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Top 10 Steps To A  
Perfect Day At The Office 

 
Whether you work out of an open concept cubicle, an office with a door or a home office, interruptions 
and an unorganized workday will leave you frustrated, fatigued and unsatisfied by the end of it. When 
you take charge of your environment and stop tolerating the things that hold you back from your goals 
you will expand the time available to you and give you more time for fun. 
 
 
1. FIRST, PLAN THE WHOLE WEEK TAKING INTO CONSIDERATION WHEN YOU HAVE YOUR 

HIGH ENERGY TIME EACH DAY. 
 
2. SCHEDULE ALL YOUR ACTIVITIES, INCLUDING YOUR OWN TASKS, TRAVEL TIME, QUIET 

TIME, CUSHIONS FOR BREAKS AND EMERGENCIES AS WELL AS APPOINTMENTS WITH 
OTHERS. 

 
3. GROUP SIMILAR ACTIVITIES INTO THEIR OWN TIME BLOCKS: E.G. CALLS OUT; MEMO-

WRITING; MAIL HANDLING AND ANSWERING, ETC.  
 
4. SELECT THE BIGGEST, MOST IMPORTANT JOB AND DO IT FIRST. 
 
5. BREAK UP VERY LARGE PROJECTS INTO MANAGEABLE CHUNKS; STOP AND DO 

SOMETHING DIFFERENT AT THE END OF EACH CHUNK. 
 
6. SELECT MINI-REWARDS FOR JOBS COMPLETED: E.G. COFFEE, BAGEL, FRUIT, SHORT 

STRETCH OR WALK. 
 
7. MAKE ADJUSTMENTS TO YOUR SCHEDULE AS REQUIRED, BE FLEXIBLE. 
 
8. DELEGATE EVERY TASK THAT SOMEONE ELSE CAN DO. 
 
9. FIND SOMETHING COMPLIMENTARY TO SAY TO EVERYONE WHO SPEAKS TO YOU AND 

MOVE ON QUICKLY. 
 
10. AT THE END OF THE DAY: CLEAN OFF YOUR DESK; UPDATE THE NEXT DAY'S PLAN; 

TAKE NO PROJECTS HOME. 
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