
Karen’ s Upcoming Classes for Winter 2012

OrganizingWORKS! Class

Course Description: This class is geared more for home organizing. Let’s face it we all could 
use some help getting organized. But with this economy – maybe you don’t have a budget to 
bring someone in to help. Come learn how to stop drowning in all that paperwork? Do you 
have too much mail to sort through? Not sure how long to keep your tax documents and 
other important paperwork? 

Come to my class.  I can give you secrets on getting organized. We will be discussing big 
projects such as cleaning out a garage or basement, home downsizing and moving. We will 
also discuss everyday ways to help reduce the clutter, and other issues that keep us from 
maintaining our organized systems. 

Come learn from an expert. Why? Because OrganizingWORKS!

Class are being offered:

Date Location Address Registration Info Cost of 
Class

Tuesdays, 
March 20th  & 
27th 

Woburn Adult 
Education

Woburn High School, 
Woburn MA

Contact them 781-937-8210 x315 $35

Improving Your Office Efficiency

Course Description: This class is geared for helping people in their office. Feeling little 
overwhelmed at work? Can't seem to stay ahead of all your deadlines? Clutter fills your 
office or cube? Tried to stay organized, but just can't keep up? Maybe you put fires out all 
day, leaving you little time to get your job done. 

Come to my class. I will enlighten you with some new ways to get ahead of the clutter and 
all those deadlines. Class topics: time management, filings systems and tickler systems, 
arranging your desk to be more streamlined, get rid of evil "in-baskets" that makes it 
impossible to find anything. Improving your office life could make you happier in your 
personal life. In this economy where jobs are scarce, becoming more efficient at work is 
key. 
 
Learn from an expert. Why? Because OrganizingWORKS!

Classes are being offered:

Date/Tues Location Address Registration Info Cost of 
Class

Tuesday, 
April 3rd

Woburn Adult Education Woburn High School, 
Woburn MA

Contact them 781-937-8210 x315 $25
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