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During the last period of work, I have let the organisation of my inbox to slip slightly due to a few factors. This has helped highlight the importance of the organisation and it has also helped me think of ways to prevent this from happening again in future. 
I have let the organisation of my emails slip due to a couple of reasons, the first factor to effect it has been the Covid-19 outbreak. The outbreak has caused a number of issues for the company which in turn has had a knock-on effect on my work and organisation. Sites closing and carpenters being off sick have brought up other issues for the Directors who would normally have time to drop into the office and I would then speak to them about emails and potential jobs that have come in. Due to them not doing this as much this has meant that I have not been able to file the emails in my inbox appropriately before working on them. This has followed on from previous entries where I stated that I would not file away emails that I have not known how to work on until I have made the appropriate actions. 
Although these are exceptional circumstances and unlikely to occur again anytime soon, it has highlighted that actions need to be taken to improve my work during busy periods. This situation could arise when works on site are busy causing the Directors to place their time on that area of the company. A way to solve this could be to speak to them and arrange a time slot in their week to go through what emails have come in and what needs to be done to carry on. These meetings could be short and probably wouldn’t require any more than 30 minutes of their time. This would allow me to continue doing my job effectively. While I’m working at home this could be done through phone calls or video calls online to ensure that all emails are dealt with appropriately.
Having the cluttered inbox brought up previous problems within a couple of weeks. Not having a decluttered inbox has already caused me to miss a couple of emails. Although no big issues have been caused by missing the emails it does show that it has potential to cause much bigger problems for the company. 
[bookmark: _GoBack]The slip up in the organisation of the inbox has helped me realise that the good work that has been done up until now is vital and must be kept up due to the importance it has within my role and also the importance it has to the company. By adopting the simple solutions by organising short catch up meetings with the company’s directors during periods of busyness then I should not fall behind in future and help me continue my ongoing improvement within my job role and the industry.

2

