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ABSTRACT 

A relatively neat and orderly office space clears the way for higher productivity and 

less wasted time. 

Organizing your office doesn’t have to take days, it can be done a little at a time. In 

fact, maintaining an organized office is much more effective if you treat it like an 

on-going project, instead of a massive assault. 

INTRODUCTION 

For most people, a cluttered workspace makes for a cluttered mind. Not only will 

having an organized desk look more inviting, but it'll motivate you to get to work, 

especially since you won't have to clear paper piles and junk out of your way to get 

the job done. Browse through these clever desk organization ideas to find simple 

yet highly effective ways to tidy up your workspace.  

I. Why Organizing the Workplace Is 
Important 

 

 

If you've ever spent twenty minutes looking for a piece of paper that would have 

taken you twelve seconds to file, you have some understanding of the value of an 

organized workplace.  

Physical systems that reduce clutter and that help you find what you need go a 

long way toward creating order and reducing stress. 

Tip 



Organizing the workplace can help reduce the frustration of having to search for 

items that should be readily available. Taking the time to organize your space 

according to company activities not only improves workflow by saving steps, it also 

forces you to think through the different aspects of your operation, and how to 

approach them efficiently and systematically. 

Sharing Work, Sharing Space 

You may have an impeccable memory that can help you locate every piece of 

paper on every pile, but one of your coworkers may need to find those same 

papers without the benefit of having handled them.  

Unless you work in a one-person office, you'll most likely be looking for items your 

coworkers have put away and they'll similarly be looking for things you have 

moved. Organizing the workplace can help reduce the frustration of having to 

search for items that should be readily available. Designate specific places for 

different types of papers and tools. 

Work with your coworkers to create a workplace culture in which items are placed 

where they belong right away, rather than pushed aside to be organized later.  

Label your bins, trays and file folders, and train new employees to follow your 

system so they'll be on board with your organizational systems from the start. 

Remove things you don't use regularly to keep them from tying up space and 

making it difficult to find items that you actually need. 

Efficiency and Time 

Aside from the minutes and hours you'll save by not having to search for 

indispensable items, an organized workplace can improve efficiency by aligning 

your space with operational processes.  

 



An organized manufacturing facility stores materials as close as possible to the 

location where they are actually used. An organized accounting office keeps recent 

files from current clients where they are most accessible, and older files from 

inactive clients are kept in storage areas where they can still be found, but not as 

conveniently.  

Taking the time to organize your space according to company activities not only 

improves workflow by saving steps, it also forces you to think through the different 

aspects of your operation, and how to approach them efficiently and systematically. 

Workplace Organization as a State of Mind 

Keeping your workplace organized isn't just a matter of finding permanent places 

for essential items and instructing employees to replace them there. Workplace 

organization is a state of mind that takes ongoing work and thought.  

Create a culture of keeping your space clean and organized by taking pride in 

efficient physical systems and praising and rewarding workers who take these 

systems to heart. Create information systems with the same thought and care that 

you put into organizing your physical space. 

II. 15 Best Organizing Tips For Office 
Organization and Getting More Done 

You may think that you don’t have time for office organization, but if you really 

knew how much time that disorganization cost you, you’d reconsider. Rearranging 

and moving piles occasionally doesn’t count.  

 

Neither does clearing off your desk, if you swipe the mess into a bin, or a desk 

drawer.  

1. Purge Your Office 



De-clutter, empty, shred, get rid of everything that you don’t need or want. Look 

around. What haven’t you used in a while? 

Take one area at a time. If it doesn’t work, send it out for repair or toss it. If you 

haven’t used it in months and can’t think of when you’ll actually need it, out it goes. 

This goes for furniture, equipment, supplies, etc. 

Don’t forget about knick-knacks, plants (real or artificial), and decorations – if 

they’re covered with dust and make your office look shabby, they’re fair game.  

2. Gather and Redistribute 
Gather up every item that isn’t where it belongs and put it where it does. 

3. Establish Work “Zones” 
Decide what type of activity happens in each area of your office. You’ll probably 

have a main workspace (most likely your desk,) a reference area (filing cabinet, 

shelves, binders,) and a supply area (closet, shelves or drawers.) 

