O U R T O P T I P S F O R W O R K I N G AT H O M E

Here are our top tips for remaining focussed and productive.

Get dressed each
morning. You don’t have
to wear your normal work
attire, but you do need to
change your mindset from
relaxed pyjamas to alert
business time.

Use natural daylight,
especially after lunch, to
keep you alert and
work-orientated when
you’re feeling tired.

Ideally, you should have a dedicated
oﬃce space with a door that can be
closed to those you live with. If a
designated oﬃce space is not
possible, then try working in diﬀerent
parts of your home to break up the
day and keep your mind focused.

Set yourself a ‘to-do’ list
at the beginning of each
day/week, to keep you
motivated, with
achievable deadlines to
stop you procrastinating
or getting side-tracked.

Just as you do when you leave
the oﬃce (hopefully), switch
oﬀ your work emails and calls
at a set time so that your
personal time remains as such.

Stick to your usual working
hours, sleep times and break
times to provide structure to your
day. Maintain a structured meal
plan; with a proper breakfast,
lunch, and dinner away from
where you’ve been working.

Although it’s important to
stay connected, leave
yourself time between
calls and virtual meetings,
and turn oﬀ instant
messengers to focus on
your to-do list..

Set boundaries with the
people you live with (including
your children) and put your
phone on airplane mode to
avoid getting distracted,
particularly if you have a tight
deadline or lots to do.

Use sound-blocking
earplugs, headphones or
earmuﬀs to distance
yourself from the familiar
world around you and aid
concentration.

Working from home gives you
ﬂexibility and sometimes it
might be worth using this to
your advantage; by changing
your hours to suit personal
requirements or to dial into
overseas meetings.
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