – Organizing Your Time: To-Do Lists, Tasks, and Calendar
Management
Plan of Action:
 Do you have a set time each day for daily planning? If not, start by spending 30
minutes before you leave the office each day, to wrap things up and map out
your plan of action for tomorrow. Repeat this daily.
 When you get to the office in the morning, review your plan of action again and
make any necessary adjustments based on information or messages that have
come in overnight.
 Do you have a daily meeting with your executive? If not, it’s time to initiate this
daily best practice. It may take a little time and convincing if it’s not something
your executive has ever done before, but it’s worth it!
 Identify what your system is for recording, tracking, and completing your tasks
and projects. Is it paper? Digital? Or a hybrid of both? Write it out on paper so
you can see it and think through it logically.
 Do you know how much time you truly have to work on important tasks and
projects each day? If not, keep a time log for at least five days to give yourself
some insights into how long things take, and where you’re spending your time.
 What are some helpful checklists you can create to help you stay on track and
remember all the details without overloading your brain? Create one today. Add it
to your procedures binder. Then create your next checklist tomorrow. Repeat.
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Chapter 10 – Inbox Organization
Plan of Action:
 Create an email folder called: OLD INBOX – [today’s date]
 Move all emails from your Inbox to this OLD INBOX folder.
 As new emails come into your inbox, take action in one of these ways:
o Do it…if you can do it quickly and get it off your list
o Create a rule and/or folder to automatically filter it.
o Create a task (if it’s something you need to do).
o Create a calendar appointment (if it’s somewhere you need to be).
o Save it to your hard drive (if you need it for reference).
o Delete it.
 Process your email in batches, and process every single email each day.
Practice making a decision about what to do with each message. Remember:
Your inbox is not your to-do list. Use tasks for your to do list.
 Work from your tasks list each day, not from your inbox.
 Create a special alert rule for emails from your executive to ensure you are
immediately notified of incoming messages from him or her. This will help you get
comfortable with working from your task list instead of your inbox!
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Chapter 11 – Meeting and Event Organization
Plan of Action:
 Make a list of the typical meetings and events you coordinate.
 Do you have planning checklists, forms, or templates for any of the items on your
list?

□ If yes, pull them together in one location digitally and/or in print.
□ If no, then begin creating these.
 Create a section in your procedures binder or a paper folder for storing extra
copies of these forms so they are easily accessible when you need them.
 Create a desktop shortcut on your computer so you can quickly navigate to the
digital file location of these forms, templates, and checklists.
 Create an EVENTS folder on your computer and subfolders for the types of
events you coordinate. (E.g. board meetings, staff meetings, client site visits,
etc.) Create a subfolder in each of these folders with the date of the event you
are planning. Then save the planning details for each event in its respective
folder so you (or anyone helping you) can always find what they need.
What I Use: Sample Folder Structure

 Identify at least one new way to find new ideas and stay
current on event and meeting planning best practices.
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Chapter 12 – Travel Planning Organization
Plan of Action:
 Find out if your company has a preferred travel agency or travel services provider
that you should work with.
 If your company has one, schedule a meeting with the travel agency to
learn more about how to work most effectively with them and use their
online booking resources.
 If your company does not have an established travel provider, collect
information from local agencies affiliated with national brands and
interview them as potential travel providers.
 Familiarize yourself with your company’s travel policies.
 Find out who the company’s preferred travel providers are for hotels, airlines, car
service, rental cars, etc.
 Develop your own standard and international travel forms, templates, and
checklists to make your job easier.
o Visit TheOrganizedAdmin.com to download a free travel itinerary template
to get you started.
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Chapter 13 – Project Organization
Plan of Action:





Think about a self-assigned project that you want to complete. (E.g.
administrative procedures binder, project management software research,
Initiating a quarterly admin educational lunch for your division.)
Make a list of the organization systems and tools you need to complete the
project. (E.g. types of supplies, special software or apps, forms, checklists,
etc.)
Create your plan for completing the project by breaking it down into the
individual steps involved and assigning start dates and dues dates to each
task.



Enter each task with the due date and start date into your Outlook Tasks.



Begin executing your plan.



Now think about a more complex and involved project that you may be working
on. Using the above steps as your template, identify how you can better
organize it going forward. Implement your plan.
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Chapter 14 – Career Organization
Plan of Action:
 Find your resume and update it. Do it today, if possible. Or schedule it for some
time this week.
 Update or create your professional portfolio of work samples. Begin by gathering
work samples you may want to include.
 Update or create your LinkedIn profile.
 Download the free personal business card template at TheOrganizedAdmin.com
and create your own personalized business cards.

Here is a sample card to give you some ideas on how to create your own:
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Chapter 15 – Beyond the Job Search Toolkit
Plan of Action:
 Research the online tools available for creating the digital edition of your
professional portfolio.
 Decide which tool you’d like to use for your digital portfolio and use it to begin
developing yours.
 Review your professional networking activities and identify one way you can
improve your networking efforts.
 Begin an interview questions list in your journal or professional portfolio.
Continue adding ideas to it so you have a list to refer to when needed.
 Develop a list of three to five references and include their names, emails, phone
numbers, and what your working relationship was with them.
 Create an accomplishments list document, and add to it each week throughout
the year so you are better prepared for your annual performance review.
 Develop a strategic administrative career plan for yourself.
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Chapter 16 – Calling In the Experts
Plan of Action:
 Research and interview professional organizers in your area.
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You Can Do It!
You can become more organized if you make the conscious choice to do so. The
process of getting organized takes time, patience, and a willingness to change. My goal
in writing this book was to give you ideas and action plans for organizing key areas that
assistants struggle with. You may need to tweak some of these strategies to make them
work for you. But you don’t have to start from scratch in figuring it out. The framework
for what you need to get started is all right here.
Throughout this book, I’ve outlined simple plans of action to help you think through and
implement the ideas shared in each chapter. If you’re trying to get organized, and you’re
struggling with where to begin, read the first five chapters to get an overview of the
principles and strategies that help you get organized. Then pick a chapter (from six
through 15) each month for the next year and make it part of your professional
development goals. One chapter at a time isn’t overwhelming. It will help you focus on
forming the new habits you need within a reasonable timeframe. The plans of action
included with each chapter will help.
So, what are you waiting for? If you want to be successful as an administrative
professional, you have to be organized. Leverage your unique organizing style to
create systems, reduce overwhelm, increase productivity, and become The Organized
Admin!
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Appendix
Recommended Reading
Best Practices for Administrative Professionals







