Time Saving Tips – Secretarial
Psalm 90:12 So teach us to number our days, that we may apply our hearts unto wisdom.
1. Swab the deck-_______________ your ____________
Keep your desk __________ and ___________ by ___________.

Put away __________ and____________ that is not immediately needed – but know where you put it!!

Keep ______________ together.

Label ____________and ___________ to make retrieving items easier.

At the end of each week you should _______________________________.

Keep that ______________________ close!

_______________yourself with ________________.

2. Chart the Course – __________ your _____________.
Do the ________________.

Set _____________and readjust _____________.

____________everything _____________.

Maintain _______________.
· ____________ what you must do with each item on any list

· _____________ to bite-size pieces

· ______________if it’s _______________________ to do a task or it it’s only up to you to ______________________________
Allow for ____________________.

________________ 15 minutes _____________ at the _________________. 

3. Set Sail – _____________
________________ with _______________ as it arrives.

Use ________________and _______________ for regular occurring events.

Practice the ___________ of _______________.

Schedule ______________and ____________with both a ______________and an __________ time.

Make ____________ of______ hours.

Replace _____________that doesn’t ______________.

Develop _____________ for ___________ tasks.

a. Phone
· Try to _______________each call ______________.

· When retrieving messages, _______________ and ____________________________.

· Take _____________________ following the call if all you need to do is a _______________ for follow-up.

· When making calls, try to ________________ keep you from __________________ throughout the day.

b. Email
· Keep your __________________system organized by using _______________.

· Use the _________________ productively.

· Turn off the _________________function on your _____________.

c. Filing
· Keep your___________ systems ___________.

d. Mail
· Do it ______________________
e. Computer
· Use your __________________ to alert you to ______________ and _______________.

· Learn ______________ for your ____________________.

· Use _________________ for paragraphs and phrases you use repeatedly in letters and documents. 
· _____________

· _____________

4. Avoid the storm – _________________________________
________________–

· _____________with _____________ on a ______________
· ______________ when someone _______________

· Politely _____________ a call

· “I’ve taken enough of your time”
· I have five minutes before I need to: work on a project, go to a meeting, leave for the airport – how can I help you?

________________ –

· Repress _________________ _______________

· ________________ –

· Examine your _________________ when you _______________.
· Break down a ________________ project to _____________parts.

· Decide on a ___________________ for any project. 

· Ask yourself on each project, “_________________________________?”
