
You’re the hub of activity 
and the go-to problem 

solver when you are an office 
manager. You’ve probably 
answered the same questions 
more times than you can count 
or had to troubleshoot chaos 
when key team members 
were out of the office. These 
scenarios—and many more—
underscore the critical need 
for Standard Operating 
Procedures (SOPs) in your 
office.
SOPs might not sound 
glamorous, but they’re one of 
the most powerful tools you 
can implement to streamline 

operations, ensure consistency, 
and keep your office running 
smoothly. Let’s dive into why 
SOPs matter, how they benefit 
your office, and how you can 
start creating them today.

The Case for SOPs: Why 
They’re Essential
	 Consistency Is Key 

When tasks are performed 
consistently, outcomes are 
more predictable. SOPs 
provide clear, step-by-step 
instructions for routine tasks, 
ensuring every team member 
follows the same process. 
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This consistency minimizes 
errors, increases efficiency, 
and improves overall quality—
whether it’s handling client 
communication, processing 
invoices, or onboarding new 
employees.
	 Saves Time and Reduces 

Stress 
How much time do you 
spend answering repetitive 
questions or re-explaining 
tasks? SOPs act as a 
reference guide, allowing 
employees to find answers 
on their own. This not only 
saves you time but also 
empowers your team to 
take initiative, reducing 
unnecessary interruptions.

	 Prepares You for the 
Unexpected 
What happens if a key 
team member is suddenly 
unavailable? Without 
documented procedures, 
the rest of the team 
may struggle to fill the 
gap. SOPs ensure that 
knowledge isn’t tied to one 
person. They provide a 
safety net, so operations 
can continue smoothly, 
even during unexpected 
absences or emergencies.

	 Simplifies Training 
Onboarding new hires 
can be overwhelming—for 
them and for you. SOPs 
streamline the training 

process by offering 
a structured guide to 
essential tasks. Instead 
of relying on verbal 
explanations, you can hand 
them an SOP that walks 
them through the process 
step by step.

	 Improves Compliance and 
Reduces Risk 
Many industries have 
regulations and standards 
to follow. SOPs ensure 
that your office meets 
these requirements 
by documenting the 
proper procedures. This 
reduces the risk of non-
compliance and protects 
your organization from 
potential legal or financial 
consequences.

	 Boosts Accountability 
When expectations are 
clearly documented, it’s 
easier to hold employees 
accountable for their 
work. SOPs eliminate 
ambiguity and ensure that 
everyone understands their 
responsibilities.

How to Develop Effective 
SOPs
Creating SOPs doesn’t have to 
be daunting. Here’s a simple 
roadmap to get started:
	 Identify Key Processes 

Start with the tasks that 
are performed most often 
or that are critical to 
your office’s operations. 
Examples might include 
scheduling meetings, 
handling payroll, or 
responding to customer 
inquiries.
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	 Break Down Each Task 
Break the process into 
simple, step-by-step 
instructions. Include every 
detail, no matter how small—
it’s better to over-explain than 
leave room for confusion.

	 Involve Your Team 
The people performing 

these tasks daily are your 
best resource. Ask for their 
input to ensure the SOPs 
are accurate and practical. 
Involving your team also 
helps build buy-in.

	 Use Visual Aids 
Where applicable, include 
screenshots, diagrams, or 
videos to clarify instructions. 
Tools like Loom or Snagit can 
help you create visual SOPs.

	 Organize for Easy Access 
Store your SOPs in a 
centralized, easily accessible 
location, such as a 
shared drive or an office 

management platform. 
Categorize them by 
department or function for 
quick reference.

	 Review and Update Regularly 
Procedures evolve over time. 
Make it a habit to review 
and update your SOPs 
periodically to ensure they 
remain accurate and relevant.

Pitfalls to Avoid
While SOPs are invaluable, there 
are a few challenges to watch 
out for:
	 Overcomplication: SOPs 

should be simple and easy to 
follow. Avoid overloading 
them with jargon or 
unnecessary details.

	 Neglecting Updates: 
Outdated SOPs can 
cause more harm than 
good. Schedule regular 
reviews to keep them 
current.

	 Poor Accessibility: If 
employees can’t easily 
find the SOPs, they 
won’t use them. Make 
sure they’re stored in 

an intuitive and accessible 
format.

	 Failure to Train on SOPs: 
Don’t assume employees will 
automatically use SOPs. Train 
your team on how and when 
to use them.

