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With the right systems in place, 
you can create a streamlined, 

efficient office that runs like a well-
oiled machine—saving time for your 
team and cutting costs for your orga-
nization. Here are some proven office 
systems that can help you achieve 
both.

First, embrace digital document 
management. Paper files are not only 
a drain on time but also expensive 
to store and maintain. Implement a 
reliable cloud-based document man-
agement system that allows you to 
digitize, organize, and securely share 
files. Systems like Google Drive, Drop-
box, or SharePoint can make docu-
ment retrieval instantaneous while 
cutting back on printing, paper, and 
storage costs. Plus, digital files are 

easier to back up and protect from 
loss or damage.

Next, invest in project management 
software. Tools like Asana, Trello, or 
Monday.com make it easy to assign 
tasks, set deadlines, and track prog-
ress. These platforms ensure nothing 
falls through the cracks, reducing 
costly delays and miscommunica-
tions. They also eliminate the need 
for endless status meetings by putting 
updates and priorities at everyone’s 
fingertips.

Automating repetitive tasks is another 
game-changer. Whether it’s payroll, 
invoicing, or scheduling, automa-
tion tools like QuickBooks, Gusto, or 
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Conducting interviews is a critical 
responsibility for any office man-

ager. It’s your chance to evaluate 
potential candidates and determine 
who will be the best fit for your 
team. Effective interviews help you 
make informed hiring decisions, 
ensuring you bring in individuals 
who will contribute positively to 
your office environment. Here are 
some tips and strategies to help you 
conduct successful interviews.

Prepare Thoroughly
Preparation is key to conducting 

effective interviews. Start 
by thoroughly reviewing the 
candidate’s resume, cover letter, 
and any other application materials. 
Familiarize yourself with their 
background, skills, and experiences. 
Prepare a list of questions tailored 
to the specific role and the 
candidate’s qualifications. Having 
a structured plan will help you stay 
focused and make the most of your 
time with the candidate.

Calendly can save hours of manual 
effort. Not only does this free up 
time for higher-value work, but it 
also reduces the risk of errors that 
could cost the company money.

An effective communication system 
is essential for keeping everyone on 
the same page. Platforms like Slack 
or Microsoft Teams allow for instant 
messaging, video calls, and file shar-
ing, all in one place. These tools cut 
down on lengthy email threads and 
speed up decision-making. Paired 
with a shared calendar system, they 
help your team coordinate sched-
ules and meetings more efficiently.

Standardized processes are another 
way to save both time and money. 
Create clear, step-by-step workflows 
for recurring tasks, like onboarding 
new employees or processing ex-
pense reports. Documenting these 
processes ensures consistency, min-
imizes training time, and helps new 
employees get up to speed quickly. 
Even a simple checklist can go a long 

way in preventing oversights and 
rework.

For inventory management, wheth-
er it’s office supplies or specialized 
equipment, tracking tools can help 
you avoid overordering or running 
out of essentials. Software like Zoho 
Inventory or a basic spreadsheet 
system can keep you informed 
about stock levels and spending pat-
terns. Ordering only what’s need-
ed and taking advantage of bulk 
discounts can lead to substantial 
savings over time.

Lastly, consider periodic system 
audits. Even the best systems need 
updating as your office grows and 
changes. Set aside time to review 
what’s working and what’s not. Are 
you paying for tools no one uses? 
Are there bottlenecks in workflows? 
Regular reviews ensure your sys-
tems stay efficient and cost-effec-
tive.

Implementing these proven sys-
tems doesn’t just save time and 
money—it also creates a more 
organized, productive, and enjoy-
able workplace. By taking the lead 
in optimizing operations, you’re 
not just managing the office; you’re 
empowering your team to focus on 
what they do best. And that’s a win 
for everyone. 
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Create a Comfortable 
Environment
Interviews can be stressful for 
candidates, so it’s important to 
create a welcoming and comfortable 
environment. Begin with a friendly 
greeting and make small talk to put 
them at ease. Ensure the interview 
space is quiet and free from 
distractions. A relaxed atmosphere 
will help candidates feel more 
comfortable and open during the 
interview, allowing you to get a better 
sense of their true personality and 
capabilities.

