
 
 

 
10 ways to make your office more efficient 
 
 
 
Designing an office environment is about more than just the aesthetics; staff morale, 
productivity and ultimately efficiency are all affected by office design. 
 
Whether you need to better manage your time or simply de-clutter your workspace, there are 
numerous things you can do.  Some things, for instance; investing in technology, will help your 
staff keep on top of their day to day jobs; others improve the physical appearance of your office.  
Together they work to bring more organization and efficiency to the workplace. 
 
We’ve put together some ideas that will help to make your office space more efficient: 
 

1. De-clutter – It’s important to keep your workspace free from clutter.  If you don’t use it 
on a regular basis, discard, recycle or archive it! This goes for paperwork, furniture and 
equipment!  To keep on top of things, have a monthly clearout. 

 
2. Re-design – Arrange the workspace in-line with traffic flow.  Position workstations and 

equipment so that they encourage communication.  A well designed workspace can play 
an important role in increasing efficiency.  Employees will perform better in an 
organized workspace.  

  
3. Invest in ergonomic furniture – Because you spend so much time at work, your level of 

comfort counts.  Invest in ergonomic products that will make you more comfortable and 
that will increase efficiency.  Good quality ergonomic furniture has been proven to 
stimulate productivity and reduce the number of sick days. Investing in the right 
furniture and positioning it correctly can make employees work just that little bit harder. 

 
4. Let in natural light – Lighting can have one of the biggest effects on the working 

environment.  It is said that employers and employees benefit from more exposure to 
natural light.  Where possible every employee should work in a space with some 
element of natural light, not only will this help staff be more productive it could also 
help to reduce fuel bills. To improve the amount of natural light within the office, create 
an open environment using glass walls.  This will not only enhance the look of your 
office but will also allow natural light to saturate the core of the office. 

 
5. Breakout space – Introducing a breakout area to your office can provide a place away 

from the desk which can aid creativity, they are said to encourage communication and 
interaction amongst staff. 

 
6. Heating & Ventilation – Too hot!  Too cold! Temperature is one of the most common 

complaints amongst office workers. An office interior can look stunning and have all the 



latest gadgets, but if the heating and ventilation needs are not met it could affect the 
productivity of you and your staff. 

 
7. Remove distractions – In order to create an efficient workspace you need to identify 

sources of distractions and remove these.  For example: noise from office equipment 
can be distracting, place such equipment away from workstations.  If this is not possible, 
separate them from the office with the use of acoustic screens or partitions. 

 
8. Storage – The amount and type of storage in a workplace should be carefully 

considered.  By replacing your old filing cabinets with a storewall or tambour units you 
can have storage facilities that not only look good, but that maximise every bit of space.  

 
9. Decor – Workplaces can benefit from an injection of colour, experts believe that certain 

colours can affect our mood and behaviour.  Choose a colour scheme which 
compliments your business, you could even use furniture to add colour to the space. 
 

10. Technology – It’s a fact, we live in a world of communication and technology.  If you 
want your office to be more productive evaluate your IT systems on a regular basis.  If 
possible take full advantage of any applicable new technology and equipment.  
Remember, if it can help you and your staff work faster it can ultimately save you 
money… 

 
 
At Whitespace we believe that anything is possible, we offer space planning and design 
solutions that meet your business needs and help to provide an efficient workplace.  Whatever 
your requirements we are certain that we can design an ideal working environment for you and 
your staff.  Contact us now for a no-obligation consultation. 

 

 


