
To help you get in the right frame of mind, 
dedicate a specific room or space in your 
home to work, ideally not spaces you 
associate with leisure time. 

Making the most of 
working from home

With the number of people working remotely increasing, 
we’ve put together some top tips so you can remain 

productive and safe whilst working from home. 

Choose a dedicated space to work

Use the same schedule you would usually 
use in the office to help you keep focused 
and productive. 

Structure your day

Stay connected
Be sure to use the virtual apps and tools 
available within your organisation to keep 
you connected with the rest of your team - 
and don’t forget, there is always the phone. 

Interact with other people

When most of your day is solitary, 
communicating with other people throughout 
the day is so important, even if they’re not your 
coworkers - trust us, it will keep you sane.

Manage your work-life balance

Working from home gives the impression 
of a better work-life balance, although it’s 
really easy to let your work life bleed into 
your personal life. Be sure to choose a 
start and finishing time every day. 

Take regular breaks

Use your breaks to get away from your work 
space. Whether that means taking the dog for 
the walk, grabbing a water or sitting down to 
watch some TV. 

Build a lunch break into your calendar to ensure 
you take this during the day. Don’t assume you 
need to be working constantly while you’re 
home to be more productive. 

We know it can take time to adjust to working at home, but 
following the above steps can help make it work for you!

Hydrate to concentrate

A water break is an opportunity to relax 
the mind for just a moment. Keep a bottle 
at your desk as a visual reminder to stay 
hydrated. 

Have some background noise 

If you thrive with background noise, working 
from home is a great opportunity to have just 
that. Whether the TV is on, or there is music 
playing in the background, it’s proven that it can 
have a drastic impact on productivity and 
concentration. 