Ask Open-Ended Questions
To gain deeper insights into a 
candidate’s skills and experiences, ask 
open-ended questions. These types 
of questions encourage candidates 
to elaborate and provide detailed 
responses. For example, instead 
of asking, “Did you handle project 
management in your previous job?” 
ask, “Can you describe a project you 
managed and how you ensured its 
success?” Open-ended questions help 
you understand how candidates think, 
solve problems, and approach their 
work.

Listen Actively
Active listening is crucial during 
interviews. Pay close attention to 
the candidate’s responses and take 
notes if necessary. Show that you are 
engaged by maintaining eye contact 
and nodding in agreement. Avoid 
interrupting and give candidates the 
time they need to fully express their 
thoughts. By listening actively, you’ll 
be able to ask follow-up questions and 
gain a deeper understanding of the 
candidate’s experiences and skills.

Evaluate Cultural Fit
While skills and experience are 
important, evaluating a candidate’s 
fit with your office culture is equally 
crucial. Consider the values, work 
ethic, and personality traits that 
align with your team’s dynamics. 
Ask questions that reveal how the 
candidate approaches teamwork, 
handles conflict, and adapts to 
change. For example, “Can you give 
an example of how you handled a 
disagreement with a co-worker?” 
Understanding how a candidate fits 
within your office culture will help 
ensure a harmonious and productive 
work environment.

Assess Problem-Solving 
Abilities
Problem-solving skills are essential 
for most roles, so it’s important to 
assess a candidate’s ability to think 
critically and handle challenges. 
Present hypothetical scenarios or 
real-life situations related to the job 
and ask the candidate how they would 
address them. For instance, “How 
would you handle a situation where 
you have conflicting deadlines?” 
Their responses will give you insight 
into their problem-solving process 
and their ability to stay calm under 
pressure.

Involve the Team
Involving other team members in 
the interview process can provide 
different perspectives and help you 
make a more informed decision. 
Consider having candidates meet with 
key team members or participate 
in panel interviews. Team members 

can ask questions relevant to their 
areas and provide feedback on the 
candidate’s fit for the role and the 
team.

Provide Clear Information
Ensure that candidates have a 
clear understanding of the role, 
responsibilities, and expectations. 
Provide detailed information about 
the job, the team, and the company 
culture. Be honest about any 
challenges they might face in the 
role. Clear communication helps 
candidates make informed decisions 
about whether the job is the right fit 
for them.

Close the Interview 
Professionally
At the end of the interview, thank 
the candidate for their time and 
explain the next steps in the hiring 
process. Let them know when they 
can expect to hear back from you 
and provide your contact information 
for any follow-up questions. Closing 
the interview professionally leaves a 
positive impression and shows respect 
for the candidate’s time and effort.

Reflect and Decide
After the interview, take some 
time to reflect on the candidate’s 
responses and how they align with the 
requirements of the role. Review your 
notes and consider feedback from 
any team members involved in the 
interview. Compare the candidate’s 
qualifications, experience, and cultural 
fit with your ideal candidate profile. 
This thoughtful reflection will help you 
make a well-informed hiring decision.

Conducting interviews is an art that 
requires preparation, active listening, 
and thoughtful evaluation. Remember, 
the goal is to find individuals who not 
only have the skills and experience 
needed for the job but also fit well 
within your office culture. With the 
right approach, you can build a strong, 
cohesive team that drives your office’s 
success. 

Ace the Interview 
Process: Tips for 
Hiring the Right Fit 
Every Time
continued from page 2
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How to Identify and Eliminate 
Bottlenecks

Streamlining office processes is key 
to running an efficient, produc-

tive workplace. But before you can 
improve your operations, you need 
to identify the bottlenecks that are 
slowing things down. These bottle-
necks can be hidden in everyday tasks, 
making it essential to take a closer 
look at how work flows through your 
office.
Start by observing your team’s daily 
activities. Where do tasks tend to pile 
up? Are there recurring delays in cer-
tain areas, like document approvals or 
supply orders? Pay attention to where 
your team experiences the most 
frustration or where tasks take longer 
than they should. These are often 
signs that a bottleneck exists.

Communication breakdowns are a 
common source of bottlenecks. If 
information isn’t flowing smoothly 
between departments or team mem-
bers, it can cause delays and confu-
sion. For example, if a project stalls 
because someone didn’t get the infor-
mation they needed on time, that’s a 
bottleneck you need to address. Look 
for gaps in communication, whether 
it’s outdated tools, unclear processes, 
or simply a lack of coordination.

