YOUR CVO TIPS

(CHIEF VIRTUAL ORGANIZER)

"Organizing your life and space one tip at a time"

Organizing for Accountability

Written by Deon Dewar-Gray

Christina Scalise got it right; organization isn't about
perfection, it's about efficiency. Many of us are currently
working remotely due to Covid-19 and its nuances. What
that means is a shift in lifestyle operations. Most of us
are accustomed to getting up, getting ourselves and the
kids ready, packing the lunch bags, doing drop-offs and
then head to work. Now, that routine has changed and
many persons struggle with managing their time
efficiently. Days pass and you have no clue which day it
is; you fight the need to do house chores while your work
stares at you from the computer; you lose track of which
reports are due and what meetings you need to attend.

It's a paradigm shift. How do you now cope in order to
reduce anxiety and stress? One of the ways you can cope
is through organization. Organizing sets you on the right
path to achieving more while holding yourself accountable.

“Organization isn't
about perfection, it's
about efficiency,
reducing stress and
clutter, saving time

and money and
improving your
overall quality of
life.”
~ Christina Scalise
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> Simple Steps

Here are 5 simple steps | recommend, whether working from home or office.

remain organized and stress-free.

1. Set a Ritual

Whether you're an early morning person or not,
set your ritual or maintain the one you had. It
helps to kick start your day, and lets your mind
and body know that it's 'action time.'
that's making my bed, brushing my teeth and
having my first cup of tea. Now that I've cut
back on travel time | use that extra time to

For me,

form new habits and brush up on others; for
example spending more time in my garden,
reading and journaling.

e |

4. Use Technology

There are so many options available which
make planning, organizing and scheduling so
much easier. Use them. Many are free.

| use the following:

e Evernote - for note-taking & creating to-do
lists.

e Dropbox & Google Drive - document sharing
& storage.

e Gmail Calendar - to remind me of everything.

. 3. Write it Down
G‘L" Keeping it in your head is

They help me

Give them a try and add your variation; find what works for
you.

2. Plan According to your Energy

Some persons are more productive, 'bouncing
off the wall' and beaming with thoughts in the
mornings. For some that's in the afternoon and
for others that's late at night. Work with what
works for you, you'll find that you become
more productive that way. Working remotely
now affords you the flexibility to plan ahead
and use your most energized time to focus on
critical tasks.

never a good option. You
often forget, procrastinate,
or do other unimportant
things with valuable time.
Schedule your
important task when you
are more energized.

most

Your
calendar should be your

besE e
even when you don't.

it remembers

5. Incorporate Idle Time

Because we're working from home, many of us
tend to sit in front of our computers for hours
and sometimes not in a comfortable position;
that's not healthy. You need mental breaks to
help you re-focus. | suggest taking a break
every 45-mins. Go for a 10-min walk/stretch
(relaxes fatigued body), play a game or listen
some music.
surprised how many ideas are born during
playtime.

Work and play. Simple. You'd be
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Things You Will Need

These are the things | ensure | have to make sure my 5 step plan works.

1. A Planner

You can opt for digital or the good old
fashioned way - physical planners. | use a
combination of both. Digitally | use Evernote
because it syncs between my phone and my
computer and information is easily accessible
LOVE pretty
stationery so | buy the very pretty ones or
design my own when time permits.

wherever | go. However, |

2. Journals or Notebooks

One or multiple, your choice. | have several;
one dedicated to my 9-5, one for writing down
my thoughts and ideas, one for my blog and
related projects and then there's one for all
miscellaneous stuff.

Again, digital is also an option. | use a
combination of both.

3. Dedicated/Uninterrupted Time

| find that the best time for me is early

morning before the world starts calling

to me. I'm normally awake by 4:00am

so this is easy for me to do. For many

it may require waking up 30 minutes

earlier than your regular schedule. "For every minute spent
organizing, an hour is

| use this time to plan and mentally earned.” ~ Anonymous

prepare for the day ahead. You can

also choose to use some time before Imagine what you could do with

bed to relax and plan ahead for the that hour!

next day. A combination of both can
be good. Find your own rhythm.

My travel time is now used for reading

and gardening. Create a balance.
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She is also an Administrative Professional specializing in Operation Streamlining,
Policy & Procedure Development and Cash Management.

Deon is currently the Administrative Officer at The Social Work Training & Research
Centre, The UWI Open Campus.




