
Working from Home 
 

Tips from the experts on how to successfully work from home: 
The distractions of home, along with the isolation that often comes with remote 

working, can cause you to lose focus (flow) and to damage your productivity. 

Here are five key ways to stop that happening: 

 

1. Create a Workspace That Works! 

 

Taylor says that you should ensure that your office space emulates that of a 

true work environment. Creating an effective workspace is essential if you 

want to stay on track and get things done. Necessities recommended 

include ergonomics (making sure you are working comfortably) and having 

all work-related items in the one room/location. 

Working undistracted while others are at home is very important. So, be sure 

to have a place to go where you can get the peace and quiet needed. 

Another recommendation is having your desk positioned so that you face a 

wall or a window. Try not to make it near a bed or a TV, Spence adds.  

If you are comfortable in your work location, you will be less likely to find 

excuses to get up and go somewhere else. Make it a place where you'll 

enjoy spending time, however, you also need to be clear that it's a place of 

work. A few "office touches” will encourage you to be transported into work 

mode and therefore be more productive – but you can still personalize your 

workspace, with fun posters, family photos, etc. 

Lisa Kararek suggests you designate a specific place for a home office and 

store all work-related files, reference materials and supplies there.  

 

Make sure that you adopt ‘work routines’, even though you are not going to 

work. Things to think about are: 

• Mealtimes and portion sizes 

• What you wear 

• When you get up and ablute 



2. Get organized.  

 

The next essential element of focused home working is getting organized . 

• Your Desk 

Is it big enough and is it suitable for the work you do? Keeping your 

workspace tidy will increase productivity in the long run. Spend a few 

minutes at the end of each session or day sorting things out and 

tidying up as much as possible (paperwork, rubbish, etc.) 

• Equipment needed  

Make sure that you have everything you need within easy reach for 

the session ahead.  

• Plan your day and set goals.   

Keep yourself motivated by developing S.M.A.R.T goals 

(accountability) and organizing appropriate rewards. The Eisenhower 

Matrix can help prioritize which goals should be prioritized over others. 

Mastering the management of your time can be done with a 

calendar, routines and the pomodoro technique. Break your day up 

into half hour slots and make sure every minute is “productive” 

(scheduling down time, a nap or television can be productive in the 

long run).  

 

 

 

 

 

 



3. Time Management 

 

Effective time management is essential if you want to continue hitting your 

deadlines when you're working from home. Organize and prioritize key tasks 

with a To-Do List which should be driven by the Eisenhower Matrix. This will 

help you to avoid procrastinating , or losing focus by "switch-tasking ," and 

add an extra layer of structure to your day. 

It's also a good idea to have a list of "in between tasks”. These are relatively 

minor jobs that should take 10 minutes or less to complete, and which you 

can fit into your day when a gap opens up.  

 

Routine:  

Set office hours. Make sure to create a time slot for each of the day’s 

activities. This helps with communicating to others when your worktime and 

playtime is. Let everyone who might interrupt you know when you need to 

be left alone so that you can have a good chunk of time to work 

uninterrupted. 

 

Schedule when you will be available and when you check emails. You 

might find yourself constantly checking e-mail because you’re worried 

about being out of the loop—but while it’s important to stay connected, 

spending too much time on e-mail might distract you from more important 

tasks, Kanarek says. 

 

Time Blocking: 

What will help you with your daily organization is to split your day into half 

hour slots so that all time is accounted for (even rest and recuperation 

activities). 

 

 



4. Communication 

 

You’ll need to have excellent communication skills because you will be 

doing you work remotely. Often you won’t have the visual and verbal cues 

that normally help guide a conversation. You will need to make sure that 

you are able to covey what you mean clearly and concisely. 

 

You'll want to avoid distractions, but neither should you "disappear." Find 

appropriate times to "check in" with your teachers. 

 

You will have to become computer savvy since the majority of your work will 

be done on your computer. You should know everything from learning how 

to keeping your computer running smoothly. 

 

 



5. Balance Work and Life 

 

If you still find yourself losing focus when you're working from home, check that 

you're not trying too hard! It can be difficult to resist the urge to overcompensate 

for not being in the office, by working longer than you normally would, or by 

missing out on breaks. 

But it's essential that you continue to maintain a healthy work-life balance , and 

the following six tips should help: 

1) Create physical boundaries. If possible, set up a workspace that's separate 

from your home space. This should make it easier to shut out the everyday 

distractions of home life, and to cut off from work at the end of each day. 

2) When you're working, act like it! You might find it helps to have particular 

clothes for working at home. Dressing for work can set the right mental tone 

for the day. Also, avoid going into certain areas of the house, so that you 

know when you're in "work mode," and when you're not. 

3) Have "no-go" zones for technology. Laptops and cellphones can be useful 

for staying in touch with co-workers, but they can also leave us feeling as 

though we're "always on." This can lead to stress  and burnout . So, try to set 

up "no-go" zones when work devices are banned, such as mealtimes 

and the two hours before bed every night, to avoid sleep disruption. 

4) Set break reminders. When making your schedule, you might want to 

consider working in smaller spurts, and allowing yourself time to get up from 

the computer to stretch. Regular short breaks can help to keep you 

energized and focused. Try setting a countdown timer while you do an hour 

of work. When the alarm goes off, reward yourself with a five or ten minute 

break – to get some fresh air. It's vital that you get out of your chair during 

the day. When you take breaks, you'll be more productive,” Kanarek adds. 

5) Commute to your home office! Consider taking a short walk before starting 

your working day. Even a 10-minute stroll could energize you and help to 

create a break between home tasks and work tasks. 

 

Maintaining balance is one of the most difficult aspects of working at home, 

because the work is always right there staring you in the face, Hanna says. 

“To keep you on track (and not working too much or too little), organization 

will be key. Get organized by creating filing systems, schedules and to-do 

lists.” 