Another area to examine is the use of 
technology. Are your current systems 

and tools helping or hindering 
productivity? Outdated soft-
ware, cumbersome procedures, 
or manual data entry can create 
significant slowdowns. Take 
stock of your technology and 
ask your team for feedback on 
what tools are working and 
which ones are causing head-
aches. Investing in updated 
software or automating routine 
tasks can often eliminate bottle-
necks and free up time for more 
important work.

Workflow inconsistencies can also 
lead to bottlenecks. If different team 
members are following different pro-
cedures for the same task, it can cause 
confusion and delays. Standardizing 
your processes ensures everyone is 
on the same page, making it easier to 
identify where things might be going 
wrong. Create clear, documented pro-
cedures for key tasks and make sure 
everyone is trained to follow them.

Sometimes, bottlenecks occur be-
cause one person or department is 
overwhelmed with work while others 
have capacity to help. Look at how 
tasks are distributed across your team. 
Are there opportunities to balance the 
workload more evenly? Cross-training 
team members so they can step in 

when needed can help prevent bottle-
necks from forming.

Finally, gather feedback from your 
team. They are the ones on the front 
lines, and they often have valuable in-
sights into where processes are break-
ing down. Encourage them to share 
their observations and suggestions for 
improvement. This not only helps you 
identify bottlenecks but also fosters a 
culture of continuous improvement.

Identifying bottlenecks is the first step 
in streamlining your office processes. 
By paying attention to where tasks 
get stuck, improving communication, 
upgrading technology, standardizing 
workflows, and balancing workloads, 
you can clear the path for smoother, 
more efficient operations. 

Office space is often one of the big-
gest expenses on the books—and 

making sure you’re using every square 
foot wisely can have a big impact on 
your bottom line. Whether your office 
feels cramped or you’ve got extra 
rooms gathering dust, there are smart 
strategies to optimize your real estate. 
From trimming underused areas to 
creating new income opportunities, 

here’s how to make your office space 
work harder for you.

1. Assess Your Current 
Space Usage
Before making changes, get a clear 
picture of how your space is really 

Making the Most of Your Space: Real 
Estate Optimization Tips

continues on page 5
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being used. Walk through the office 
and note:

	 Which areas are busy all day versus 
mostly empty

	 Conference rooms that sit unused 
for long periods

	 Storage spaces packed with items 
that could be digitized or purged

	 Workstations assigned but rarely 
occupied (think remote or hybrid 
employees)

Sometimes, just mapping out how 
space is used during a typical week 
reveals surprising opportunities to 
repurpose or downsize.

2. Downsize or Reconfigure 
Underused Areas
If you have spaces that consistently 
go unused or could be condensed, 
consider:

	 Moving to a smaller footprint in 
the same building

	 Subletting a portion of your leased 
space to another business

	 Reconfiguring large offices or 
cubicles into open collaboration 
zones or shared desks

With more people working remotely 
or hybrid schedules becoming the 

norm, many offices find they don’t 
need as much dedicated space as they 
used to. Downsizing or rearranging 
can save rent and utility costs.

3. Create Flexible 
Workspaces
Investing in flexible seating or “hot 
desks” lets you accommodate more 
employees without expanding your 
space. Employees can reserve desks 
when they’re in the office, freeing up 
desks for others on different days. This 
approach can reduce the total number 
of desks—and square footage—
needed.

4. Rent Out Meeting Rooms 
or Event Space
If you have conference rooms or larger 
spaces that aren’t in constant use, 
consider renting them out to:

	 Local businesses needing short-
term meeting space

	 Freelancers or remote workers 
seeking a professional environment

	 Community groups or workshops 
looking for event venues

Online platforms like Peerspace or 
LiquidSpace make it easy to list and 
manage bookings. This generates 
revenue while maximizing your space 
utilization.

5. Use Storage Solutions 
Wisely
Clutter and excess physical files take 
up valuable space. Evaluate what can 
be:

	 Digitized and stored electronically 
to free up cabinets or closets

	 Archived off-site if retention is 
required but access is infrequent

	 Discarded safely if no longer 
needed

Clearing out storage areas can create 
room for additional workstations, 
collaborative zones, or even relaxation 
spaces that boost employee morale.

6. Incorporate Multi-Purpose 
Areas
Design spaces that serve more than 
one function. For example:

	 A break room that doubles as an 
informal meeting spot

	 Quiet zones that can be used for 
focused work or private calls

	 Training rooms that convert to 
project spaces when not in use

This flexibility means fewer rooms 
sitting idle and better overall space 
efficiency.

