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[   Business  ]

Occupational therapy practitio-
ners are now finding themselves 
involved in a wide variety of pro-
fessional activities in addition to 

clinical practice, including consulting, pub-
lishing, presenting and even creating new 
marketable products.1 This article addresses 
additional important components of manag-
ing your business life by suggesting ways you 
can:
•  analyze your own organization style,
• � acquire more efficient office managing 

procedures, and
• � increase productivity by planning each 

day to match your unique rhythms of 
work and play.
After reviewing articles and workshop 

notes I had collected over the years, search-
ing Internet sites and interviewing others, I 
realized that the Occupational Therapy Practice 

Framework2 includes certain components from 
the categories of “activity demands” and “per-
formance skills” that can help organize:
• � space and object management (relating to 

physical context),
• � time management (sequence and timing) 

and
• � communications management (snail mail, 

voice mail and e-mail).
While researching this article, I found 

myself challenging many of the assump-
tions that we often accept without question, 
such as “Set aside specific times of the day 
to complete certain tasks.” I have read this 
often as advice to writers—for example, that 
they must promise themselves to complete 
a certain number of pages every day. Bal-
derdash! How can the creative spirit work 
in that restrictive environment? 

Those of us who have learned to be sensi-
tive to our individual rhythms know that 
we are way more efficient if we respond to 

what our own bodies are telling us in the 
moment. Yes, we need certain routines to be 
able to function in an interactive way with 
others, but we can also find many opportu-
nities to make choices by asking ourselves a 
sequence of questions:
1.  How am I feeling right now?
2.  What do I feel like doing?
3. � What needs to be done that would be 

enjoyable as well as productive?

Space/Object Management
The Feng Shui Office

The basic principle of Feng Shui is about chi, 
the spiritual life force, an energy that should 
flow freely through a space. Certain colors, 
plants and the elements of wood, water, fire, 
metal and earth symbolize specific ways of 
achieving aspirations such as strength, hon-
esty, vitality, a successful career, longevity 
and good health. If your office is designed 
with these principles in mind, you should be 
able to think without disturbances and more 
easily achieve your projects and goals.3 

Four examples illustrate certain Feng 
Shui principles:
1. � Place your desk facing the door so you 

can see if someone enters. 
2. � Windows, especially those opening out-

ward, allow the entrance of natural light 
in the room and help you feel relaxed and 
comfortable. 

3. � The area directly in front of where you sit 
at your desk should be clear and without 
objects disturbing you. 

4. � Objects in general—and especially 
machines—restrict the flow of energy, 
so they should never be at the center of 
the room. A card table in the center of 
my office is a great place for “piling” of 
current projects. The shallow top and 
narrow legs allow a free energy flow.

The Virtual Footprint
Many experts stress the importance of plac-
ing office equipment and supplies so the 
ones you use most often are within reach. 
However, keep in mind that every object 
in your office has a virtual footprint typi-
cally larger than its physical dimensions. 
For example, a vertical organizer may be 
only 10” wide, 12” deep and 9” high, but 
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Table 1: 
Time Management Problems 
and Possible Solutions

Too much work, not enough time

Prioritize tasks according to your 
current professional interests and abilities 
(motivate yourself).

Delegate or refer tasks near the bottom of the 
list to others (match their skills and interests).

Do tasks that take less than five minutes first 
(achieve immediate satisfaction).

Simply decline a new project 
(learn how to say no).

Tight deadlines

Choose as many projects as possible that do 
not have immediate or firm deadlines (find 
them, they are there).

Delay a requested deadline, if possible (no 
harm in asking).

Use an extra block of time to work on a task 
that you enjoy far ahead of its deadline (try it, 
you’ll like it).
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