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The biggest makeover that you can give your office or home is to take advantage of the advice of a
professional organizer. Professional organizers will tell you how to keep everything which you need
in such a manner that you can find it blindfold. Use office furniture which is designed to reduce
clutter. It is not simply a question of putting things away. A professional organizer appreciates the
importance of using appropriate storage systems.

When you use specific holders for pens and pencils or keep your pins, sharpeners and erasers
neatly in tray, you send out a message of being organized and methodical. It goes a long way to
jazzing up your image even more when you add aesthetics and creativity to utility. Professional
organizers advise you to make sure that the filing cabinets and bookcases that you use most often
are positioned by your desk. This would help you with easy accessibility. The books and documents
that are needed rarely can be kept away in less accessible places suggest professional organizers.

Your appliances and furniture should be organized with a view to maximize efficiency and
productivity. Sometimes a professional organizer will tell you that you could think in terms of
investing in a single multi-function appliance like a printer/ copier/ phone/ fax machine instead of
having several gadgets cluttering your work area. This would make it more compact. Going through
all the items on your desk periodically will help you to dispose of things you have no use for or are
unlikely to need in a great hurry.

Similarly setting up your home efficiently does something more powerful to your image as a
homemaker than boasting of latest gadgets which are in the midst of clutter. There are many
occasions when a much gadget or appliance may not be used simply because trying to unearth it
would be simply too exhausting. Professional organizers can tell you how to keep your kitchen or
living room or even washroom in such a way that people think they have walked into a model home!
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