7. Plan for Growth or 
Contraction
Keep an eye on how your workforce 
and business needs are evolving. 
When negotiating leases, consider 
options for scaling your space up or 
down easily. Shorter lease terms or 
spaces with modular layouts can save 
money and stress if your space needs 
change unexpectedly.

Final Thoughts: Space Is a 
Resource, Not Just Overhead
Optimizing your office space isn’t 
just about cutting costs—it’s about 
getting the most value from a critical 
resource. Whether that means 
shrinking your footprint, generating 
rental income, or creating a more 
flexible and inspiring environment for 
your team, smart space management 
pays dividends.

Make your real estate work harder—
and smarter—for your organization. 


Making the Most of 
Your Space: Real 
Estate Optimization 
Tips
continued from page 4
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The First 30 Minutes of Every Monday – 
Office Manager Checklist

MANAGER’S TOOLBOX

This quick-start productivity tool will help you take control of the week before the week takes control of you. Use this 
checklist to get organized, prioritize effectively, and set your team up for a successful week.

Minute 0–5: Get the Lay of the Land
 Review today’s staffing levels and schedules

 Confirm coverage for planned PTO, remote work, or 
late arrivals

 Check for any last-minute callouts or schedule 
changes

 Note workload pressure points or departments that 
may need support

Goal: Ensure the office is adequately staffed and 
operational for the day.

Minute 5–10: Scan for Urgent Requests
  Review emails, messages, and ticket systems for 

urgent items

 Identify anything time-sensitive, deadline-driven, or 
client-facing

 Flag requests that require immediate action vs. 
same-day follow-up

 Acknowledge receipt of urgent issues where 
appropriate

Goal: Prevent small issues from becoming Monday-
morning fires.

Minute 10–15: Check Leadership 
Communications
 Review messages from executives, partners, or 

senior leadership

 Note new priorities, deadlines, or meetings 
impacting the team

 Identify any information that needs to be relayed to 
staff

 Flag items requiring clarification or follow-up

Goal: Stay aligned with leadership expectations before 
the day accelerates.

Minute 15–20: Triage Fires vs. Strategic 
Work
 Identify immediate “fires” that could disrupt 

operations

 Separate reactive tasks from strategic priorities

 Decide what must be handled today vs. scheduled 
later

 Delegate or defer appropriately

Goal: Avoid spending the entire day in reactive mode.

Minute 20–25: Set Your Top 3 Priorities
 Identify the three most important tasks or goals for 

the day

 Align priorities with leadership directives and team 
needs

 Communicate any critical tasks to staff as needed

 Ensure each priority has a clear owner or deadline

Goal: Focus your energy on what will make the biggest 
impact today.

Minute 25–30: Quick Team Check-In
 Touch base with key team members to confirm 

readiness and support needs

 Address any immediate questions or obstacles

 Reinforce priorities and expectations for the day

 Offer encouragement and clarity to set a positive 
tone

Goal: Start the week with clarity, alignment, and 
momentum.

Tip: Treat this 30-minute ritual as your Monday 
morning anchor. By taking just a half-hour to review 
staffing, prioritize tasks, and check in with your team, 
you’ll move from reactive to proactive, reduce stress, 
and set a strong tone for the week ahead. 
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Continuing education is one of the 
best investments you can make 

in your career as an office manager. 
In a role that demands adaptability, 
staying updated on the latest trends, 
tools, and best practices is essential. 
Whether it’s mastering new software, 
understanding evolving HR laws, or 
refining your leadership skills, continu-
ing education helps you stay ahead of 
the curve.

One way to explore opportunities is by 
enrolling in industry-specific courses 
or certifications. These programs 
not only bolster your knowledge 
but also add to your credibility. 
For example, if you’re managing a 
medical office, courses in healthcare 
administration or patient privacy laws 
could be incredibly beneficial. Law 
office managers might focus on legal 
software proficiency or updates in 
compliance regulations.

Don’t overlook the value of webinars 
and online workshops. These are 
often more flexible and can be 
squeezed into a busy schedule. They 
also provide insights from experts in 
your field, helping you stay informed 
without the need for significant time 
commitments.

Networking with peers through 
professional organizations can also 
lead to educational opportunities. 
Many associations offer exclusive 
workshops, seminars, and conferences 
that are designed to enhance your 
skill set. Plus, these events often 

provide a platform to exchange ideas 
and strategies with other office 
managers, which can be just as 
valuable as formal education.