Place the appropriate equipment and supplies are located in the proper area as 

much as possible. 

 

4. Close Proximity 

Position the equipment and supplies that you use most within reach. Things that 

you rarely use can be stored or put away. 



5. Get a Good Labeler 
Choose a label maker that’s simple to use. Take the time to label shelves, bins, 

baskets drawers. Not only will it remind you where things go, but it will also help 

others who may have a need to find, use, or put away anything in your workspace. 

6. Revise Your Filing System 

As we move fully into the digital age, the need to store paper files has decreased. 

What can your store digitally? Are you duplicating files? You may be able to 

eliminate some of the files and folders you’ve used in the past. If you’re storing files 

on your computer, make sure you are doing regular back-ups. 

Here’re some storage ideas for creating a smooth filing system: 

Create a meeting folder – Put all “items to be discussed” in there along with items 

that need to be handed off, reports that need to be given, etc. It’ll help you be 

prepared for meetings and save you stress in the even that a meeting is moved up. 

Create a WOR folder – So much of our messy papers are things that are on hold 

until someone else responds or acts. Corral them in a WOR (Waiting on Response) 

folder. Check it every few days for outstanding actions you may need to follow-up 

on. 

Storage boxes – Use inexpensive storage boxes to keep archived files and get 

them out of your current file space. 

Magazine boxes – Use magazine boxes or binders to store magazines and 

catalogs you really want to store. Please make sure you really need them for 

reference or research, otherwise recycle them, or give away. 

Reading folder – Designate a file for print articles and documents you want to read 

that aren’t urgent. 

Archive files – When a project is complete, put all of the materials together and 

file them away. Keep your “working folders” for projects in progress. 

File weekly – Don’t let your filing pile up. Put your papers in a “To File” folder and 

file everything once a week. 

Learn more tips on organizing your files here: How to Organize Your Files for 

Better Productivity 



7. Clear off Your Desk 

Remove everything, clean it thoroughly and put back only those items that are 

essential for daily use. 

If you have difficulty declutter stuff, this Declutter Formula will help you throw away 

stuff without regretting later. 

8. Organize your Desktop 

Now that you’ve streamlined your desktop, it’s a good idea to organize it. 

Use desktop organizers or containers to organize the items on your desk. Use trays 

for papers, containers for smaller items. 

 

Don’t forget your computer desktop! Make sure the files or images are all in 

organized folders. I’d recommend you clear your computer desktop everyday 

before you leave work. 

9. Organize Your Drawers 

Put items used together in the same drawer space, stamps with envelopes, sticky 

pads with notepads, etc. 

Use drawer organizers for little items – paper clips, tacks, etc. Use a separate 

drawer for personal items. 

10. Separate Inboxes 

If you work regularly with other people, create a folder, tray, or inbox for each. 



11. Clear Your Piles 

Hopefully with your new organized office, you won’t create piles of paper 

anymore, but you still have to sort through the old ones. 

Go through the pile (a little at a time if necessary) and put it in the appropriate 

place or dump it. 

12. Sort Mails 

Don’t just stick mail in a pile to be sorted or rifle through and take out the pieces 

you need right now. Sort it as soon as you get it – To act, To read, To file, To 

delegate or hand off. . 

13. Assign Discard Dates 

You don’t need to keep every piece of paper indefinitely. Mark on files or 

documents when they can be tossed or shredded. 

Some legal or financial documents must be kept for specified length of time. Make 

sure you know what those requirements are. 

14. Filter Your Emails 

Some emails are important to read, others are just not that important. When you 

use the filter system to label different types of emails, you know their priority and 

which to reply first. Take a look at these tips to achieve inbox zero: The Ultimate 

Way to get to Inbox Zero 

15. Straighten Your Desk 

At the end of the day, do a quick straighten, so you have a clean start the next day. 

Use one tip or try them all. The amount of effort you put into creating and 

maintaining an efficient work area will pay off in a big way. 

Instead of spending time looking for things and shuffling piles, you’ll be able to 

spend your time…well…working and you’ll enjoy being clutter free! 



