
Introduction 

Although COVID-19 means many of us are working from home for an unfortunate reason, the 

bright side is that we'll become more familiar with a style of work that is becoming more and 

more the norm.  

 

Some or all of the tips shared in this guide can make your working from home (WFH) 

experience more rewarding and productive. 

Know your work style 

Working from home (WFH), like any form of remote work, presents new challenges and 

opportunities that require you to approach work differently.  

 

The great news is that you have more freedom and control over how you work, but to make that 

more impactful you need to align how you work from home to your work-style.  

• Does your creativity and productivity peak in the morning or the afternoon?  

• Are you a lark or an owl?  

• Do you work better with your head hunkered down in silence or do you thrive with music 

and background noise?  

 

By figuring all that out and planning your WFH experience and environment around it, you'll be 

more productive and more satisfied. This is the foundation of WFH. 

 

Take some time to sit down, understand your work-style better and use those insights to plan 

your approach.  
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Create your workspace 

A big part of effective working from home is 

making it feel like work and the physical 

workspace you choose is central to this.  

• What kind of workspace best suits your work-

style?  

• Is the kitchen table going to do the trick or will 

you need something bigger? 

• Will having other people around help you or will 

you need to work in a separate room?  

• Does a window looking out on the world inspire 

you or distract you?  

Position your workspace in such a way that you can concentrate and have the resources you 

need.  

 

If you're going to be working remotely for an extended period, try to make this workspace semi-

permanent, so you can return to it each day and pick up where you left off. It makes it feel like 

your personal space. 

Just because you can lounge around in your pyjamas doesn’t 

mean you actually should! One of the biggest perks about working 

from home - slowly moving from bed to the sofa five minutes 

before you start - can also be your biggest challenge.  

 

When it's finally time to start your first day working from home try 

to make it feel like work, which can be difficult when surrounded by 

your home, family or pets. But making that mental shift to "work" 

will help your focus and productivity. If you've set up your 

workspace in the right way, you're already halfway there.  

The key is to try and stick to your normal routine for getting ready for work. Switch from home 

to work mode by having something you physically do to “flip the switch”. Maybe it’s walking 

round the block, making a special kind of tea, or lighting a candle at your desk. It doesn’t 

matter what it is but do it without fail to create a strong association in your mind. 

 

Finally, make sure to start and end each workday at around your usual time. While there is a 

natural and admirable tendency to start earlier or work later because your commute time is now 

zero, try to stick to your regular work schedule to make it feel like work. 

Get in to the right mind-set 
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When we’re in the office our day is normally 

broken up with meetings. Although this can 

be frustrating, they divide the day up and 

create natural chunks of time.  

 

In contrast, a day at home can be 

unstructured. To build your workday focus, 

plot out what you want to accomplish each 

day and chunk out time for each of your 

tasks.  

 

Schedule creative tasks to the times when 

you're most innovative and routine work to 

the times that you're not.  

Build in time for daily rituals and routines, like the morning email check, team call or 

administrative tasks. Working in 45-60 minute chunks of focused work followed by a short 

break can be an effective way to break the day up and maintain your concentration levels. 

Be realistic about what you can achieve  

The key to working from home is clear communication with your 

leader. Most people spend their days in close proximity to their 

boss, meaning communication is easy and effortless. But that’s 

all out the window with remote working.  

 

Remember your leader may also be new to managing people 

virtually. Having regular check-ins can help you be really clear 

about what’s expected of you.  

 

Maybe suggest having a 10 minute call to kick off and wrap up 

the day to help you stay in touch. And when you do communicate 

with your leader and team from home, it helps if as much of it as 

possible can be “richer” communication that's face-to-face and 

instant.  

 

So try and use video calls via Lync or Skype where at all 

possible. 

Crank up the communication 
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It can be difficult to tear yourself away from your 

laptop if you’re worried people might think 

you’re slacking off, but that doesn’t mean you 

shouldn’t take breaks.  

 

Leave your desk for lunch and take advantage of 

being at home to go for a walk and blow the 

cobwebs away for half an hour in the afternoon.  

 

You’ll return feeling refreshed and more 

productive for the rest of the day. Remember to 

eat properly. This takes planning if you're not 

going to find yourself dipping into the biscuit 

tin. 

Usually we don't do much planning when it comes to our meals at the office. We have canteens 

or we're near to some shops, but working from home can disrupt the most considerately 

stocked larder. So make sure you make time to make proper meals and drink water regularly. 

Don’t forget to take breaks 

Watch your physical and mental well-being 

Working from home has some unique 

stresses, and social isolation is top. We're 

social animals, and working at home all day 

can affect our physical and psychological 

health. But there are things you can do.  

 

Keeping in touch with your colleagues is 

vital, and email isn't enough. Find the time 

for virtual coffee machine chats with your 

colleagues, even to make small talk. Set a 

dedicated time each day to do this, whether 

they're also working at home or are at the 

office, and make it a video call to strengthen 

that social bond. It keeps your team strong 

and you mentally fit, with the added benefit 

of helping you keep up with what's going on 

in the company.  

Look after your physical health. Stand once an hour. Do some stretches. Go for a morning walk 

or run to start the day or during the day. Exercise, even a short walk, has been proven to boost 

your creativity and mood. 