Lastly, consider leveraging in-house 
training programs if your organization 
offers them. These programs are 
tailored to your specific workplace 
needs, making them highly relevant 
and practical. Not only do they help 
you grow, but they also demonstrate 
to your employer that you’re 
committed to your professional 
development.

Continuing education is more than 
just a box to check—it’s a vital part 
of your career growth. By staying 
informed and proactive, you’ll not 
only enhance your own skills but also 
contribute to the overall success of 
your office. 

Keep Growing: The Best Continuing 
Education Options for Office Managers

Case Study: A Small Fix That Created Big 
Savings in a Small Insurance Office

When you work in a small insur-
ance office, there’s rarely a sin-

gle, dramatic problem to fix. Instead, 
it’s the quiet, everyday inefficiencies—
the ones that don’t seem urgent—
that slowly drain time, money, and 
energy. That was exactly the situation 
in this office.

On the surface, everything looked 
fine. Policies were processed on 
time. Clients were served. The 
office ran without obvious crises. 
But as the office manager, you 
could feel the friction. Supplies ran 
out unexpectedly. Vendor invoices 
varied month to month with no 
clear explanation. Staff complained 
about scheduling gaps and last-

minute scrambles. None of it felt 
big enough to raise alarms—but 
together, it added up.

The Challenge: Death by a 
Thousand Small Cuts
The office employed fewer than 
15 people, which meant everyone 
wore multiple hats. Leadership 
assumed costs were “just part of 
doing business.” No one had time to 
question long-standing contracts or 
habits that had developed over years.

You noticed a few patterns:

	 Office supplies were being ordered 
reactively, often at premium prices.

	 Vendor contracts had auto-
renewed for years without review.

	 Staff schedules weren’t aligned 
with peak call times, leading to 
overtime in some weeks and idle 
time in others.

continues on page 8
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Case Study: A Small 
Fix That Created Big 
Savings in a Small 
Insurance Office
continued from page 7

Individually, each issue seemed minor. 
Together, they created unnecessary 
spending, frustration, and inefficiency.

The Office Manager’s Role: 
Seeing What Others Missed
You didn’t start with a sweeping 
overhaul. Instead, you paid attention 
to the details most people overlooked.

You began tracking expenses over 
three months, categorizing costs that 
had previously been lumped together. 
You compared invoices, reviewed 
contract terms, and quietly noted 
patterns in staff workload throughout 
the week.

Rather than framing these issues 
as “problems,” you treated them 
as opportunities to fine-tune 
operations—something small offices 
often don’t think they have time for.

The Actions Taken: Simple, 
Strategic Adjustments
Vendor Contract Review 
You reviewed every recurring vendor 

contract—IT support, 
cleaning services, 
shredding, and 
office supplies. 
Several contracts 
were outdated or 
priced for larger 
offices. By requesting 
updated quotes and 
renegotiating terms, 
you reduced monthly 
service costs without 
sacrificing quality.

Smarter Supply 
Ordering 
You created a basic 
inventory checklist 
and established 
reorder points for 
commonly used 
supplies. Instead of 
last-minute orders 
from multiple 
vendors, you consolidated purchases 
and scheduled monthly orders with 
negotiated pricing.

Schedule Alignment 
By analyzing call volume and workflow 
patterns, you adjusted staff schedules 
slightly to better match peak client 
activity. This reduced overtime and 
eliminated slow periods where 
employees had little to do.

Clear Documentation 
You documented these changes and 
created simple guidelines so the 
improvements wouldn’t disappear 
if someone was out sick or left the 
company.

The Results: Big Impact from 
Small Fixes
Within six months, the results were 
clear.

	 Operating costs dropped 
noticeably—enough to show up in 
quarterly financial reviews.

	 Overtime expenses decreased 
without reducing service levels.

	 Staff felt less stressed and more 
supported during busy periods.

	 Leadership gained confidence that 
operations were being actively 
managed, not just maintained.

Perhaps most importantly, leadership 
began asking for your input earlier—
before decisions were finalized—
because they saw how your attention 
to detail directly affected the bottom 
line.

The Takeaway: Office 
Management Is Strategic 
Work
This case study highlights something 
many office managers already know: 
you don’t need a massive budget 
or authority over major decisions 
to make a meaningful impact. You 
create value by noticing what others 
overlook and taking thoughtful, 
practical action.