III. How to Set Up a Perfectly Productive 
Cubicle, According to Science 

 

 

Throw a shawl or a blanket over the back of your chair 

The irritability you experience when you feel too cold can significantly affect your 

work performance. In one Cornell University study, researchers placed monitoring 

devices on employees’ desks to measure keystrokes and mouse movement at 

different temperatures.  

When the office temperature in the month-long study increased from 68 to 77 

degrees Fahrenheit, typing errors dropped 44 percent and typing output increased 

by 150 percent. Experts guess the ideal temperature is somewhere between 72 

and 76 degrees. If you feel chilly, keep a blanket or shawl on the back of your chair 

for instant comfort. 

 



Get a plant 

Because most cubicles don’t have a window view, it’s important to find other ways 

to incorporate nature into your space. A slew of research has found that workers 

with flowers or foliage on their desks are more productive than those without.  

The results of one 2011 study showed that when surrounded by office plants, 

people scored better on an attention task that required them to read several 

sentences on a computer screen and remember the final word of each. Desk plants 

also offer workers the sense that they have something to tend to and care for, two 

restorative emotions. Don’t miss these tips to make your flowers last longer. 

 

Invest in a lemon mist for groggy afternoons 

A study at found that exposure to lemon balm can improve cognitive performance 

and mood. Reap the benefits of aromatherapy without offending your coworkers by 

dabbing a drop or two of an essential oil on a cotton ball and taking a whiff 

whenever you need a boost. If your cubicle is a bit more closed off, create a mist 

by adding a few drops to a spray bottle filled with water. Give your space a light 

spritz each morning to refresh your cube and your mood. 

 



 

Point your chair this way 

If possible, arrange your chair so that when facing your computer, you can see the 

entrance to your cube. Knowing what’s coming is a basic human need and when 

you feel comfortable, you’ll be able to work harder. If you can’t reposition yourself, 

place a reflective object near your computer. Anything from a reflective picture 

frame to a small decorative mirror will do the trick and alert your to anyone coming 

your way. 

 

Keep a stress ball to your left 

Recent research shows it might be to your benefit to keep one of those squishy 

stress balls around during your workday. In one study, participants who squeezed a 

ball in their left hand scored higher on a test that assessed their ability to make 

creative associations than people who squeezed the ball in their right hand. See 

here for ten more productivity tricks to steal from highly creative people. 



 

Find a source of blue light 

One study found that when participants were exposed to blue light for extended 

periods of time during the day, they reported less sleepiness and displayed quicker 

reaction times, higher levels of alertness, and greater attention spans in 

performance tests. If you work on a computer with an LED display, it’s already 

giving off blue light. If not, swap out your light bulbs for a basic LED bulb. 

Develop an uplifting color scheme 

Choose your computer wallpaper wisely. A green or floral background is both 

soothing (the color green appeases our senses on a primitive level, telling us we 

are in a fertile, water-rich environment) and can even boost creativity.  

For one study, participants were given two minutes to come up with as many uses 

for a tin can as they could. Before they began, half the group was shown a white 

rectangle, and the other half a green one. Participants in the green group came up 

with the more inventive, imaginative answers. 

 



Keep a reuseable water bottle within reach 

Not only is hydration great for your brain, but drinking lots of water will encourage 

you to get away from your desk to take frequent (bathroom) breaks—another 

productivity booster. Short breaks help you reevaluate whether or not you’re 

staying on task and accomplishing the right things.  

“When demand in our lives intensifies, we tend to hunker down and push harder,” 

Tony Schwartz firm The Energy Project, told Fast Company. “The trouble is that, 

without any downtime to refresh and recharge, we’re less efficient, make more 

mistakes, and get less engaged with what we’re doing.” Downing your daily eight 

ounces while at work will make short breaks a necessity, not an option. 

 

Develop a workflow for incoming items 

Begin by organizing your desk and drawers by importance. The things you use 

most often go in the closest drawer and everything else goes further away. By the 

time you finish, every object should have a home and every piece of paper should 

have a file it belongs in.  

Before you wrap up each evening, make sure everything is in place. That way, 

when you arrive the next morning you’ll be ready to dive into your work without the 

distraction of a messy desk. For even easier mornings, update your to-do list right 

before you leave each evening. Here are other tricks for writing a more efficient to-

do list. 



