
 
Tips for Creating a Successful Office Environment 

Just as your home is connected to you energetically and is directly related to how you feel about 

yourself and your life, so your office is connected to you and your professional life, and can either 

support your success or sabotage it. Here are some tips to help you turn your office into the most 

supportive environment possible. 

1. Choose your location - the location of your office has an impact on your success. If it is tucked 

away in a basement or a dark corner, it can signify that your work is of little importance. If you 

work from home it’s not ideal to have your workspace in your bedroom or in a corner of the 

kitchen or some other shared room. Ideally, you will want to have your own dedicated 

workspace. Otherwise you can find that people don’t pay attention to you, you may lack 

confidence and it may seem as if you are always struggling to make your business known. 

 

2. Choose the position of your desk carefully - The position of your desk is very important to 

ensure business/career success. The best position in your office is the ‘command’ position, 

which is as far away from the door as possible, ensuring that you sit facing the door. The more 

room you have between you and the door, the better. This will keep you from feeling inundated 

or overwhelmed by tasks or people. You also want to make sure that you sit either with your 

back to the wall, or have your desk at an angle so you sit in the corner. 

 

3. Choose your chair with care – successful CEOs don’t sit on small chairs. They have large, 

comfortable chairs with high backs. A supportive chair with a high back feels more powerful 

than a small, uncomfortable chair. Invest in a comfortable chair that supports your back – you’ll 

feel more empowered and in control. 

 

4. Keep only what you need – clutter in your office represents stagnation and lack of clarity and 

enthusiasm about your career or business. Keep only the things you need on a regular basis in 

your office. Remove anything that doesn’t relate to your business/career. Apart from a few 

personal items, keep only those things that relate to your professional life in your office.  

 

5. Give everything a place – once you’ve removed everything that doesn’t relate to your 

professional life, make sure that everything is organized and has its own place so you can easily 

find things. Even those professionals that require masses of paperwork, such as attorneys or 

CPAs, can be organized with dedicated spaces for sorting and keeping documents that are being 

worked on. The more organized your office space, the clearer your mind will be. 

 

6. Know what your office says about you – if someone new came into your office what would it 

tell them about you? Would they know what you do and how well you do it? Would they feel 

confident about working with you? Certificates, samples of your work, inspirational items, 



 
awards, and an organized office space speak of someone who cares about what they do, who is 

enthusiastic and motivated, professional and organized – aren’t those the types of people you 

like to work with? 

 

7. Light up your space – natural light is ideal, but make good use of lamps or overhead lighting 

wherever possible or necessary. If your office doesn’t have any windows, it’s particularly 

important to bring in plenty of light. Avoid fluorescent lighting and use full spectrum bulbs 

wherever possible. 

 

8. Use plenty of storage – consider how much you really need to keep in your office and store 

things away as needed. Don’t store things under your desk or piled high on top of cabinets of 

bookcases. Organize them and store them away in closed cabinets. 

 

9. Minimize the ornaments – it’s fine to have a few personal items in your office, such as a 

photograph or two, perhaps of your family and pets, or your golf trophy, but don’t overdo it. 

Minimize distractions by keeping your office primarily work focused. 

 

10. Schedule regular clearing sessions – make space for new opportunities, new clients, and new 

business to come in by regularly clearing out your old files and old projects. Keep your 

workspace current. 

 

Be Unstoppable! 
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