It pays to keep routine tasks from takmg more hmethan is neeessary personal organizers say
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Is getting organized perennially on your list of
MNew Year's mhtﬁm?ﬁhmld it be?

Managing time, paper, projects and stress are arit-
ical skills for panning a hmms._hlx businesspec:
ma&mﬁm hasic uniil there's a

bills, lost files, and piles of paper on
the desk, the I'Imrund the conference mble.

“Ihere are entreprencurs who fail beeause they
fail at time man 2 said Jell Corcoman, cxec-
utive director of Sctmmdycwm Commu-
nity B::mm Center. The incubater providis start-
up space, iraining amd small business support.

Oyrganization skills have become an important:
part of entreprencur training, bul many comipa-
THLS wghm!:ﬂl ﬁ‘nne‘ the mwt-nd e advice of
i nal o loreoran g
mﬁﬂemwththnchorwﬂ that need to be
done in any business: routine tasks, the core
work of the company and business dmloq:m-nt.
said Diane Campion, owner of ased O
ganize Thist The goal of o well organized work-
place is i prevent routine tasks from taking more
timie than necessary.

Crrpanize This! works with businesses and fam-
ilies to develop systems (o manage tasks cifiaent-
Ty, “Basically. it comes down to helping people
who ane everwhelmed,” Campion said.

She said being organized requires dealing with

‘paper and projects upiront by creating timelines,
schedules and systems that put things where they
niced to go in the first plice. “I'm a big beliover in
{planining, and many small business owners ane

e sarvce. Porkins 1

MI,'Cmp'mdd !

Campion honed her organizational skills dur-
inga mmmmmw
organized includes | paper, but it i pri-

m
abo and d
marily about managing prioritics. mtms_

with change. Creating » - systems often
quires understanding how a company's mission,
warkflow or operations have changed, and then
changing processes that no longer work.
Organize This! offers help writing or revising
business plans, doing strategic planning, hiring
and training employees, developing filing. mail-
ing, invoicing and other systems, coaching and
presentations on workplace organization, and
project management. Campion also teaches per-
sonal and business organization classes for

Knowledge Network, a mmmumt].' continuing

education orgn:&:uion

Penny Perking, owner of AlphaOmega Media
Suvmaﬁ in Albany, a communications, Web site dé-
weloper and production company, sxid {hmpum's
advice has helped her better juggle the require.
ments of working on several long-term projocts
concurrently, Along with dm:iuw:gn new filing
system, Peddins and Campion set up o sixmonth
flow chan with key dates for virious projects,

Working with an crganizer paid off immedi.
ately for Nphnﬁmqu Perking said, because a
befter invoicing system means better cashflow.

Campion said her fees range from a couple of
hundred dollars to a couple thousand dollars,
depending on e scope of work. °1 tell small
business owners that the can afford to pay me

in what they will save in late fees [for unp-ui-d

bills}.” Campion saitd.

ol Orpanize Thisl, w;nh’wﬂmmirdﬂlﬂww
skl Campson's achvise hedped ber get a hanclle an the reguicesments of conturrently

Boulder, Colo-based Officiency Ine. and
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mi&mndﬂunw.apemnll firm
in Albany. “People are huudling and juggling
more paper and more activities,” she sad.

And in the wake of the Sept. 171 tervorist amtacks,

peaple are looking for ways to be in control of

their lives and surroundings. People want to sim-
mmmwnmummmm&w&wm
congentrate on what really matters, Volk said.

Personal organizers tend to do well during
boom times when people have more money than
time, but businesses also need them in a shrink-
ing economy, said Karen McCorry, prosident of
and spokes-
wennan for the National Association of Frofes-
sional . The Austin, Texasbased trade
azsgciation has 1,400 members,

Ina rmmml.buslnﬁsuﬂliﬁ'l Iurcpwsunal
ummmmmdml“ﬁhlhemlm@fm Bug-
nesses have fewer people doing more work and

~ that makes organkzation even more mumi e

Corry said.
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wiabng on several bong- tevm projects.



