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Navigating Your New Virtual World

This week thousands in the workforce will get their �rst experiences of working from home full time as

businesses try to manage in these uncertain times. Many will �nd that it is not as easy as it looks. Here

are some tips and tricks for managing your new work from home environment and ensuring that it works

for you.

#1 - Create Space

Ideally, a space with a desk where you can close the door to mitigate distractions is best. If you don't

have a desk, setup on your dining room table or anywhere else that will provide you with a �at area to

spread out and get some work done. At the end of the day, try to pack it up a bit, so it does not take over

the entire dining room table. Don't work from your bed or the couch. These areas will promote

distractions and downtime. Also make sure to set ground rules for your family and your workspace. Make

sure the space has adequate lighting and that you have a comfortable chair.

#2 - Act Like You Are Going Into the O�ce

We know it is super tempting to stay in your pajamas all day, but you will be much more productive if

you get up and get ready for the day. Take a shower, put on daytime clothes (maybe a bit more

comfortable than you would usually wear to the o�ce). Try to go through as much of your morning

routine as possible to keep some normalcy.

#3 - Keep Moving and Take A Break

Get out, take a walk. Clear your head. You will feel refreshed and energized and it will help keep your

mood in check. Make sure to move around every 20-30 minutes. Get up and stretch or take a quick walk

around the house just to get your blood �owing, avoid eye strain, and keep your brain working.
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#4 - Give it Time

Adjusting to working from home will take a little time. Don't be too hard on yourself. Once you get into

the groove, you will �nd yourself being more productive and e�cient. Try something new and if it doesn't

work, adjust. Readjust your desk layout. Change out your lighting. Don't think that everything will be

perfect immediately.

#5 - Home and Work  Balance

Make sure to set consistent working hours. It is too easy to allow work to take over if you don't create

speci�c boundaries. The laundry and dishes may call your name, but creating speci�c work time will

ensure that these distractions do not take over your day and, most importantly, your mind. And

remember to take a lunch break!

#6 - Fostering Productivity

Distractions and bad habits are the killers of productivity. Keeping your focus is the key to ensuring each

work day is healthy and productive. Make sure you are not a task switcher. Don't check your email every

moment of the day. Start and �nish a task and then come back and check your email. Following up on

every little request will lead to a day where very little of the important stu� is complete. Use a time

tracking tool or utilize time blocks for speci�c tasks (especially proactive tasks).

#7 - Keep Your Head In Check

This tip is more speci�c to the current situation. It is easy to get sucked into social media and news

sources that can cause the slow rise of anxiety, stress, and dread. Make sure you stay on top of the

headlines to ensure you are following protocols and are informed, but make sure you turn it o� as well

and take a break. Accept the uncertainty of the current situation. Trust that those in control are doing all

they can. Stick to the facts and respond to reality. Take control of the things you can and relinquish

control of those you cannot. Make sure that you do not refer to an all or nothing mentality. Take care of

yourself and your family and get involved in any way you can to help. We are all in this together.
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I really appreciate all of your help

with this. Truly couldn't do it without

you!

-Rave Review from

Event Marketing Manager

National Retailer

The Work  From Home Future

The amount of people who work

remotely at least once per week has

grown by 400% since 2010. If they

could, 99% of people would choose

to work remotely, at least part-time,

for the rest of their careers.

 Source: HubSpot (GetApp and Bu�er), 2020
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FOLLOW US

Questions? Contact us today at 972.471.3740.
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