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Get A Jump On Your Day! 
 
Imagine this scenario É  

You get to your office ready to start the day, fired up with energy and enthusiasm. Today is the day! You are going 
to work on that very important and time-sensitive project. For once, you are going to be proactive and ahead of the 
game and not feel pressured to squeeze it in just prior to deadline because you left it too late. You focus on your 
task and you make great progress on it. You leave work at the end of the day knowing no matter what else 
happened in the day, you made significant gains on that one thing. 

LetÕs sit on that visual for a moment. 

É  

(sigh) 

WouldnÕt that feel great? 

Question: 

WhatÕs stopping you from doing that? 

É  

(crickets chirping) 

I know, itÕs all that other stuff that keeps getting in the way. 

You have a lot of stuff to do. You have urgent stuff to do and you have important stuff to do and sometimes you 
have stuff thatÕs urgent and important all at once to do!  

How can you possibly get it all done? HereÕs my suggestion É  

Sometimes you need to get to the office earlier. 

You already do that? 

Oh. 

Well, let me ask you this then. When you arrive at your desk bright and early, ready to get to work and get stuff 
done, have you taken the time to actually plan in advance for what you are going to work on? 

No?  

You probably have a pretty good idea, but first you need to É  

É check the email inbox just in case thereÕs anything important there (read: something more interesting) 
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É quickly go through that pile of things left over from yesterday (maybe thereÕs a winning lottery ticket you 
overlooked Ð or something equally more interesting) 

É on your way in, you happened to have noticed that a colleague of yours has also come in early (probably to get a 
head start on their day) and you drop by Ð just for a minute - to discuss that important item youÕve been meaning to 
which, after all, isnÕt this the perfect time to do it - no interruptions and all (and maybe swap opinions about the 
current contentious office issue which is far more interesting) 

IÕm sure this stuff requires your immediate attention too, but É  

YouÕre missing out on the most valuable and productive time of the day. The phones donÕt ring. Not much email is 
coming in. No interruptions from colleagues. ThereÕs probably no emergencies going on. No staff issues to deal 
with. 

ItÕs a perfect environment to dig in and really get some work done. 

Drastic intervention is required here so listen up. 

Proper Prior Planning Prevents Poor Personal Productivity 

(Can you say that five times quickly?) 

Be sure to plan for that time AHEAD of time.  

If youÕve made the effort to get to work early then shouldnÕt you take full advantage of the benefits of that quiet and 
most-productive time of day? DonÕt get caught up in the minutiae Ð youÕve got the rest of the day to get side-tracked 
by that stuff. 

Know in advance what youÕre going to work on. DonÕt even turn on your email program; move those piles of 
distractions if you need to; and resist any other diversions that suddenly show up Ð just for that short but precious 
quiet time that you were clever enough to get up early for. 

YouÕll be that much closer to getting your projects finished. 

And youÕll be leaving work at the end of the day feeling like you got something done. Because you did. 

Now, get on with your day! 

 
 
 
Georgina Forrest, your Organizing Expert, provides office organizing services, consulting and training workshops to 
busy professionals. She shows them how to get calm-control of their workspace Ð one pile at a time. Sign up for her 
unconventional FREE audio tips, 7 PAINLESS TIPS TO GET & STAY ORGANIZED Ð FOREVER!  at 
http://sworganizing.ca  
 
Want to use this article? Contact me at info@sworganizing.ca or 403.615.4349. Thank you.  


