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9 Tips to Create an Organized 

Home Office Space 
 
Every business managed from home requires a workspace, either small or 

big. Unlike traditional offices, a home office can be anything from a desk to 

an entire room turned into a workspace. 

 

No matter how small your workspace is, it should allow you to be productive 

and do your work efficiently and peacefully. That’s why it’s important to 

keep your workspace organized.  

 

Starting from your used coffee mug to the stack of files, everything reminds 

you that getting your workspace organized is long overdue. However, 

organizing your home office space isn’t quite difficult. With some simple 

tricks, you can have a nice and tidy workspace. 

 

Things to Consider for Organizing The 

Workspace at Home 

 
Your workspace has a great impact on the success of your business. There 

are some common tips that every entrepreneur or freelancer should follow to 

organize their workspace at home. 

Choose The Right Location for Your Workspace  
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The kind of business you’re doing is the key to determining the location of 

your workspace. While you can work anywhere at home, selecting a fixed 

place will make your work easier and manageable. 

 

For example, if you’re a baker and run your cakeshop from your home, the 

perfect workspace will be the kitchen. You can set your baking essentials, 

oven, and refrigerators in the same room so that you can get things anytime 

you want. 

On the other hand, if you’re a lawyer or architect, you need a quiet office 

room located far from other rooms. You can also turn your library or study 

room into an office room for these kinds of works.  

Choose the Right Layout 

 
To run your business efficiently from home, you need all the essentials 

within your reach. That’s why it’s important that you choose the layout of 

your workspace very carefully. 

 

It’s best to choose a triangle or L-shaped layout. Use a swivel-style chair in 

the middle so that you can easily reach anything you want. 

 

The layout you’re choosing for your workspace must have enough space to 

hold all your accessories. Besides, it must go with the size and shape of your 

room. 

Put Everything in The Right Place 

 
You cannot work properly if your things aren’t in the right place. You might 

have a pile of files on your desk, but that shouldn’t block your space for the 

laptops or other stuff.  

 

Whether you have a whole room as an office or just a single desk, you need 

to place all the things correctly. Instead of putting your pens just in a corner 

of your desk, put them inside a penholder. The same goes for your 

computers, printers, phones, etc. 

 



Get a Comfortable Chair 
If your work requires you to sit for a longer hour, it’s crucial to find a chair 

that is comfortable. It’s because you might get severe back pain if you sit for 

hours in an uncomfortable position.  

 

Always choose a chair with adjustable height. In this way, your feet can be 

flat on the floor. The seat and the back must be cushioned, with the option 

to tilt the back. If possible, buy a chair with wheels so that you can move 

easily without creating the annoying sound of scraping your chair across the 

room. 

Use Cabinets & Drawers to Put Things  
 
Don’t put your files and necessary things on the table or stock them on the 

floor. Instead, make some cabinets and put your important files, magazines, 

and business cards in them. 

 

Put as many drawers, cabinets, and shelves as you can without 

overcrowding the workspace. Use different cabinets for different things so 

that you don’t need much time to find things. 

 

If you have any confidential files that you don’t want to get misplaced, you 

can put them in a locker or locked cabinet.  

Use Proper Lighting 

 
Working from home can be extremely difficult if you don’t have enough 

lighting. Unless you’re a photographer and you work in a dark room, you 

need proper lighting to get your things done.  

 

Whether you’re baking cakes in the kitchen or creating a design in your 

study, make sure you have installed the perfect lighting. If you have more 

than one person working from your home, use individual lights for each 

workspace. 

 



Make Sure Everything is Portable 

 
If you’re a mom working from home, then you may have to switch places 

sometimes so that you can stay close to your kids while working. That’s why 

it would be better if most of your gadgets and accessories were portable. 

 

For example, using laptops instead of a desktop computer will give you the 

option to work from anywhere you want. Also, consider using portable 

furniture so that you can move your workspace whenever needed. 

 

Declutter Unnecessary Things 

 
While working for a long time at home, it’s very normal that you will have a 

lot of things that aren’t necessary. Look closely at your old magazines and 

used notebooks. Do you actually need them? And when are you getting rid 

of the pens that don’t work? Get rid of them right now! 

 

Each month, remove at least three to four things from the workspace that 

are the obvious candidates for the trash bin. Starting from the old 

paperweight to food can and unnecessary documents, everything you need 

to remove from your workspace. 

 

Refill The Inventory 

 
Running out of paper? Don’t have enough pens to write? While getting rid of 

unnecessary things, consider refilling the essential items for your office.  

 

After decluttering things, review all the items in your office and make a list 

of things that should be repurchased. If you purchase any item and store 

them for a long time, take proper steps to store them safely. 

 

Final Thoughts 

 



Working from home can be both fun and challenging based on how you 

organize your workspace. While you can work in the comfort of your 

pajamas from home, you can also find it difficult to work if you don’t have a 

proper space to work. 

 

Organizing your home office space isn’t that difficult if you put the right 

things in place. However, you need to find the right space to create a home 

office and decorate it with the right accessories. Also, do not forget to keep 

things tidy and remove unnecessary things in time. 
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