Administrative Excellence by Erin O’Hara Meyer
Be the Ultimate Assistant by Bonnie Low-Kramen
Become An Inner Circle Assistant by Joan Burge
Executive Secretary Magazine published by Marcham Publishing, Lucy Brazier,
CEO
Not “Just An Admin!” by Peggy Vasquez
The Definitive Personal Assistant & Secretarial Handbook by Sue France

Communication, Career Planning, and Success






Crucial Conversations by Patterson, Grenny, McMillan and Switzler
Eat, Drink & Succeed by Laura Schwartz
Guerilla Marketing for Job Hunters 3.0 by Jay Conrad Levinson
The 7 Habits of Highly Effective People by Stephen R. Covey
The 8th Habit: From Effectiveness to Greatness by Stephen R. Covey

Email Management




Brilliant Email by Dr. Monica Seeley
Inbox Detox by Marsha Egan
The Executive Secretary Guide to Taking Control of Your Inbox by Dr. Monica
Seeley

Developing New Habits and Navigating Change




Better Than Before by Gretchen Rubin
Change Anything: The New Science of Personal Success by Patterson, Grenny,
Maxfield, McMillan, and Switzler
The First 30 Days by Ariane de Bonvoisin
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Organizing Tips and Ideas







2 Minute Organizing Miracles by Becky Esker
Clutter Control! by Susan Wright
Confessions of an Organized Homemaker by Deniece Schofield
Keeping Work Simple by Carol Cartaino and Don Aslett
The One-Minute Organizer Plain & Simple by Donna Smallin
The TSSI Style Guide: A Professional’s Resource by Cena Block

Productivity and Time Management






Doing the Right Things Right by Laura Stack
Leave the Office Earlier by Laura Stack
No Excuses! by Brian Tracy
SuperCompetent by Laura Stack
What To Do When There’s Too Much To Do by Laura Stack

Strengths, Personality Type, and Work Styles








Fascinate by Sally Hogshead
StandOut by Marcus Buckingham
StrengthsFinder 2.0 by Tom Rath
Type Talk by Otto Kroeger
Type Talk at Work by Otto Kroeger
The Art of SpeedReading People by Paul D. Tieger
The Birth Order Book by Dr. Kevin Leman

Travel Planning


Kiss, Bow, or Shake Hands by Terri Morrison and Wayne A. Conaway
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Technology Training



100 Tips Using MacOS X & Office 2011 (Spiral-bound Guide) by Vickie Sokol
Evans, MCT
100 Tips Using Windows 8.1 & Office 2013 (Spiral-bound Guide) by Vickie Sokol
Evans, MCT
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Resources for The Organized Admin
Certifications
 Certified Administrative Professional – IAAP-HQ.org
 World Class Assistant Certification – OfficeDynamics.com
 Microsoft Office Certifications – Microsoft.com/en-us/learning/officecertification.aspx
 Advanced Certificate for the Executive Personal Assistant – BMTG.org
 Certified Professional Organizer – NAPO.net
 The Institute for Challenging Disorganization provides five levels of certificates
and certification. ChallengingDisorganization.org
 Project Management Professional – PMI.org
 Certified Associate in Project Management – PMI.org
 Certified Meeting Professional – ConventionIndustry.org
Organizing and Productivity Websites
 ABowlFullofLemons.net
 ChallengingDisorganization.org
 GetOrganizedNow.com
 GetOrganizedWizard.com
 GettingThingsDone.com
 InnovativelyOrganized.com
 JulieMorgenstern.com
 NAPO.net
 OrganizingHomeLife.com
 OrgJunkie.com
 PeterWalshDesign.com
 SaneSpaces.com
 TheOrganizedAdmin.com
 TheProductivityPro.com
Visit TheOrganizedAdmin.com to see our most current list of resources for apps,
software, organizing supplies, and more.
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Other Books by Julie Perrine
The Innovative Admin: Unleash the Power of Innovation In Your Administrative Career

TheInnovativeAdmin.com

5 Simple Steps to Creating Your Administrative Procedures Binder (e-book)
Your Career Edge: Create a Powerful Professional Portfolio (e-book)
Your Career Edge: Create a Professional Online Portfolio (e-book)

AllThingsAdmin.com
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Connect With All Things Admin
Website
AllThingsAdmin.com

Facebook
Facebook.com/AllThingsAdmin

Twitter
Twitter.com/JuliePerrine
Twitter.com/ProceduresPro

LinkedIn
LinkedIn.com/company/All-Things-Admin
LinkedIn.com/in/JuliePerrine

For downloadable resources mentioned in this book, visit TheOrganizedAdmin.com.

To inquire about having Julie Perrine speak at your next meeting, contact us through
our website at AllThingsAdmin.com.
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