
A step by step guide to designing 
your corporate office space to avoid 
costly mistakes
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Designing a new office? Feeling overwhelmed? 

Do you know where to begin, or who to turn to?  

Experienced, professional advice contributes 

significantly to you enjoying the process. 

Rather this, than floundering around in an 

unknown world of space-plans, electrical layouts, 

air-conditioning options, building finishes and a 

myriad of fabrics and furniture. So wouldn’t it be 

great to have a guide that shows you how? Some 

companies prefer to tackle the tasks themselves 

and for them, the guide below will be invaluable.  

Others prefer to focus on their core business and 

let a professional team get on with the job and 

present them with completed offices at the end of 

the process. If you prefer this option, call Paragon 

Interiors to meet with you and assess your needs. 

There is no obligation and the assessment is free.

You need to know how many staff

 members to house. 

Don’t forget to plan for future  

expansion. 
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You need to know how many staff members to 

house. Don’t forget to plan for future expansion.  

You will need to meet with the senior management 

team to find out about the future plans of the 

company so that you can include all of their 

forecasts in your plans. You also need to take 

into account print areas, meeting spaces, eating 

spaces, storage areas, informal meeting areas, 

focus rooms, and telephone rooms, server rooms 

etc.

Information Gathering

Getting started - with one step at a time

Provide a place to Meet and Eat

S T E P1

INTRODUCTIONDesigning your office space



S T E P
Options 
for premises
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Finding a location that meets various objectives 

is your subsequent task. Consider where the 

majority of your clients are, so that they have 

easy access to your premises and vice versa.  

Do you need to be close to major roadways?  

Consider where your staff reside and if there are 

public transport routes nearby. Take into account 

safety and security, and the proximity of amenities 

such as shopping centres, gyms or schools. Also, 

think about what the area says about the type 

of business you have and the image you wish to 

portray. For instance, a law firm who does work 

for marginalised people should not be based in 

an ivory tower in an upmarket area as this would 

spell out a disconnect between the firm and their 

client base. 
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Once you have decided on an area, you need to 

select a couple of building options. Paragon 

Interiors can put you in touch with various 

landlords and help you to select the right type of 

space for your needs. This could be deep space 

(the depth of space between perimeter building 

walls) that houses open plan areas easily, narrow 

space (good for cellular offices or smaller clusters 

of open plan desks), or a combination of both.  

Perhaps you need an outdoor area for staff and 

client entertainment? You need to make sure that 

the building columns are situated so that the space 

around them is usable. The positioning of these are 

generally governed by the basement parking below, 

but sometimes the perimeter of the building is an 

odd shape and the building is designed from the 

outside inwards instead of the other way around.  

It’s all about maximizing your space.

Locating your office near to great amenities
and access points like highways is a good choice
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S T E P
Space Planning
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It is important to have your office layouts on a 

scaled plan so that you can see how your staff fit 

into the space and where each department will be 

located. This is a great opportunity for re-thinking 

the processes in your company and streamlining 

for efficiency. There are many different options 

for layouts that can be explored. For instance, 

instead of the common “benching” cluster of 

4 – 6 desks, an alternative is to have a spine of 

storage modules in the middle of a workstation 

cluster, with desks at 90° to the spine.  Or a 

collection of three desks at 120°, together 

creating a circle. Each has different space 

requirements and all need to take into account 

access to power. Although the world is moving 

quickly towards wireless power as we have with 

internet connection, we aren’t quite there yet.  
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It is important to have your office 

layouts on a scaled plan so that you 

can see how your staff fit into the 

space and where each department 

will be located
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Don’t forget to plan in storage units and smaller 

items like broom and stationery cupboards etc.  

You can attempt to do the layouts on your own, or 

a furniture company can do them for you with the 

intention that you buy new furniture from them.  

Another option is that you employ the services of 

specialist Space Planners like Paragon Interiors, to 

come up with the best option to suit your business 

needs.
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S T E P
Choosing 
Finishes
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This can be a minefield as there are such a 

variety of choices. Be aware that there are 

corporate grades versus domestic grades in the 

quality of base building (walls, floors, ceilings 

etc.) finishes and fittings. You want to choose 

finishes that are going to stand the test of time, 

this can be guided by the length of your lease 

agreement. There are choices such as carpet 

tiles versus broadloom or stretch carpets. In an 

office setting, we would recommend a carpet tile 

as one tile can be replaced when it is damaged 

and castors (wheels) on office chairs can cause 

broadloom carpets to stretch over time, creating 

unsightly and hazardous bumps in the carpet.  
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This can be a minefield as there are 

such a variety of choices. Be aware 

that  there are corporate grades versus 

domestic grades in the quality of base 

building (walls, floors, ceilings etc.) 

finishes and fittings
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There is a choice in density of office carpets, with 

a lighter weight one being less expensive than a 

denser. The denser choice will have a longer life 

span and feel better underfoot. The same can be 

said for office ceilings where there are various 

choices that provide better acoustic absorption 

than others. Watch out for these subtle differences 

in the quotes you obtain – they are not always easy 

to pick up. You also need to be aware of lead times 

as some imported items can take up to 16 weeks to 

arrive. Glass and flush plaster (smooth, plastered 

and painted) ceilings also add length to the 

timeline of an installation, as do other finer details. 

Ultimately, however, it is worth having unique 

niceties that make your office special. 

So plan ahead and allow yourself enough time for 

your project.