In a small insurance office, where 
margins matter and resources are 
limited, those “small fixes” can be the 
difference between barely getting by 
and operating efficiently. When you 
manage details with intention, you 
don’t just keep the office running—
you make it stronger. 

A life-changing, self-training A life-changing, self-training 
manual for navigating difficult manual for navigating difficult 

conflicts and situationsconflicts and situations
No one understands how to 
handle and manage conflict 
like Lynne Curry, and no 
one writes about it better. If 
you ever have to deal with 
conflict (and you will), Curry’s 
book helps you identify and 
improve how you handle 
conflict. This is a must read. 

-- Sean Eichrodt, Securities and 
Investigations Management, 
The GEO Group Order Order 

Now!Now!
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At some point, it happens. Some-
one asks if they can bring their 

dog to work. Or a team member 
mentions how much calmer they’d be 
with their cat nearby. Or maybe you’re 
the one wondering whether an office 
pet policy could boost morale without 
turning the workplace into a kennel.

You’re not wrong to pause. Office 
pets can be a great perk—or a fast 
track to conflict—depending on how 
thoughtfully you roll it out. The good 
news is that with the right structure, 
you can create a policy that feels 
flexible, fair, and professional.

Start With the “Why,” Not 
the Cute Factor
Before you write a single rule, get 
clear on why you’re considering 
an office pet policy. Is it about 
employee wellness? Retention? 
Reducing stress in a high-pressure 
environment? Attracting talent?

When you lead with purpose, 
the policy feels intentional rather 
than impulsive. It also gives you 
something to point back to when 
you have to say no. “This policy 
is designed to support focus and 
comfort for everyone” goes over 
much better than “I just don’t like 
dogs in the office.”

Remember: Not Everyone 
Loves Pets (or Can Be 
Around Them)
This is the part that gets overlooked—
and where problems usually 
start. You may love animals, but 
some employees are allergic, 
fearful, distracted, or simply 
uncomfortable. A successful pet policy 
protects those employees just as 
much as pet owners.

That means pets should never be 
a right. They’re a privilege, subject 
to approval, and revocable if issues 
arise. Framing it this way from the 
start helps prevent resentment and 
awkward standoffs later.

Decide What “Office Pet” 
Actually Means
You’ll want to define this clearly, even 
if the policy is short. Are you talking 
about dogs only? Cats? Small animals? 
Fish tanks don’t bark, but they still 
require maintenance.

Most offices start with dogs because 
expectations are clearer and risks 
are easier to manage. Whatever you 
decide, spell it out plainly so you’re 
not fielding surprise requests for 
parrots, snakes, or emotional-support 
ferrets.

Set Behavior Standards—For 
Pets and Owners
This is where your role as office 
manager really shows. A good pet 
policy focuses less on the animal and 
more on the owner’s responsibility.

Pets should be well-trained, non-
aggressive, quiet, clean, and 
comfortable in a shared environment. 
Owners should be responsible for 

supervision at all times, cleanup, 
damage, and ensuring their pet isn’t 
disrupting others. If a pet becomes a 
distraction, the expectation should be 
clear: the pet goes home, no debate 
required.

Address Health, Safety, and 
Liability Up Front
Even in a relaxed office culture, you 
still have to think like a professional. 
Your policy should require that pets 
are up to date on vaccinations, 
flea prevention, and local licensing 

requirements.

You’ll also want to clarify liability. 
Make it clear that employees 
are responsible for any injuries 
or damage caused by their pets. 
Depending on your organization, 
this may also be a good moment 
to loop in HR or legal counsel 
to ensure the policy aligns with 
existing workplace and insurance 
rules.

Consider a Trial Period 
(and Say That It’s a Trial)

One of the smartest moves you can 
make is calling the initial rollout a 
pilot. A 30- or 60-day trial gives you 
space to see how it actually works in 
real life.

Let staff know you’ll be gathering 
feedback and that the policy may be 
adjusted—or discontinued—based on 
how it affects productivity, comfort, 
and the overall work environment. 
This keeps expectations realistic and 
gives you an exit ramp if things don’t 
go as planned.

continues on page 10
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Without Creating 
Chaos
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Q&A: Our Front Office Is Constantly 
Interrupted—How Do I Keep Anything 
on Track?