The Long-Term Benefits of 
SOPs
Developing SOPs might take 
some time upfront, but the 
long-term benefits far outweigh 
the effort. You’ll create a more 
organized, efficient, and resilient 
workplace where everyone 
knows what’s expected of them. 

Tasks will run more smoothly, 
stress will decrease, and you’ll 
free up valuable time to focus 
on higher-level responsibilities.
Think of SOPs as an investment 
in your office’s future—a 
way to ensure that your hard 
work today sets the stage for 
success tomorrow. Whether 
you’re building them from 
scratch or refining existing 
procedures, your commitment 
to creating and maintaining 
SOPs will pay dividends for 
your team, your office, and your 
peace of mind.

Take the First Step Today
Pick one process to document 
and start small. Over time, you’ll 
build a robust library of SOPs 
that will become the backbone 
of your office’s operations. As 
an office manager, this is one 
of the most impactful ways you 
can ensure lasting success for 
your organization. 
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Your role often calls for a mix 
of organization, leadership, 

and adaptability. But to truly 
shine in your position, tapping 
into your creative side can set 
you apart. Creativity isn’t just for 
artists or marketing teams—it’s 
a tool you can use to tackle 
challenges, improve processes, 
and inspire your team. Here are 
six ways to harness creativity 
in your office management 
strategies:

Reimagining Processes
Sometimes the traditional 
way of doing things isn’t the 
best way. Take a step back 
and assess your workflows. 
Are there redundant steps? 
Are there tasks that could be 
automated or streamlined? 
Use tools like process mapping 
to visualize the journey of 
tasks and identify bottlenecks. 
Consider brainstorming 
with your team for fresh 
perspectives—often, the people 
doing the work have insights 
into how things could run 
more smoothly. By thinking 
outside the desk, you might find 
unconventional solutions, such 

as repurposing software for 
dual purposes or rearranging 
roles to align better with 
individual strengths.

Designing Engaging Spaces
Your office environment plays 
a big role in productivity and 
morale. Think creatively about 
how to make the workspace 
both functional and inspiring. 
Can you add plants or colorful 
artwork to make the space 
feel more vibrant? Could you 
introduce flexible seating 
arrangements to foster 
collaboration? Even small 
touches, like a well-organized 
supply area or a comfortable 
break room, can boost the 
mood and energy of your team. 
You don’t need a huge budget 
to make meaningful changes; 
sometimes, simply decluttering 
and rearranging furniture can 
transform the atmosphere.

Fostering Innovation
Encouraging your team to share 
ideas can lead to breakthroughs 
you wouldn’t achieve alone. 
Create a culture where everyone 
feels comfortable voicing 
suggestions, no matter how 
unconventional. You might 
introduce brainstorming 
sessions during team meetings 
or set up an “idea board” in a 
shared space where employees 
can post thoughts or feedback. 
Celebrate and implement viable 
ideas to show that you value 

input. By fostering a sense 
of ownership and creativity, 
you empower your team to 
contribute actively to the office’s 
success.

Resourceful Budgeting
Budgets are often tight, but a 
little creativity can stretch your 
resources further. Consider 
bartering services with other 
local businesses or looking into 
free or discounted tools and 
software for small businesses. 
When it comes to supplies, 
buying in bulk or setting up a 
reuse-and-recycle program can 
cut costs. Another creative 
strategy is leveraging your 
network; sometimes, a well-
placed phone call can secure 
donations, discounts, or 
partnerships that benefit your 
office.

Adapting to Change
Change is inevitable, whether 
it’s a technology upgrade, a 
new policy, or staffing shifts. 
Creative thinking can make 
transitions smoother. Instead of 

continues on page 5

Thinking Outside the Desk: 
Creative Problem-Solving 
Strategies for Office Managers
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You’ve probably dealt with it 
more than once: that one 

employee who always seems 
to stroll in 10, 15, or even 30 
minutes late. Not just once in a 
while—but regularly. It throws 
off team dynamics, irritates 
coworkers, and sends the 
message that punctuality is 
optional. The trick is handling it 
without creating unnecessary 
drama—or letting it slide until it 
becomes a major problem.
Here’s how to manage 
chronically late staffers in a way 
that’s professional, effective, 
and fair.

