
TIPS FOR  
WORKING  
FROM HOME
While technology has made it easy to work on the go, not everyone is accustomed 
to working from home. Here are some tips to help boost productivity and ease  
feelings of cabin fever while working from home.

Create a separate (and clean!) space for work,  
if possible 

Your couch or bed are likely going to decrease productivity,  
so if you have a kitchen table, dedicate a little section as your  
workspace.  Or if you have a desk, make sure it’s clear and  
free of clutter.



Maintain normalcy 

As much as possible, try to maintain your regular Monday - Friday 
schedule. Wake up around the same time, sit down in your  
dedicated workspace the same time you go in the office, wrap  
up work when you normally would, and go to bed around the  
same time. This also includes making sure you get dressed and out  
of your pajamas (and shower)!

Give yourself breaks 
 
Just as you would in the office, take a little break for coffee, 
make lunch or take a 15 minute walk around the block. Taking 
breaks is even more important during extended periods 
of working from home. Just make sure you do a few activities 
throughout the day to take a break from your dedicated space.



Have an end of the day routine

Review your calendar for the next day or two, create a to-do 
list for the following day and really give yourself an opportunity 
to turn your brain off. This will give you the mental stamina to 
wake up the next day and do it all again!

What about working from home with children? 
 
If you have children at home while you’re trying to get work done, 
create a schedule for them each day as well.  This will build  
defined periods for parents to work while knowing the kids are 
engaged. Design a mix of crafts, puzzles and games, exercise, 
TV and using devices. This will get everyone “working” during the 
same periods to maximize focus time and minimize disruptions. 
And don’t be afraid to have fun with it - get the kids involved in 
choosing the activities and creating the family daily schedule.



Maintain communication 

In addition to your colleagues, most of your friends are likely 
also working from home right now. For those that are used to 
the social environment of the office, check in with coworkers or 
set a time for a quick 15 minute social call with a friend so you 
can both talk about something other than work.

For more information, contact Yesenia.Marili@transwestern.com

Don’t forget about technology! 

Collaboration tools such as Slack, Dropbox, Zoom, Skype, Google 
Docs, Microsoft Teams, etc. will allow for remote collaboration.   
If you don’t have any of these tools set up, now is a great time to  
incorporate them to ensure business continuity.




