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Tips for Working Remotely 
 
For those who are accustomed to working in an office community with immediate access to co-
workers, supervisors, and social interaction, the thought of extended work from home can be 
daunting.  This also includes having to create your own workspace and structure.  While it is hard 
to replace impromptu problem-solving sessions with a coworker or quick access to the printer, 
you can learn to utilize technology tools to both stay connected and remain productive.  Below 
are five tips to learn the ropes of remote work and limit the feelings of social isolation: 
 

1. Create a dedicated workspace:  Not everyone has the luxury of a home-office. If you 
don’t, find a space in your home that you can carve out for yourself.  Set up the space 
with your computer and the items you need to establish a space where you feel you can 
focus on work and limit distractions.   
 

2. Build a routine: If you think about your workday, there is probably a predictable 
routine. Perhaps you shower, make coffee, commute, greet co-workers, turn on the 
computer, assess the tasks at hand, and make a plan.  Continue as much of this routine 
at home as possible to retain a sense of normalcy. Greet co-workers and check in so you 
can still feel like part of the team.  Take breaks at the usual times and be sure to take 
time for activity bursts, like a quick walk or a cup of tea.  Whether at home or work, we 
need to give our brains a break to refresh and renew. 
 

3. Identify your time management needs:  Evaluate when and how you are most 
productive.  Since you are at home, you may have more flexibility in the actual hours 
you work.  If this is the case, find ways to structure your time with a schedule of when 
you will attend to specific tasks or projects.  Set a timer if that is helpful.  Identify your 
priorities and specific tasks, along with any particular workarounds that you may need in 
the home environment.  An example would be using platforms like DocuSign or scanning 
and sending documents rather than having them signed in person.  Also identify what 
tends to cause you distraction.  The distractions may be different at home but consider 
what they are and how to manage them. 
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4. Negotiate with family or housemates about your work time:  If you have a family, you 
may need to negotiate when you are available and when you are “working”, particularly 
if you have children who are at home due to school closings.  You may need to set up 
guidelines for when it is okay to interrupt and how to let you know if they really need 
your attention.  You may also set up alternating schedules with a spouse, partner or 
neighbor around childcare.  Pets are another consideration and may need to be 
contained, especially during phone calls or when they are interrupting you work. 
 

5. Use your technology to stay connected: Let your supervisor know your needs regarding 
access and discuss as a team how to stay connected.  Video conferencing or conference 
calls can be a great way to do brief check-ins or actual staff meetings.  Don’t be afraid to 
pick up the phone for a brief call to ask a co-worker, “Hi, how’s it going?” just as you 
might stop by their workspace in the office.  You already know each other’s boundaries 
around socializing, so continue it virtually.   

 
 
 


