
 

 



 

M o du le  In tro du ctio n  
See it, feel it, create it, share it.... milk it!  
Many busy mums tend not to think about one place as ‘the office’. The kitchen table, home 

office nook, car, local cafe and of course the traditional ‘work office’ all provide vital 

opportunities for business and career progress. So ‘Milking It’ in your ‘office’ is about nailing 

those elements that make you effective on the run, as well as giving special attention to your 

dedicated work place.  

 
When you recall an office or work space that you’ve been in that just seems to ‘click’ to feel 

good, to flow, a place that has that ‘Wow!’ factor, you may not have really analysed it. It just 

felt good to you. Well that seemingly intangible ingredient that makes an office ‘click’ is what I 

call Office Flow. Office Flow is a combination of physical, functional and emotional elements, 

which together create an efficient and comfortable environment.  

The average person spends about 60 hours a week working, so your working environment has a 

huge impact on your general wellbeing.  

 
So here are some common abrasions that arise in home and work offices:  

 
§ You’re missing some items or some equipment doesn’t work, for example your printer is 

broken  

§ You might have the right furniture, technology and equipment – you sourced it from all the 

obvious places - but it’s not all functioning properly together. For example, you can’t reach 

your action files from your main desk position. So every day you’re putting up with a few little 

annoyances that distract you from focusing on your targets.  

§ Or maybe your warmth, personality and soul are missing from your workspace, Then you’re 

going to feel uninspired and like a little piece of you is missing when you’re ‘at work’.  

 
When you have all the important aspects working together: the physical, functional and 

emotional aspects working in harmony, you will have achieved what I call Office Flow.  

 
In this module, you’ll take a look at all the aspects of your space, and then you’ll create your 

own Office Flow. It’s not hard. You just need to give yourself the time and head space to assess 

it when you’re not in ‘work’ mode. And remember that awareness is 50% of the problem solved. 

You just need to put on a fresh pair of eyes and re-create in your mind the ideal space to meet 

all your needs. Remember your Vision Board in Module 1? You could do one of your office now.  

 
Amazing how that works.... 



 

Exercise 1: Get the basics right 
Let’s look at the basic requirements for an office to operate. Whether your office is at home or 

outside the home, you’ll want to consider: the layout, lighting, temperature, noise, and storage 

space. You need to consider where you’re going to store things and where you’re going to 

operate. They can be in two different places or in one place, depending on your 

circumstances. For instance, you may store your paper in a traditional office or on shelves 

under the stairs, or even in the boot of your car if that’s where you need it to be. Then wherever 

you work you just need to take those things with you that you need, be it car, kitchen table, 

office or plane.  

 

Assess your place of ‘work’ now and write notes below: 
Layout: How easily do you maneuver around 
your space, access information and work on 
tasks? Draw up a plan and play around with 
the positioning of your furniture and 
equipment. Consider positioning of existing 
PowerPoint , heating, lighting, air vents, 
windows, etc. 
  

 

Lighting: What natural light do you have and 
how does it vary throughout the day? Do you 
need extra fixed and portable lighting?  
 

 

Temperature: Does your space get over 
heated or too cool at various times through 
the day or seasons? If you’re sharing an 
office, do your colleagues have differing 
temperature tolerances? This needs to be 
addressed. Do you need to consider any 
temperature or humidity factors with any of 
your supplies or equipment such as 
documents, electronic equipment and 
photos?  
 

 

Acoustics: Do the noise levels help or hinder 
your concentration? How about the phone? 
You can take extreme measures if you need 
to: consider double glazing, insulation, sound-
proofing or ‘removing’ the source of noise!  
 

 

Colour scheme: This can affect the energy 
you feel at work. Look at the meanings of 
colours and how you respond to them. What 
colours do you choose for your files? Your 
furniture, etc?  
 

 



 

Storage: Think about your needs and the 
suitability of the following storage items in 
your office (which are all easily re-
configured): 
§ Shelving – fully adjustable? Strong 

enough?  
§ Drawers – need dividers?  
§ Rods and hooks: are you making the most 

of vertical space by hanging things on 
walls and on backs of doors?  

§ Boxes and other storage containers – they 
make for flexible storage for stationery, 
cords, cables, multimedia, magazines, 
etc.  

§ Folders – are they labelled and tabbed 
clearly and not too overstuffed? What’s 
your process for clearing them?  

 

 

 
 

Exercise 2: Get your office functioning well 
The daily organisational tools that you need make or break how your office functions. The 

functional aspects of your office are the things that make working easier. Simple labelling, 

checklists, procedures as well as a variety of smart tools all come together to simplify your life. 

Spend some time this week looking at and improving the following functional tools in your office 

and you will save enormous amounts of time every day as a result:  

 
1. Which notebook for which situation?  

Despite modern technology, many of us need a notebook to jot down the important 

information, tasks and thoughts that come our way. Do you prefer spiral (for ease of page 

turning), loose leaf (to issue notes) or bound (for safekeeping of diary entries or notes)? I 

advocate ONE notebook for everyday organisation, but you can have other for different 

purposes, for example the ‘dream catcher’ by the bedside table, the ‘notebook by the phone’ 

for messages and coming and going household notes, and the ‘journal’ for inspiration and 

diary entries.  

