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Take control of your day at the office right from the start 
March 28, 10:33 AM Get Organized Examiner Vicki Hancock 

 

Regain control of your office time by arriving a little early and forming a set of routines. 
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Ever feel like you're out of control at work, like so many people place so many 
demands on you that it's difficult even to get started each day? 
 

You can have control, right from the time you arrive. The routines you establish to start each workday help determine the general 
outcome of your day. 
 
First, plan your personal activities as much as you can so that you arrive at work at least a few minutes before your expected start 
time. Arriving just a few minutes early can give you the breathing room you need to get your day started productively. Here's an 
example. 
 
I returned to the office one Monday morning after a week away, managing faculty and students in several education programs for 
which I was responsible. 
 
I arrived at the office about 15 minutes early, plenty of time to make some tea, lay out the files and paperwork I brought back from 
travel, collect the paper mail from my in-box, and note how many voicemail messages were awaiting my attention. 
 
Before starting any lengthy to-do list task, I completed the following routines: 
1. Checked my electronic calendar for the day's commitments to meetings and phone calls (this helps me estimate how much 

time I have to handle the rest of my morning routines); 
 

2. Listened to and addressed phone voicemail messages (making notes about each message on a telephone message pad 
and indicating action to take or action taken); 
 

3. Opened and categorized paper mail (File, Act [specifying what action to take by making a note on the envelope], Discard); 
 

4. Reviewed email that had accumulated since I last checked (flagging messages requiring action, filing messages for later 
reference, and discarding junk or irrelevant messages, similar to the paper mail process above); and 
 

5. Added tasks to my running to-do list (I keep a spiral notebook of monthly to-dos, marking each according to 
importance/urgency, and checking off each as it's completed. 

 
By addressing these basic tasks at the start of my day, I felt more in control of the rest of my schedule for the day and the week. 
Time for another cup of tea! 
 

For additional information about office time management, see the attached video, and visit the following resources: 

 Top 10 Time Management Tips for the Office 

 What to Do When Your Desk is a Disaster 

 Nine Simple Ways to Increase Your Daily Productivity 
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