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The COVID-19 outbreak has many employees working remotely. Below are some 
useful tips to make the most of working from home.

Ten tips for working remotely during COVID-19

WORKING FROM HOME
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• Keep your desk clean and tidy
• Ensure your background suits a video call 
• Get a chair that is comfortable

• Get your laptop and chargers in place
• Share chores with your spouse/partner
• Get a mouse to be more efficient 

• Use Video conferencing like Skype or Zoom
• Slack, Asana or Trello for managing project 
• A VPN from your IT department if needed

• Make a priority list and plan ahead
• Allow time between tasks for emails etc
• Avoid multi-tasking. Finish what you start

• Choose video calls over email for queries
• Get daily updates from your team
• Stay connecting through regular comms

1 Tidy work area

2 Become more efficient

3 Choose your technology

4 Plan your work-flow

5 Communicate regularly

6 Keep existing routines
• Stay in your regular daily routine
• Switch between business and private life

7 Refine productivity
• Schedule tough tasks first, calls later
• Work for 25mins then rest for 5mins
• Try white noise music to help you focus

8 Create no-phone zones
• Avoid after-hours emails, calls or messages
• No phones during dinner or family time

9 Take regular breaks
• Set the alarm for regular breaks 
• Do minor chores or take a walk outside

10 Dress for work
• Vacate your workspace after work
• Put on casual clothes to help you relax 
• Be fully involved in regular family life
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