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In continuing with the project, I have seen a consistent improvement in my performance within my job role. Not only are schemes being consistently logged into the tender register, filed and dealt with; I have also found that I am gaining better relationships with the Quantity Surveyors and Estimators who are working on the jobs for our clients. This ha happened due to the fact that I am no longer ignoring the people that have sent the packages and I am also dealing with the projects in a timely manner therefore I am not being chased for an answer on whether or not I will be pricing the works. 
The improvement in my inbox can be seen in the following two examples:
[image: ]  
The above screenshot shows how my inbox looked before the project. When I started the project, I decided to file all emails that I had received previously in a folder named ‘All Emails’. I did this as I could not delete them due to them still containing emails that I may require for previously priced schemes. As and when I look back at an email in this folder create a new job folder for the scheme and file the email as per the new system.
The next screenshot will show the improvement and more organised nature of my emails since starting the project.
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The screenshot clearly shows the folders on the left-hand side of the screen, focusing on the projects that have been received this year, it also shows an empty inbox that helps me to clearly see what emails need to be dealt with before they are filed away. This has helped focus my work and had helped prevent important emails being missed as previously stated. 
The next area that I was hoping to improve during this project was to increase the number of meet the buyer events that we considered attending as a company. Previously, due to the cluttered inbox I would consider the invites as low importance and would often forget to deal with them because tendering is the most important part of my role. Since having an empty inbox, I am able to clearly see the invites and when I see my Director I can quickly see if there are any outstanding and ask him if it is something we should attend as a company. This has worked as planned and we have already accepted invites to two events this year. This is showing to have already had a beneficial impact on the company as we only attended two throughout the whole of 2019.
Improving the organisation of my emails has had a knock-on effect in my role which I was not expecting to see. Due to being more organised in one area it has made me more organised in another aspect of my job. I have since become more organised in filing and storing physical documents for each job which has decluttered my desk making it easier and quicker to access relevant documents for each scheme.
The next area I will consider up until the next submission date for the work based project is the filing and organising of sent emails.
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