Start with a Conversation, 
Not a Confrontation
Before you assume someone is 
just being careless or lazy, have 
a one-on-one conversation. Ask 

them what’s going on in a non-
accusatory way. Sometimes, 
there’s an understandable 
reason—a childcare issue, a 
transportation problem, or even 
burnout—that might be throwing 
off their schedule.

Say something like:
“I’ve noticed you’ve been getting 
in late pretty often these past 
few weeks. Is everything okay?”
This opens the door for an 
honest conversation and shows 

that you’re coming from a place 
of support, not judgment.

Be Clear About Expectations
Once you’ve listened to 
their side, it’s time to reset 
expectations. Don’t assume 
everyone knows how serious 
the impact of lateness can be. 
Explain how it affects workflow, 
team morale, and customer 
service. Be specific about what 
“on time” actually means in your 
office—especially if you allow 
any kind of flexible scheduling.
Then, make sure they 
understand what needs to 
change. You might say:
“Moving forward, I need you to 
be at your desk and ready to 
work by 8:30. Let’s touch base in 
a week and see how it’s going.”

How to Handle Chronically Late 
Staffers Without Losing Your Cool

continues on page 6

Thinking Outside 
the Desk: Creative 
Problem-Solving 
Strategies for Office 
Managers
continued from page 4

seeing change as a disruption, 
view it as an opportunity to 
innovate. For example, when 
adopting new software, think 
about how it could solve 
existing pain points beyond 
its primary function. If you’re 
navigating staffing changes, use 
it as a chance to rethink roles 
and responsibilities, potentially 

improving efficiency or team 
dynamics.

Handling Curveballs
Unexpected challenges are 
part of office management, 
and creativity can turn these 
curveballs into opportunities. 
When faced with a sudden 
issue, like a last-minute event 
change or equipment failure, 
step back and brainstorm 
solutions without immediately 
dismissing “out-there” ideas. 
Engage your team in problem-
solving—collaborating often 
sparks innovative solutions. 
Remember, creativity isn’t about 

finding the perfect answer right 
away but exploring multiple 
possibilities until you land on 
one that works.
Creativity doesn’t mean 
reinventing the wheel—it’s about 
approaching challenges with a 
fresh perspective and an open 
mind. By thinking outside the 
desk, you’ll not only improve 
your office’s operations but also 
inspire your team and foster a 
workplace culture that thrives 
on innovation. So, the next time 
you encounter a challenge, ask 
yourself: how can I solve this 
creatively? 
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This gives them a clear 
target and sets the tone for 
accountability.

Document, Document, 
Document
If lateness continues, start 
keeping written records. 
Document dates, times, and any 
conversations you’ve had. You 
don’t have to be heavy-handed 
about it, but if the problem 
escalates, you’ll want a paper 
trail. This protects both you 
and the employee by making 
sure expectations were clearly 
communicated and followed up 
on consistently.

Use Progressive Discipline—
But Fairly
If gentle reminders and 
conversations aren’t working, 

it’s time to follow your office’s 
disciplinary process. That 
might mean a formal warning, a 
performance improvement plan, 
or a meeting with HR. The goal 
isn’t punishment—it’s to make 
sure the employee understands 
that punctuality is part of the 
job.
Just be sure you’re being 
consistent. If you let one 
employee slide but come down 
hard on another, you’ll create 
resentment and confusion 
across the team.

Offer Flexibility When It 
Makes Sense
In some cases, the issue might 
be resolved with a small shift 
in schedule. If the employee is 
otherwise a strong performer 
and the job allows for it, 
consider whether a different 
start time could work. Just be 
sure you apply any flexibility 
policies fairly and communicate 
any changes to the rest of the 
team to avoid confusion or 
perceived favoritism.

Reinforce the Positive
When improvements happen—
even small ones—acknowledge 
them. A simple “Thanks for 
being on time this week. I 
appreciate it” can go a long way 
in reinforcing the right habits. 
Positive feedback shows your 
team that you notice their 
efforts, not just their missteps.
Chronic lateness can chip away 
at your team’s efficiency and 
morale, but it doesn’t have to 
be a permanent problem. With 
a mix of empathy, structure, 
and consistency, you can help 
late staffers get back on track—
and keep your office running 
smoothly. Your leadership sets 
the tone, and when you handle 
tough situations with fairness 
and clarity, your whole team 
benefits. 