Designing your office space



S T E P
Interior Design
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It’s all very well having the practical items 

selected but what about how the interiors make 

you feel when you enter the space. What will your 

working day be like? How will a client view your 

company? Although interior design sounds like 

a frivolous nice-to-have, clever design can aid in 

encouraging creativity, productivity and eventually, 

benefit the bottom-line. Some people may have 

a natural affinity with design and can assemble a 

myriad of items and finishes for an attractive end 

product, but will struggle to create a functional 

working environment that is conducive to 

productivity and engagement.
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Although interior design sounds like a 

frivolous nice-to-have, clever design 

can aid in encouraging creativity, 

productivity and eventually, 

benefit the bottom-line
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There are many things to be addressed in office 

design. What sort of lighting will create the right 

mood? What task lighting is required for the 

receptionist if there is softer lighting in other parts 

of the entrance? Where does the change in floor 

finishes take place? How is signage displayed?  

What is a practical wall finish that will still look 

wonderful? How will the acoustics be addressed?  

The list goes on. The experienced, professional 

design team at Paragon can assist with these 

decisions, guiding and directing you towards 

a great design that benefits all.
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S T E P
Branding
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Your brand needs to come to life in your design 

and should help people understand the type of 

business you represent. With your office change 

project, you have an opportunity to make people 

connect with your brand. Careful thought should 

go to how you represent yourselves to the viewer.  

Subtle reminders work just as well, if not better, 

than hard sell branding. Designing with your 

brand in mind goes a long way to communicating 

your company culture and infusing pride in the 

organisation.
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Your brand needs to come to life in 

your design and should help people 

understand the type of business you 

represent
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S T E P
Furniture
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Office furniture has evolved and has become 

an integral part of the work environment. With 

such a large variety available, selecting furniture 

can be an arduous and overwhelming task.  

Furniture often takes up a large part of your 

budget and a good purchase can be with you for 

the next 10 years or more, so getting good advice 

will serve you in good stead. There are options 

for height adjustable desks, mobile desks on 

castors, various cluster choices, numerous filing 

possibilities, and many privacy panel heights and 

finishes. You will need to consider the materials 

used on your furniture and make sure that 

you are being supplied the right quality for a 

corporate environment.  

A very important element to consider is the office 

chair, as this provides comfort and support during 

a working day. It is essential to get the right 

advice on your task seating - this should be the 

first point of call when planning new furniture 

budgets.
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Furniture often takes up a large part 

of your budget and a good purchase 

can be with you for the next 10 years 

or more
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S T E P
Going Green

8

There is a lot of information on ‘greening the office’ 

– enough to fill an eBook on its own. It has become 

customary and is indeed, essential, to consider our 

actions and behave responsibly when it comes to 

building and managing our office environments.  

This is not only about recycling, but also about 

using water and electricity efficiently, managing 

air-conditioning systems proficiently, using local 

products rather than imports, re-purposing items, 

making sure people have access to natural light, 

specifying products that don’t emit bad gases, 

etc. There are specialists in the field devoted to 

managing the process, and Paragon will guide you 

with requirements for your interior furnishings 

and fittings.
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 Behave responsibly when it comes to 

building and managing our

office environments
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S T E P S T E P
Managing staff 
expectations

Structural 
requirements 
and documentation
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Some of you may have had experience renovating 

your own homes and have felt the pressure and 

anxiety that goes with making changes to the 

space. Through our years of experience, we have 

found that there is a significant need for the 

guidance for staff expectations. It is essential 

that employees are included in the 

process and individually buy-into 

the changes that are made. This 

will ensure that the office move 

or renovation is a great success.  

Managing employee resistance is a 

specialised field that an industrial 

psychologist is trained to handle. The guidance 

of such an individual makes a huge contribution 

to the smooth running of a project. Paragon 

Interiors offers this service as part of the design 

and build package.  

If you haven’t been involved in an office build 

before, you may not realise that there is an 

entire infrastructure that needs to be built.  

This includes the air-conditioning system, the 

electrical requirements, ceiling requirements 

and fire sprinklers (if necessary), lighting layouts, 

plumbing, floor finish details, your IT 

installation, security etc. All of these 

need to be documented so that the 

contractor has drawings to accurately 

cost and build from. Most people find it 

easier to use a professional company 

to do this, as getting the details right 

can be tricky, and drawings need to be submitted 

to landlords, the council and the fire department.  

Paragon Interiors offers the full service for 

documenting all of these design elements and 

acquiring the necessary approvals.
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Entire infrastructure 

that needs to be built
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S T E P
Costing and
Construction
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Your design is ready, and various quotes need 

to be obtained. You need to be sure that you are 

comparing apples with apples. Is the paint the 

same quality on the quotes you have acquired? Is 

the carpet in the same range with the same base 

layer? Are the ceiling quotes for the same type of 

ceiling (bearing in mind that some types absorb 

sound better than others)? 

Once you have decided on your suppliers and 

accepted the quotes, you may have to plan and 

manage the construction process from start to 

finish – bearing in mind that there is a particular 

order to how items should be installed.  For 

example, what would happen if the carpet was 

installed before the ceiling? 

With new health and safety laws being stringently 

monitored in South Africa, it is essential that a 

Health and Safety team is appointed to manage 

the process for you. This protects the various 

contractors and their teams, as well as you as the 

main contractor, should there be an accident or 

mishap on site. 

Does it feel like you are biting off more than you 

can chew? Designing and building your new offices 

is time consuming and can be overwhelming. You 

need to carefully weigh up the cost of the time/

monetary resources involved in seeing out this 

process versus employing a specialist company to 

do this for you. Contact Paragon Interiors today for 

an obligation free assessment!

+27 11 7065123 
info@paragon-interiors.co.za

contact us

Contact Paragon
Interiors today 
for an obligation 
free assessment!

Your design is ready, and various quotes 

need to be obtained
“
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