 

Stock your drawer with dark chocolate 

Research from found that dark chocolate activates the brain to increase attention 

levels. “A lot of us in the afternoon get a little fuzzy and can’t pay attention, says 

psychology professor Larry Stevens, PhD, who contributed to the study. “We could 

have a higher-cacao content chocolate bar and it would increase attention.” We 

agree. 

 

Keep the knick-knacks that inspire you and toss the ones that 

don’t 

Limit the number of personal items on your desk to a minimum, straighten up 

visible paperwork, and toss everything else. One study by a Princeton neurologist 

found that the more stuff you have around you, the more each thing competes for 

your attention. 

That means it’s harder for your brain to filter information, switch between tasks, 

maintain your working memory and focus on work, according to Fast Company. 

Consider this a call to action to clear the clutter. 



IV. How Your Office Space Impacts 
Employee Well-Being  

 

 
 GETTY 

In the last 20 years, the modern office has gone through a number of evolutions. 

The early 2000s saw the death of cubicle farms and the rise of open floorplans, and 

2015 brought waves of ping pong and foosball tables to offices everywhere. While 

office trends come and go, one thing that does not change is the impact that the 

office environment has on employee health and wellbeing. 

A quality workspace design leads to a less stressful and more productive 

atmosphere. It’s essential that employers take the physical work environment of 

their employees into consideration. Employees need to feel comfortable and calm 

in their physical work settings to produce their best work. 

According to the Fellowes Workplace Wellness Trend Report, employees also want 

to work in a healthy environment. Here are some findings from the survey: 

An overwhelming majority (87%) of workers would like their current employer to 

offer healthier workspace benefits, with options ranging from wellness rooms, 

company fitness benefits, sit-stands, healthy lunch options and ergonomic seating. 

Interestingly, employees of younger companies are less likely (34%) to be 

turned down when asking for in-office benefits like sit-stand desks, than 

employees at established companies (42%). 



 

93% of workers in the tech industry said they would stay longer at a company 

who would offer healthier workspace benefits, with options ranging from wellness 

rooms, company fitness benefits, sit-stands, healthy lunch options and ergonomic 

seating. 

One company, ROOM, is addressing the growing need for privacy in the workplace 

with their phone booth, a sound-proofed, ventilated, powered booth that can give 

employees a place to take a video call or get some uninterrupted time to focus on 

work. 

“We spend almost a third of our lives in the office, and in order to find and retain 

top talent, it’s essential for companies to foster an environment that empowers 

people with the right space to work, think and collaborate naturally. Seventy 

percent of offices today are open plan, and the open plan layout can be fantastic. 

But it really needs to be implemented correctly with employee productivity and 

happiness in mind. 

From offering private rooms to take a call and quiet spaces for meditation to fun, 

comfortable areas that foster collaboration, it’s imperative to think about building 

office spaces with different environments to maximize employee wellbeing. At 

ROOM, we're setting a new standard for the workplace, and we believe that our 

phone booth offers the perfect starting place for teams of all sizes to create a 

happier, healthier, and more productive work environment," says Morten Meisner-

Jensen, Co-Founder of ROOM. 



 

Office design is such a valuable business investment; there’s even an international 

organization that has established requirements to create productive and 

comfortable indoor environments. The WELL Building Standard™ (WELL) is the 

premier standard for buildings, interior spaces and communities seeking to 

implement, validate and measure features that support and advance human health 

and wellness.  

Administered by the International WELL Building Institute (IWBITM), and certified 

by Green Business Certification Inc., the WELL Building Standard is the first 

standard that focuses on human health and wellbeing into design, construction and 

operations of buildings. According to the IWBITM, workplace design that considers 

air quality, lighting, views onto nature and the general layout of the interior can 

significantly impact on health, satisfaction, wellbeing and staff productivity. 