How to Handle 
Chronically Late 
Staffers Without 
Losing Your Cool
continued from page 5

Evaluations can be daunting 
for both you and your 

staffers, but they are crucial 
for fostering growth, improving 
performance, and maintaining 
a healthy workplace. When 
done correctly, evaluations 
provide valuable insights and 
opportunities for both parties 
to communicate effectively. 
Here’s how to navigate this 
essential process smoothly and 
effectively.

Preparation is Key
Before you even sit down 
with your staffer, thorough 
preparation is essential. Review 
their job description, previous 
evaluations, and any notes 

you’ve made over the review 
period. Collect data on their 
performance, including any 
measurable metrics, feedback 
from colleagues, and your own 
observations. This ensures 
that your evaluation is fair, 

comprehensive, and based on 
concrete information.

Mastering Employee Evaluations: How 
to Inspire Growth and Accountability

continues on page 7
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Mastering Employee 
Evaluations: How to 
Inspire Growth and 
Accountability
continued from page 6

Create a Comfortable 
Environment
The setting of the evaluation 
matters. Choose a private, 
quiet space where you won’t be 
interrupted. This shows respect 
for the staffer’s privacy and 
emphasizes the importance of 
the conversation. Make sure 
to allocate enough time for a 
thorough discussion, so neither 
party feels rushed.

Start with Positivity
Begin the evaluation on a 
positive note. Highlight the 
staffer’s achievements and 
contributions. Acknowledging 
their strengths and successes 
sets a constructive tone and 
shows that you recognize 
and appreciate their efforts. 
This approach can make the 
staffer more receptive to any 
constructive criticism that 
follows.

Be Specific and Objective
When discussing areas for 
improvement, be specific. 
Vague feedback can be 
confusing and unhelpful. 
Instead of saying, “You need to 
improve your communication 
skills,” provide concrete 
examples, such as, “During 
team meetings, I’ve noticed 
that you sometimes interrupt 
others. Let’s work on improving 
active listening.” Objectivity is 
crucial; base your feedback 
on observable behavior and 
data rather than personal 
opinions.

Encourage Two-Way 
Communication
An evaluation shouldn’t be 
a one-sided conversation. 
Encourage your staffer 
to share their thoughts, 
concerns, and self-
assessment. Ask open-
ended questions like, “How 
do you feel about your 
performance this year?” or 
“What challenges have you 
faced recently?” This dialogue 
can provide valuable insights 
and help you understand their 
perspective.

Set Clear Goals and 
Expectations
After discussing past 
performance, focus on 
the future. Set clear, 
achievable goals for 
the next review period. 
These goals should be 
specific, measurable, 
attainable, relevant, and 
time-bound (SMART). 
Collaborate with your 
staffer to develop these 
goals, ensuring they 

align with both the individual’s 
career aspirations and the 
organization’s objectives.

Provide Support and 
Resources
To help your staffer succeed 
in meeting their goals, offer 
support and resources. This 
could include additional 
training, mentoring, or 
tools to enhance their 
performance. Demonstrating 

your commitment to their 
professional development can 
boost their motivation and 
engagement.

Document the Evaluation
After the meeting, document 
the key points discussed, 
including achievements, areas 
for improvement, goals, and 
any agreed-upon support or 
resources. This documentation 
serves as a reference for future 
evaluations and helps track 
progress over time. Ensure the 
staffer receives a copy and has 
the opportunity to add their 
comments.

continues on page 8
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As an office manager, 
fostering a culture of 

continuous improvement 
is crucial for maintaining 
an efficient, adaptable, and 
thriving workplace. Continuous 
improvement strategies 
help you and your team stay 
ahead of challenges, embrace 
innovation, and consistently 
enhance the way you work. By 
focusing on ongoing growth 
and development, you can drive 
your office toward sustained 
success.
One of the most effective 
continuous improvement 
strategies is adopting 
a Kaizen approach. Kaizen, 
which means “change for the 
better” in Japanese, encourages 
making small, incremental 
improvements regularly. Instead 
of waiting for major overhauls, 
focus on implementing 

minor tweaks that gradually 
enhance your processes. For 
instance, you might streamline 
a filing system, optimize a 
scheduling procedure, or refine 
a communication protocol. 
By making continuous, small 
adjustments, you create a work 
environment that is always 
evolving and improving.
Another key strategy 
is employee involvement. 
Your team members are the 

ones who carry out daily tasks, 
so they have valuable into 
what’s working and what isn’t. 
Encourage open communication 
and create channels for 
employees to share their ideas 
for improvement. Regularly 
solicit feedback through 
surveys, suggestion boxes, 
or team meetings. When 
employees feel heard and see 
their suggestions implemented, 
they become more engaged 
and motivated to contribute to 
the ongoing betterment of the 
office.
Benchmarking is another 
powerful strategy for 
continuous improvement. 
By comparing your office’s 
processes and performance 
against industry standards or 
best practices, you can identify 

