
Tips for Working from Home 
 

1) Build a Permanent Work Space- The first step in your “work from home” journey is to 
designate an area of your home, specifically for getting work done.  This could be an empty or 
spare bedroom that you convert to a home office. Be sure your workspace is quiet so you can 
focus on the task at hand. 
 
2) Communication -  As you work from home, it is important to remember to answer all work 
emails, text, and phone call backs in a timely manner.  A simple reply lets the sender know you 
have received the information.  If you need more time to complete a task please reach out so the 
other side does not think you are ignoring their request. 

3) Use Google Calendar or a Planner-In addition to making to-do lists, get into the habit of using a 
calendar or planner to keep track of deadlines, appointments, and meetings. Use a planner to log 
all tasks and activities, no matter if you work remotely or in the office. Plan the work and work 
the plan. 

4) Get Dressed -Beyond psychologically getting you in the right mindset for work, you’ll be ready 
to handle any kind of video chat or check-in with a teammate. You’ll be prepared to get work 
done, and you will be mentally and physically prepared for the day. 

5) Have a Schedule or Routine and Use Alarms-Having a schedule and using alarms will prevent 
you from sleeping in too late and will keep you on a healthy sleep schedule.  We are incredibly 
dependent on routines, schedules, and structure. Alarms aren’t just for waking up. Consider 
adding an alarm for lunch and wrap-up since working from home tends to blur these lines. 
Follow a strict routine and set specific work hours to be more focused, more alert, and more 
productive. 

6) Exercise & Stretch Regularly-Exercise naturally boosts endorphins , which increases 
happiness, enjoyment, and interest levels, all of which are important for productivity. Regularly 
stretching helps you maintain great posture. 

7) Eat Healthy Meals & Snacks-Research has shown that eating fruits and vegetables has a 
direct link on overall productivity levels. You can also avoid buying unhealthy snacks 
altogether. 

8) Take Short Breaks- Research has shown that taking short breaks can actually increase 
productivity and creativity levels.  

9) Step Outside-Open some windows to let sunlight in and take some time throughout your day 
to go outside – at least to your patio or backyard.. 

10) Family- It’s best to set some clear boundaries with your family while you work. It’s not being 
mean if it results in better performance at work. 

https://www.nextiva.com/blog/how-to-boost-your-energy-at-work.html


 