 

Actions I need to take:  

 
 
 
 
 

 



 

2. How to ‘milk’ your notebook  

Don’t get lost in your notebook and don’t let important items get lost in there either! Use sticky 

notes or removable tabs to keep track of the important items. Also, at the end of each day, 

you might want to tear out your ‘action’ items and put them through your in-tray and in 

through your action system. To make this easier, you could record all phone messages on one 

page of the notebook, and on a separate page your ‘client meeting notes’, on a separate 

page your addresses, and on a separate page the notes you took during a phone call. That 

way when you things get dealt with. Date each entry so you know what happened when. And 

practice writing things on one side only. This not only gives you space to add to your notes if 

you need to. 

 

Actions I need to take:  

 
 
 
 
3. The phone zone  

Does your phone suits your needs? How many people need to use it? Where does / do they sit? 

Do you need (more) headsets? Does your answering machine support you and your business? 

How many handsets do you need and where are their best positions? Do you have an 

answering service? How many numbers do you need? What’s your household practice for 

taking and forwarding messages? Every time you play your voice messages, record them in 

your notebook. This saves losing valuable information written on random scraps of paper. 

Action the messages directly from the notebook or tear them out and move them through your 

paper system. When you’re out and about, divert calls from your home or office to your mobile 

phone so you can answer calls promptly. 

 

Actions I need to take:  

 
 
 
 
4. Your computer – The nerve centre of your office  

Many of the issues with your computer are about how you access files and manage your 

workflows. E-mails and documents are all there to support you, not hinder you. So I recommend 

setting up the four ‘paper’ stations as your primary folders on your computer – Ready 

Reference, Recurring Action, Project, Reference and Archive. Then within each of these main 

folders, you can move your actions through from recurring action, to project to archive. The 



 

ready reference can support you every step of the way. Keep a list of all software Keys as well 

as Usernames and Passwords for email accounts and subscriptions or sign-ups. Use a password 

to protect files containing important information to restrict unauthorised users.  

 

The most important thing to schedule is a weekly clean out of files that you don’t need. This can 

really free up your system. The other thing is not to have too many windows open at once. The 

typical busy mum multi-tasking syndrome will have the same affect on your PC as it does on 

you: it’ll wear it down and send it to the ‘sick bay’.  

 

Set up a routine backing up schedule. You MUST do this to avoid losing important information in 

the event of a ‘crash’, theft, fire or flood. 

 

Actions I need to take:  

 
 
 
 
5. Stationery – Your stationery needs to be ready for action whenever you are.  

Keep enough stationery on hand, but don’t turn your work space into a branch office of your 

favourite stationery store. The key to an effective stationery supply is having the right amount 

on stand-by, having the right amount in reserve and having everything in good working order. 

You’re definitely not ‘milking it’ when you go to grab a pen only to find it doesn’t work or using 

a stapler that jams all the time. How bad is that? You need good quality, fully operational 

stationery equipment, including:  

¨ writing paper  

¨ envelopes  

¨ stamps  

¨ greeting and gift cards  

¨ sticky notes  

¨ date stamp  

¨ stapler and staples  

¨ hole puncher (with a guide)  

¨ pens, pencils, highlighters, markers  

¨ erasers  

¨ pencil sharpener  

¨ label maker  

¨ scissors  



 

¨ adhesive tape  

¨ glue stick  

¨ ruler  

¨ calculator  

¨ letter opener  

 

Having some or all of these items in a box or on a tray turns your stationery supply into a 

portable ‘toolbox’ ready to work for you wherever you are. 

 

Actions I need to take:  

 
 
 
 
6. Ready reference  

Have you got a neat little place where you keep information and reference that you use on a 

daily basis? The contents could include ‘to do’ lists, shopping lists, your notebook and your 

ready-reference file. Place these items close at hand at your workstation. If you keep these 

items in a magazine box they’ll be vertical and easily accessible. This will save your life more 

than once a day! 

 

Actions I need to take:  

 
 
 
 
7. Notice board  

While you don’t want to rely on a notice board to remind you of important things like your diary 

would, it’s still handy to have that visual reminder of invitations, postcards, photos and 

important information. Don’t cram too much onto a notice board or it becomes a vertical pile. 

Just keep it simple and current. 

 

Actions I need to take:  

 
 
 
 
 

 



 

Exercise 3: Fall in love with your office 
 
If you make some subtle changes you could fall in love with your office and that would really 

help you to MILK IT! The emotional aspects of your office are all those things that trigger your 

senses and make you come alive. Whilst you don’t want to be over-stimulated at work, what 

you see, feel, hear, and smell can really impact your ability to milk it in the office. So what 

emotional elements do you need to inject into or remove from your workstation? Photos, music, 

plants, fruit, memorabilia and art can all produce subtle but important effects on how you feel 

when you are working.  

 

What things could you introduce to (or take away from) for your work space that would make it 

feel great to you? 

 

Actions I need to take:  

 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Checklist – to complete this module you need 

to: 
 
Please tick of each of the below check boxes to ensure you have completed the requirements 

for this module.  

 
¨ Watch the introductory video  

¨ Print out the workbook  

¨ Complete Exercises 1 - 3  

¨ Share your experience in the forum  

 

 

Useful Resources:  
Paper Flow, the ultimate guide to making paperwork easy, by Brigitte Hinneberg and Mary 

Anne Bennie - www.paperflowbook.com  

Your photo album and some lovely frames. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

NOTES 
 