The Continuous Improvement 
Playbook for Office Managers

continues on page 9

Mastering Employee 
Evaluations: How to 
Inspire Growth and 
Accountability
continued from page 7

Follow Up Regularly
Evaluations shouldn’t be a once-
a-year event. Schedule regular 
check-ins to discuss progress 
towards goals, address any 
ongoing concerns, and provide 
continuous feedback. These 
meetings can help maintain 
momentum, keep your staffers 

on track, and demonstrate your 
ongoing commitment to their 
development.

Foster a Culture of 
Continuous Improvement
Encourage a culture where 
feedback is valued and 
sought after. When staffers 
see evaluations as a tool for 
growth rather than a punitive 
measure, they are more likely 
to be open and responsive. 
Promote the idea that everyone, 
including yourself, can benefit 
from feedback and continuous 
improvement.

Conclusion
Conducting staffer evaluations 
effectively requires preparation, 
clear communication, and 
a supportive approach. By 
following these guidelines, you 
can transform evaluations into 
a positive experience that drives 
improvement, fosters growth, 
and strengthens your team. 
Remember, your goal is to help 
your staffers succeed, which 
in turn, ensures the success of 
your office. 
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Prioritizing tasks is a crucial 
skill that can significantly 

impact your productivity and 
effectiveness as a manager. 
With numerous responsibilities 
and often competing demands, 
knowing how to prioritize tasks 
ensures that you focus on what 
matters most and manage your 
workload efficiently. Here’s 

a practical guide to help you 
master task prioritization in your 
role.

Understand the Importance 
of Prioritization
Prioritization helps you allocate 
your time and resources to 

The Continuous 
Improvement 
Playbook for Office 
Managers
continued from page 8

continues on page 10

areas where you’re excelling 
and where there’s room for 
improvement. Benchmarking 
helps you set realistic goals 
and track your progress over 
time. Whether it’s improving 
response times, reducing 
errors, or enhancing customer 
satisfaction, benchmarking 
gives you a clear sense of 
where you stand and where you 
need to go.
Training and development are 
essential components of any 
continuous improvement 
strategy. As technology and 
industry practices evolve, it’s 
important to ensure that you 
and your team stay up-to-
date with the latest skills and 
knowledge. Invest in ongoing 
training programs, attend 
workshops, and encourage your 
team to pursue certifications 
that align with their roles. 
Continuous learning not 

only enhances your team’s 
capabilities but also keeps 
everyone motivated and ready 
to tackle new challenges.
Implementing a Plan-Do-
Check-Act (PDCA) cycle is 
another effective continuous 
improvement strategy. 
This iterative process 
involves planning a change, 
implementing it, checking the 
results, and acting based on 
what you’ve learned. The PDCA 

cycle promotes a mindset 
of ongoing evaluation and 
refinement, ensuring that 
improvements are sustained 
over time. It’s a simple yet 
powerful way to keep your 
office’s processes dynamic and 
responsive to change.

Finally, embrace a culture of 
innovation. Encourage your 
team to think creatively and 
explore new ways of doing 
things. Innovation doesn’t 
always mean big, disruptive 
changes; it can be as simple 
as trying out a new tool, 
experimenting with a different 
workflow, or rethinking 
how tasks are assigned. By 
fostering an environment where 
innovation is welcomed and 
rewarded, you empower your 
team to continuously seek out 
better ways to work.
Continuous improvement is 
a journey, not a destination. 
By integrating strategies like 
Kaizen, employee involvement, 
benchmarking, training, the 
PDCA cycle, and fostering 
innovation, you create a work 
environment that is constantly 
evolving and improving. 
These strategies not only 
enhance your office’s efficiency 
and effectiveness but also 
contribute to a culture of growth 
and adaptability that will benefit 
your organization for years to 
come. 

