TIPS WHEN WORKING REMOTELY

Many organizations have asked employees to work remotely during the Coronavirus outbreak. If you’ve never worked remotely, it can be a great experience,
but it can also be problematic if it’s not well managed. The following infographic can provide you with a helpful framework as you adjust to working at home.

Just another day in the office. It can be easy to lose sight of

Avoid work creep. When working remotely, you're always near priorities, tasks, and deadlines. When you make your task list,
your work — so it's easy for work to creep its way into your home stick to it. Stay on task by quickly writing down all the things
Eat healthy. life. By setting specific work hours and sticking to them, you will Set real work hours. Commit to that need to get done at the start of each day.

starting and ending your work
hours at the same time every day.
Communicate your work schedule
to co-workers, teams, and your

Working remotely gives increase performance and develop a healthy work schedule.
you access to your

kitchen. This gives you
the opportunity to eat

healthy gnd not rgly boss. ]

on vending machines, . ) ]

cafeterias or fast food Exercise and stretch regularly Exercise .

restaurants. Take this boosts endorphins, which increases n

time to reevaluate your happiness and enjoyment, all of which are R I

nutritional goals important for productivity. Also, stretch :

throughout the day so you don't get sore or .
hinder your quality of life. ]
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Use video chat. Working from home can I l

sometimes get lonely. Make it a point to

chat with colleagues or team members each O

day. It matters. You don't even have to talk

about work, but just to connect as /\

— Lunch and short breaks. Take Ge-werkers aid pecple:
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focus and be taken on a melodic affieugi faking breaks mmighl — -
journey for a few minutes. It might u\' Sﬁem k():our?(terproductlve, |
just give you a different perspective s . O;It e ca(rj] iy
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| Avoid distractions. Working from home is not the time to binge
-— - Netflix or update your social media accounts. Remote workers
| acknowledge the trust and responsibility that comes with working
remotely.
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Develop a morning routine. Working -
remotely doesn’t mean you get to skip your —
| morning routine altogether. Get up early, take > J
a shower, make your coffee and breakfast and
prepare you lunch - just like you have to leave e e EE e e e e e e e . m \ -
the house. - E N
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Create a dedicated work space. Establish an area of your home where you will work, and commit to Protect your workspace. Talk to family members or roommates about the hours you are working from home R | S K PART N E R S

working in this space every day. Be sure your workspace is quiet so you can focus on the task at hand. and the ground rules during those hours. Just because you're working from home doesn’t mean you're home.



