
 

 

Get Organised 

 

 

Hi! I’m Sharon Jurd and welcome to my Biz Blitz video. I am the international best-

selling author of How to Grow Your Business Faster Than Your Competitor and 

Extraordinary Women in Franchising.  

 

Thank you, thank you, thank you for joining me today. I know your time is precious 

but I wanted to share some important things about getting organised. People say to 

me, “I am organised. I’m getting sorted. I’m doing, doing, doing.” And it is not true. 

It is not true. They are in denial. And that’s one of the things I want to talk to you 

about today.  

 

People are in denial about being organised. They have cluttered desks, they have a 

dirty car, they have messy homes and they are not organised. They’re always 

running late. They’re never on time for telephone hookups or appointments and 

they’re always rushing, rushing, rushing even if they are on time. You’ve got to look 

within yourself and say, “Am I really organised?” Get out of that denial first before 

we can talk about anything else, be honest with yourself and look around and go, 

“Hmm, maybe not.” So once you’ve done that and we can be honest with ourself 

and we really know where we’re starting from then we can get started on getting 

you actually organised.  

 

What you need to do is have a big spring clean. Clean out your desk, clean out your 

workstations, even your tearoom if you have to. Clean out your car because a lot of 

people in real estate and other professions spend a lot of time in their car; it is your 

office. So do a big spring clean that will enlighten you; you will actually feel this big 

weight off your shoulders just released and you’ll know that this is a fresh start to 

get going, get motivated and get organised in your business and life.  

 

After you do that you really need to start building some systems. When I say this to 

people they just become overwhelmed, “How can I build systems in my business I 

don’t even know what that is.” So I’m going to give you some little examples.  
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One, set an agenda for your meetings because you don’t want your meetings to be a 

talkfest. You want them to be actionable meetings. You talk about what was 

completed in the previous week and what you’re going to complete in the next 

week. So set an agenda. That’s a simple system in your business. If you haven’t got 

that agenda done and your expected time frame with that agenda of course, the 

most important thing is you’ll be wasting your time having long meetings day after 

day, week after week. That’s a simple system you can do straightaway if you haven’t 

already got that in your business.   

 

The other thing is doing some checklists. If there is a task that you do everyday, get 

a checklist. I call them tick sheets. I have Sharon Jurd’s Tick Sheet System available 

on my website. And what that is, is just having a look at those things that you do in 

a repeated manner each day or each week or each month. You just start slowly. Just 

have a piece of paper right next to where you’re sitting at your desk or where you’re 

working from and write down the things that you’re doing. What you’ll find in that 

tick sheet is that you’ll have some processes in there that you can delegate or 

outsource to. Then you can start working on freeing up your time. You can’t free up 

your time and delegate and outsource if you actually don’t know what you’re doing 

in your day.  

 

My message to you today in getting yourself organised is one, get out of denial. 

Make sure you are truthful with yourself, where you are in your organisation. And 

two, spring clean! Get rid of the crap and you’ll feel much better; you’ll feel a 

whole lot of enlightenment around that. And three, start building those systems. 

Start slowly, doing bits and pieces, if you need to refer to Sharon Jurd’s Tick Sheet 

Systems, go there, they’re all there for you but you can do them easily yourself and 

just start slowly and before you know it, you’ll be the organised king or queen.  

 

I’m Sharon Jurd, thanks for listening today. I really do appreciate your time. If you 

think that this video will add value to your friends, family, your colleagues, please 

share this video with them. I love that you would share this video with them 

because I want to help as many people as I can and I want to add value to their 

lives as I’m doing yours. Thank you again very much for joining me today and I will 

talk to you soon.  

 