The Art of Prioritization: Getting 
the Right Things Done First

http://creativeofficemanager.com


Vol. 2 | Num. 1 | January 2026 creativeofficemanager.com

10

tasks that align with your 
goals and deliver the most 
value. It allows you to focus 
on high-impact activities, meet 
deadlines, and reduce stress. 
By prioritizing effectively, 
you can ensure that critical 
tasks are completed on time 
while managing less urgent 
tasks without becoming 
overwhelmed.

Identify and Categorize 
Tasks
Start by listing all the tasks you 
need to complete. Break them 
down into categories based 
on their nature and urgency. 
Common categories include:
	 Urgent and Important: Tasks 

that need immediate 
attention and have significant 
consequences if not 
completed.

	 Important but Not Urgent: 
Tasks that are crucial for 
long-term success but do not 
require immediate action.

	 Urgent but Not Important: 
Tasks that require quick 
action but do not contribute 
significantly to your long-term 
goals.

	 Neither Urgent nor 
Important: Tasks that have 
minimal impact and can be 
deferred or delegated.

For example, responding to a 
client’s urgent request might fall 
into the “Urgent and Important” 

category, while updating a 
report that isn’t due for a week 
may be “Important but Not 
Urgent.”

Use Prioritization 
Techniques
Several techniques can help you 
prioritize tasks effectively:
	 Eisenhower Matrix: This 

matrix helps you categorize 
tasks into four quadrants 
based on urgency and 
importance, guiding you on 
what to focus on first.

	 ABC Method: Assign each 
task a priority of A (high), B 
(medium), or C (low). Focus 
on completing A tasks before 
moving on to B and C tasks.

	 Pareto Principle (80/20 
Rule): Identify the 20% of 
tasks that will yield 80% 
of the results. Focus on 
these high-impact tasks to 
maximize your productivity.

Using these techniques helps 
you make informed decisions 
about where to invest your time 
and effort.

Set Clear Goals and 
Deadlines
Define clear goals and deadlines 
for each task. Having specific 
objectives and timelines 
helps you stay organized 
and ensures that tasks are 

completed in a timely manner. 
Break larger projects into 
smaller, manageable tasks with 
individual deadlines to maintain 
progress and avoid last-minute 
rushes.
For example, if you have a 
project due in a month, set 
weekly milestones to track 
progress and ensure that you 
stay on track. This approach 
helps prevent tasks from 
becoming overwhelming and 
ensures steady progress.

Delegate When Necessary
Not all tasks need to be handled 
by you. Delegating tasks to 
your team can help you focus 
on higher-priority activities and 
ensure that work is completed 
efficiently. Identify tasks that 
can be delegated based on 
team members’ skills and 
workload.
Provide clear instructions and 
set deadlines when delegating 
tasks. Follow up periodically 
to check on progress and offer 
support as needed. Delegation 
not only helps you manage your 
workload but also empowers 
your team and develops their 
skills.

Learn to Say No
As an office manager, you may 
encounter requests or tasks 
that do not align with your 
priorities or objectives. It’s 
important to learn to say no 
or negotiate deadlines when 
necessary. Politely decline 
tasks that do not contribute to 
your goals or can compromise 
your ability to complete higher-
priority tasks.

The Art of 
Prioritization: Getting 
the Right Things 
Done First
continued from page 9

continues on page 11
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Imagine your best admin 
suddenly goes on 

vacation—or worse, leaves 
the company. Do others 
know how to handle the daily 
reports, book the conference 
room correctly, or reset the 
temperamental copier? If the 
answer is “not really,” it’s time 
to create a knowledge base.
A knowledge base is like a 
digital playbook. It’s where you 
store and organize the most 

important information about 
how your office runs—step-by-
step instructions, key contacts, 
templates, troubleshooting 

guides, and more. When 
done right, it becomes an 
invaluable tool for training, 
consistency, and business 
continuity.
Here’s how to build a 
knowledge base that your 
administrative staff will 
actually use—and thank you 
for.

Related Reading

	 https://creativeofficemanager.
com/the-art-of-prioritization-
how-to-tackle-competing-
demands-as-an-office-manager/

	 https://creativeofficemanager.
com/navigating-change-how-
to-guide-your-office-through-
transitions/

continues on page 12

The Art of 
Prioritization: Getting 
the Right Things 
Done First
continued from page 10

For instance, if you’re asked to 
handle a low-priority request 
while working on a critical 
project, communicate your 
current priorities and suggest 
an alternative solution or 
timeline.