 

The Well Building Standard 

  

The WELL Building Standard focuses on seven concepts of building performance: 

Air, Water, Nourishment, Light, Fitness, Comfort and Mind. Even if you have no 



immediate plans (or the budget!) to become WELL Certified, companies can still 

utilize the principles to help create a healthier environment. Let’s dive in deeper 

and see how you can bring these concepts to your company: 

Air 

The quality of air within an office can have a significant impact on your employees’ 

health and in turn productivity. Research carried out by the World Green Building 

Council recorded an 11% increase in productivity as a result of increased fresh air 

to the workstation and a reduction in pollutants. Here are a few ways you can 

impact the air quality: 

 Implement a no-smoking policy 

 Develop green cleaning protocols and keep office clutter-free 

 Install air filtration systems 

 Maintain a healthy level of humidity 

 Add some office plants 

 Open windows 

Water 

Our brains are 73% water, so water consumption helps improve sleep quality and 

energy levels, as well as our ability to focus, our clarity of mind, and our awareness 

and alertness. This, in turn, helps us become more productive at work. Here are a 

few ways you can help your employees increase their water intake: 

 Provide safe drinking water 

 Install a water cooler 

 Educate employees about the benefits of drinking water 

 Host water challenges 

Nourishment 

We’ve all heard the saying “you are what you eat," and this saying might be 

especially true in the workplace. What your employees eat fuels and powers their 

days at the office. 

If you want your employees to feel energized, focused, and productive, you’ll want 

them eating a nutritious, balanced diet that supplies them with the nourishment 

their bodies need to succeed. Encourage better eating habits and food culture with 

these tips: 



 Improve the availability of fresh fruit and vegetables 

 Limit access to processed foods 

 Label food clearly for food allergies 

 Improve access to good hand washing facilities 

 Make nutritional information available 

 Promote healthy food options over advertising unhealthy ones 

 Foster mindful eating – create dedicated eating spaces 

Light 

A study conducted by the Department of Design and Environmental Analysis at 

Cornell showed that employees seated within 10 feet of a window reported an 84% 

decrease in eyestrain, headaches, and blurred vision symptoms. Here are a few 

ways to rethink your office lighting design: 

 

 Consider adding skylights 

 Control glare 

 Maximize natural lighting 

 Move big, bulky furniture that blocks sunlight  

 Replace flickering lights 

 Layer different types of lighting in a workspace, such as ambient and task 

lighting 

Fitness 

Our bodies were made to move, not sit all day. Employees who lead an active 

lifestyle are likely to be more productive. Because exercise increases the blood 

flow to the brain, employees will get a boost of energy and alertness.  

This can also sharpen their concentration and decision-making skill. A few ways to 

encourage movement at work include offering: 



 Open and accessible stairways 

 Shower facilities 

 Bicycle storage 

 Adjustable workstations 

 Space for physical activity 

Comfort 

The office should be a place of comfort. The use of correct ergonomics can lessen 

muscle fatigue, increase productivity, and reduce the severity of musculoskeletal 

disorders (MSDs), which are the most frequently cited causes of lost work time. A 

few ways to create distraction-free, comfortable environments include: 

 Ergonomically crafted work areas with the ability to alternate from sitting to 

standing positions 

 Provide employees with different areas to work during their day 

 Limit sound from building systems and create quiet zones 

 Create breakout areas, hot desking and informal meeting areas, and 

creative spaces for brainstorming 

Mind 

The Global Impact of Biophilic Design in the Workplace study showed that people 

who work in spaces with natural features reported 15% higher levels of overall 

wellbeing. Furthermore, the respondents expressed feeling 6% more productive 

and 15% more creative at work.  

If the interior design of an office considers the occupants such as creating both 

breakout space and social space, improvements are found in concentration, 

collaboration, confidentiality and creativity. Optimize employees' emotional health 

through these strategies: 

 Create collaborative spaces, as well as areas to relax and de-stress 

 Add greenery: potted plants, living walls or flower gardens 

 Design outdoor spaces (rooftop patio or staff garden) 

 Offer flexibility - give options for where and how employees want to work 

The research shows how workplace design positively influences health, wellbeing, 

employee satisfaction, and performance. There is huge potential for improving and 

making a positive impact on employee wellbeing through human-centered design. 

By simply offering employees areas to recharge and taking their comfort into 



consideration, you can easily make subtle changes to improve the physical 

environment at your office. 

