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SUDDENLY, EVERYONE IS

WORKING ... FROM HOME

Take time to reflect on the past several weeks. 
Be honest with what has  and has not  been working.
Make time NOW to adjust, adapt, and embrace this

opportunity to be innovative, and creative 
in maximizing your space, time, impact, and influence

working in a new environment.

 guidance covid -19

Physical Space

Psychology

Productivity

Quintessentials

Maximizing Your Impact and Influence 
while Minding Your Ps and Qs 



Accept that imperfect is totally fine - especially now.
Remember, the rule book on working through a global pandemic
has never been written. Remain flexible.
Consider keeping a daily gratitude journal recording one thing
you are grateful for. Never repeat an item. 
Communicate. Be open with your colleagues and household
about your challenges.
When feeling frustrated, consider walking away in the moment to
gather some air and perspective. Provide space for others to do
the same.
Be compassionate towards yourself and others as you learn this
new way of living.
Laugh as much as you can and remember all of those
weekends you wished you had one more day...

Be YOU. Now is the time to be
authentic, open, honest, & real. 
Choose HOW you want to lead "at"
home and "at" work.
Allow space for self and others to be
where they need to be.
Communication has never been more
important. Do not underestimate the
power of a phone call, listening, and
hearing both the spoken and
unspoken words.

Psychology
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STOP everything and establish a dedicated work space.
AIM for consistency in working location and hours. This helps
create routine and the ability to transition into and out of "work."
Have a clear work surface, good lighting, power, wifi, and if
possible, privacy.
Aim for comfort and functionality, just in case this style of working
and living becomes routine for an extended period of time.
Take inventory. Stock up on key supplies: paper, printer toner,
paper clips, post it notes, markers, thumb drives added cloud
memory, headsets, cables, and extensions.
If sharing space, create and post a work schedule for the entire
household to see. If you have young children, create hand signals
or signs that help them understand when you are working or on
a call.
If sharing a common area, consider directing your view to limit
distractions if needed, or oversee household activities for safety
of loved ones.
If need be, use headsets to block out surrounding activity to
focus.
If using Zoom or video conferencing, be conscious of your
background and the privacy of your household and the
participants on the call.
Consider using your car or garage as a quiet place for a call or
meeting... or even that over-sized closet.
Be creative and remember all the days you wished you
could work from home and not go into the office...
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Get dressed for work every day.
You are truly your own boss now. Be great and
hold yourself accountable. 
Establish clear daily objectives each evening so
when you wake up, you know EXACTLY what you
need to accomplish in the day.
Be sure to include personal tasks, goals and
needs in your schedule: prayer/meditation, family
support, fitness, household chores, and whatever
is specific to you.
Be flexible.
Communicate your goals and understand
everyone's goals in the home.
Post your work schedule for yourself and others
to see. Honor it.
Adjust.
Consider a shared lunch time for all to meet up in
your home, or meet via Zoom as you would if you
were in your office. Use the time to socialize and
connect.
When scheduling calls, do not forget to allow time
for follow up notes, meals and bathroom breaks!
This is all too often missed!
Remember, the increased productivity you
envisioned and dreamed about, if only you
didn't have to commute...

Productivity
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