Review and Adjust Priorities 
Regularly
Priorities can shift based on 
changing circumstances, 
deadlines, or new information. 
Regularly review and adjust 
your priorities to reflect any 
changes in your workload or 
goals. This flexibility helps 
you stay responsive to new 
developments and ensures that 
you are focusing on the most 
relevant tasks.

Set aside time each week to 
review your task list, assess 
progress, and adjust priorities 
as needed. This practice helps 
you stay organized and adapt to 
evolving needs.

Use Technology to Manage 
Tasks
Leverage technology to assist 
with task management and 
prioritization. Task management 
tools and apps can help you 
organize tasks, set deadlines, 
and track progress. Tools like 
Asana, Trello, or Todoist provide 
features for creating task 
lists, assigning priorities, and 
monitoring completion.
These tools can also help 
you visualize your workload, 
manage deadlines, and 
collaborate with your team 
more effectively.
Prioritizing tasks is a vital skill 
for office managers, enabling 
you to manage your workload, 
meet deadlines, and focus 

on what matters most. By 
identifying and categorizing 
tasks, using prioritization 
techniques, setting clear goals 
and deadlines, delegating 
when necessary, learning to 
say no, reviewing and adjusting 
priorities regularly, and 
using technology to manage 
tasks, you can enhance your 
productivity and effectiveness 
in your role. Mastering task 
prioritization ensures that 
you stay organized, reduce 
stress, and lead your team with 
confidence. 
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1. Start with What You Wish 
People Knew
Don’t overthink the beginning. 
Start with the questions you get 
asked over and over again:
	 “Where’s the file for the 

monthly budget?”
	 “How do I refill the postage 

meter?”
	 “What’s the process for 

onboarding a new hire?”
These repeated requests are 
gold. Use them to form your 
first articles or instructions. 
If you already have pieces of 
guides in emails, sticky notes, or 
someone’s head—gather them 
and start translating them into 
clear, shared resources.

2. Organize by Function, Not 
by Person
Avoid categories like “Janelle’s 
tasks” or “Front Desk Stuff.” 
Instead, organize by areas of 
responsibility that make sense 
across roles:
	 Scheduling and Calendar 

Management
	 Office Equipment & Supplies
	 Finance and Billing 

Processes
	 IT and Systems Access
	 HR & Onboarding

	 Client or Customer Service 
Workflows

This way, your knowledge base 
grows into a tool that survives 
turnover and makes onboarding 
easier.

3. Keep It Simple and 
Actionable
Your entries should be clear, 
concise, and easy to follow—
even by someone who’s never 
done the task. Use headings, 
checklists, and screenshots. 
Include:
	 The what (task name)
	 The why (why this matters)
	 The when (frequency or 

triggers)
	 The how (step-by-step 

instructions)
Here’s an example of a solid 
entry title: 
	 “How to Order Office Supplies 

(Monthly Process)”

4. Choose the Right Platform
You don’t need fancy software 
to get started. A shared Google 
Drive or Microsoft OneNote can 
work fine. For more structure, 
tools like Notion, Confluence, 
Slite, or Tettra are built for this 
purpose and offer templates, 
permissions, and searchability.
Whatever you use, make sure 
it’s:
	 Easy to access
	 Easy to update
	 Searchable

	 Backed up

5. Collaborate and Delegate
You don’t have to build this 
alone. Invite your administrative 
staff to contribute the 
processes they know best. 
Empowering your team to co-
own the knowledge base gives 
them a sense of value and helps 
ensure the content is practical 
and real-world tested.

6. Make It a Living Resource
A dusty manual no one 
updates? That’s not helpful. 
Encourage regular reviews—
monthly, quarterly, or after 
big process changes. Assign 
ownership for sections, so 
updates don’t fall through the 
cracks. Use your team meetings 
to remind staff it’s there and 
welcome suggestions to 
improve it.

7. Train People to Use It
Even the best knowledge base 
is worthless if no one knows 
about it. Walk your team 
through how to use it. Link to it 
in onboarding checklists. Refer 
to it when people ask questions.

The Payoff
With a well-built knowledge 
base, you’ll cut down on 
repetitive questions, reduce 
disruption when someone’s 
out and build a culture where 
knowledge is shared—not 
hoarded. Your administrative 
team will be stronger for it. 

Build a Knowledge 
Base for Your 
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