Communicate Clearly—and 
Invite Feedback
When you’re ready to launch, explain 
the policy in plain language. Avoid 
legalese. Walk people through the 
reasoning, the rules, and the process 
for requesting approval.

Most importantly, invite honest 
feedback. Some employees may have 
concerns they’re hesitant to raise. 
Making it clear that you’re open 
to hearing them builds trust and 

helps you spot issues before they 
escalate.

Be Willing to Enforce the 
Policy (Kindly but Firmly)
This is the moment that defines 
whether the policy succeeds. If you 
bend the rules for one person, you 
undermine the entire structure. 
Enforcement doesn’t have to 
be harsh, but it does have to be 
consistent.

If a pet isn’t a good fit, it’s okay to say 
so. You’re not judging the animal—or 
the employee. You’re protecting the 
workplace as a whole.

Done Right, This Can Be a 
Culture Win
An office pet policy isn’t about 
being trendy or indulgent. 

When done well, it signals that 
you care about employee well-
being and professionalism. It shows 
that your office can be flexible 
without being chaotic, and human 
without being unstructured.

As the office manager, you’re the one 
who makes that balance possible. And 
if you do it right, you’ll have happier 
employees—and far fewer surprises 
under the conference table. 

Question: 
I manage the office at a self-stor-

age facility, and between walk-ins, 
phone calls, deliveries, and tenant is-
sues, my day is nonstop interruptions. 
How am I supposed to stay organized 
or improve anything?

Answer: 
If your front office feels like a 

revolving door of interruptions, you’re 
not imagining it—and you’re not do-
ing anything wrong. Self-storage facil-
ities are designed for accessibility and 
customer convenience, which means 

the office naturally becomes the hub 
for everything that needs attention 
right now.

The key isn’t eliminating 
interruptions. It’s controlling 
how much they control you.
Start by recognizing that not every 
interruption deserves the same 
level of urgency. Walk-ins and 
phone calls are part of the job, but 
many questions are predictable and 
repetitive. Clear signage, printed FAQs 
at the counter, and automated phone 
messages can quietly reduce how 
often you’re pulled away from other 
work. When tenants can find answers 
without asking, you regain small 
pockets of time throughout the day.

Next, focus on batching tasks instead 
of trying to multitask. Administrative 
work—leases, reports, follow-ups, 
ordering supplies—gets harder 

when it’s constantly interrupted. 
Choose specific windows during 
slower periods to handle these tasks 
in batches. Even 30 uninterrupted 
minutes can be more productive than 
two scattered hours.

Creating protected time is essential 
in a high-traffic environment. This 
doesn’t mean closing the office or 
ignoring customers. It can be as 
simple as posting a sign that says, 
“Back in 15 minutes—assisting on-
site,” or routing calls to voicemail 
briefly while you complete a time-
sensitive task. Most tenants are 
understanding when expectations are 
clearly communicated.

Checklists are another powerful tool. 
When interruptions happen—and 
they will—you can quickly return to 

continues on page 11
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where you left off without starting 
over mentally. Daily opening and 
closing checklists, weekly task lists, 
and step-by-step guides for common 
processes reduce decision fatigue and 
prevent mistakes when your attention 
is pulled in multiple directions.

It also helps to observe patterns. 
Are there certain times of day when 
interruptions peak? Are the same 
questions coming up again and 
again? Adjusting schedules, signage, 
or procedures based on real traffic 
patterns can significantly reduce chaos 
without adding more work.

Finally, give yourself credit for 
managing an environment that’s 
inherently interruption-heavy. 
Staying organized in a self-storage 
office isn’t about perfect focus—it’s 
about building systems that absorb 
disruption so it doesn’t derail your 
entire day.

When interruptions stop being 
personal and start being planned for, 
you gain back control—and the space 
to improve how the office runs. 

Creating a comprehensive security 
policy is essential for safeguarding 

your office’s assets, data, and person-
nel. A well-crafted security policy not 
only establishes clear guidelines for 
managing security risks but also helps 
ensure that everyone in your office 
understands their role in maintaining 
a secure environment. Here’s how to 
develop a robust security policy that 
addresses your office’s unique needs.

Assess Your Security Needs
The first step in developing a security 
policy is to assess your office’s specific 
security needs. Consider the types 
of sensitive information you handle, 
the potential risks you face, and any 
regulatory requirements that apply to 
your industry. Conduct a thorough risk 
assessment to identify vulnerabilities 

and determine the areas where 
security measures are needed. 
This assessment will provide the 
foundation for your security policy 
and help you tailor it to address 
your office’s unique challenges.

