From Boardroom to Home Office
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Hired Organizers Can Create Order
Out of Computer Chaos

People seem to give as little thought to
organizing their computer files as they do to
organizing their E-mail or their bookmarks
of favorite Web sites.

Valerie Klung, a sales education and pro-
fessional development manager for Blue
Shield of California in San Francisco, sought
help last year when she was having trouble
finding files. A professional organizer, Eve
Abbott, taught her to categorize files ac-
cording to all the different responsibilities
she has at work, to name them so she would
be able to find them later and to combine
different types of files — like a word docu-
ment, a spreadsheet and a graphic file that
she might have used for a project — into one
file listed under the project's name. That
way, Ms. Klung no longer has to hunt for
three different files in three different
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PERSONAL BUSINESS

Time for a Change

Our organization expert finds extra hours in the day

of a harried home office worker

When we approached Dabalos with a
proposal to team her up with organiza-
tional expert Eve Abbott, owner of Or-
ganizer Extraordinaire (www.organize.
com) in Albany, Calif., for a time man-
agement makeover, she didn’t need
much convincing. She’d been staying on

places.

In TV news and feature segments:

KRON 4 KTVU-TV "Mornings on Two" National Get Organized Week "

RN KRON-TV/NBC Five O'Clock News "Identity Theft" W\ ’
KRON-TV Contact 4 " Organizing for the New Year" E
KRON-TV Daybreak "National Stop Procrastination Week" N Bc

NBC-4 TV “National Clean Off your Desk Day”
KNTV NBC/11 “Everyday Time & Money Saving Tips”

A lifestyle magazine for small business
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FRESH VIEWS ON SMALL BUSINESS

Some organized people share their tips...

When does an administrative assistant ;
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project basis to let managers learn gradually how to incorporate an assistant’s help into
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and the managers more efficient.
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