V. Commercial Cleaning Tips: Best Ways 
To Organise Your Kitchen Pantry 

Managing the pantry of an office is something that needs smart and effective 

organising ideas. No matter whether your office space is big or small, cleaning and 

maintenance tasks need to be done professionally, especially the kitchen area 

where lots of germs breed quickly. 

 

Regular cleaning and proper sanitisation is a must to keep your employees and 

other staff members healthy. That’s why it is good to keep your kitchen pantry 

organised, clean and germ-free. You can hire professionals for a thorough 

commercial cleaning in Perth who can do everything from clearing the mess to 

organising the food items, removing stains to 

If you want to clean and organise your kitchen pantry, you can try the following tips 

that can add extra space to your kitchen and make it look neat and clean. 

Use Glass Jars For Dry Snacks 

Our new office situated in the heart of Perth has all the amenities that can give a 

leisure feeling to all our employees. We keep everything in a well-organised way in 

order to keep the working environment healthy and energetic. 

When it comes to the pantry, We use glass jars to keep all the dry ingredients such 

as sugar, tea bags, and other snacks.  You can also try something like this to de-

clutter your office kitchen pantry. 



De-Cluttering Is Important 

It is important to sort out all food items, jars, bottles and containers in your kitchen 

pantry. Toss empty bottles and jars to make more space. Do not forget to throw 

expired food contents as this can lead to foodborne diseases. Make sure you make 

a list of items you need to refill and organise the pantry accordingly. 

 

If you are at the end of your tenancy and want to save your precious time, hire 

professionally-trained vacate cleaners in Perth and get a meticulous cleaning at the 

best price. They will spruce up everything according to the approved checklist. 

Make sure you de-clutter your office space, especially the kitchen pantry, before 

their arrival. 

Segment The Space 

Creating a spacious segment is a good idea for those who are planning to extend 

their office pantry. You can create zones for different types of foods. For example, 

you can place baking products at one place and snacks on the other to organise 

things with ease. 

 



Group the different items, such as plates, cups, and utensils, separately and create 

a segment for each one of them. Have a different shelf for snacks and another for 

beverages. This will make it look more organised and clean. 

Take Care Of Disposal Utensils 

Don’t forget to organise all the disposable glasses, plates, and cups in a decent 

way. In the office, employees usually use disposals, so make sure you put them in 

a proper way; otherwise, it will make your office kitchen look messy. 

It is also good to keep your kitchen appliances clean, including your microwavable 

dishes. You can try eco-friendly tips to clean your oven racks, microwave, fridge 

and dishwasher. 

Use Containers 

Finding spacious commercial spaces in Perth is not an easy thing. You need to pay 

lots of bucks to reap the benefits of a huge office. However, you can manage the 

space in your pantry by using containers. 

You can store bulk items in containers to free up some space. Try to use square 

size containers as they are more space-efficient. You can store them on the 

shelves or even inside the cupboards. 

Label Them 

There is no use of keeping the things in containers until you label them. To save 

both time and effort, you can label all your containers and glass jars so that your 

employees can easily get what they want in seconds. 

Give It A Professional Clean 

Yes, you should give your kitchen, in fact, an entire office a deep clean in every 7 

to 8 months. This will ensure a healthy and hygienic working environment, which in 

turn boosts the productivity of your employees. 

If you are looking for the best commercial cleaners in Perth , do proper research 

and find the best company in your city . Good companies offer quality services at 

the best price and always use safe and sound products to give you peace of mind. 



Keep your kitchen pantry clean and organised using these simple yet effective 

tricks. This will prevent the spread of germs and keep your employees healthy, 

which is good for the overall growth of your business as they will take less sick 

leaves and also focus on delivering quality work on time when they are in a healthy 

and hygienic work environment. 

CONCLUSION 

An organized desk isn’t just about the aesthetic—it’s also about function. When 

you’re trying to get things done, it’s a hassle when your supplies are out of order. 

And if you’re limited on space in your home office area, organization and creative 

storage become an essential. So, if you’re ready to get started, this guide will help 

you transform your office into an efficient workspace. 
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