Define the Scope and 
Objectives
Clearly define the scope and 

objectives of your security policy. 
Outline what the policy will 
cover, including physical security, 
cybersecurity, data protection, and 
employee conduct. Set clear goals for 
what you want to achieve with the 
policy, such as protecting sensitive 
information, preventing unauthorized 
access, and ensuring compliance with 
legal and regulatory requirements. 
Defining the scope and objectives 
helps ensure that your policy is 
focused and effective.

Establish Roles and 
Responsibilities
Assign specific roles and 
responsibilities related to security 
within your office. Identify key 

personnel who will be responsible 
for implementing and enforcing the 
security policy, such as a security 
officer or IT manager. Clearly outline 
the responsibilities of each role, 
including monitoring compliance, 
handling security incidents, and 
conducting regular audits. Ensure that 
everyone in your office understands 
their role in maintaining security and 
follows the policy’s guidelines.

Develop Security Procedures 
and Controls
Create detailed procedures and 
controls for managing various 
aspects of security. This may include 
guidelines for access control, data 
protection, incident response, and 
physical security measures. Develop 
specific protocols for handling 
sensitive information, securing 
devices and networks, and responding 
to security breaches. Ensure that 
the procedures are practical, easy to 
follow, and align with your office’s 
security needs and objectives.

Your Office’s First Line of Defense: 
Writing a Strong Security Policy
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Implement Training and 
Awareness Programs
Training and awareness are critical 
components of a successful security 
policy. Develop and implement 
training programs to educate 
employees about the security policy, 
its importance, and how to adhere to 
its guidelines. Conduct regular training 
sessions and provide resources to 
help employees stay informed about 
security best practices and emerging 
threats. Foster a culture of security 
awareness by encouraging employees 
to take an active role in protecting 
your office’s assets.

Establish Monitoring and 
Enforcement Mechanisms
To ensure that your security policy 
is effective, establish mechanisms 
for monitoring compliance and 
enforcing the policy. Implement tools 
and processes for tracking security 
activities, such as audits, inspections, 
and monitoring systems. Develop 
procedures for addressing non-
compliance and taking corrective 
actions when necessary. Regularly 
review and assess the effectiveness 
of your security policy and make 
adjustments as needed to address 
new risks or changes in your office 
environment.

Communicate the Policy 
Clearly
Effective communication is key to the 
successful implementation of your 
security policy. Ensure that the policy 
is clearly written and easily accessible 
to all employees. Use multiple 
communication channels, such as 
email, internal newsletters, and 
meetings, to disseminate the policy 
and reinforce its importance. Make 
sure that employees understand the 
policy’s guidelines and know where to 
find additional information or support 
if needed.

Review and Update Regularly
A security policy should be a 
living document that evolves with 
changes in your office and the threat 
landscape. Regularly review and 
update the policy to ensure it remains 
relevant and effective. Schedule 
periodic reviews to assess the policy’s 
performance, address any gaps or 
issues, and incorporate new security 
practices or technologies. Keeping 
the policy up-to-date helps ensure 
that your office is prepared to handle 
emerging security challenges.

Ensure Compliance with 
Legal and Regulatory 
Requirements
Ensure that your security policy 
complies with relevant legal and 
regulatory requirements. Research 
any laws or regulations that apply to 
your industry and incorporate their 
requirements into your policy. This 
may include data protection laws, 
industry standards, and other legal 

obligations. Compliance with these 
requirements helps protect your office 
from legal risks and ensures that 
your security practices meet industry 
standards.

Final Thoughts
Developing a robust security policy 
is essential for protecting your office 
from security threats and ensuring a 
safe and secure working environment. 
By assessing your security needs, 
defining the scope and objectives, 
establishing roles and responsibilities, 
developing procedures and 
controls, implementing training 
programs, establishing monitoring 
and enforcement mechanisms, 
communicating the policy clearly, 
reviewing and updating regularly, 
and ensuring compliance with legal 
requirements, you can create an 
effective security policy that addresses 
your office’s unique challenges. A 
well-designed security policy helps 
safeguard your assets, data, and 
personnel, ensuring a secure and 
resilient office environment. 

Your Office’s First 
Line of Defense: 
Writing a Strong 
Security Policy
continued from page 11
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