
Here are some essential tips for being more productive working from home 

 Set Your Alarm (& Don’t Press Snooze!) 

This may sound like the most basic piece of advice, but it is one of the most 

important and effective. Working from home means flexibility. It means creating 

your own schedule. Starting work when you want. Stopping work when you want. 

Waking up when you want.  

Set your alarm and when it goes off, you get up. Pretend SNOOZE doesn’t even exist. 

Set it for the time that you would have had to get up to get ready for work if you 

didn’t work from home. Treat it like the real thing if you want it to be the real thing. 

If you have to, put your alarm on the other side of the room so you’re forced to get 

up to turn it off! 

 

 Don’t Check Your Emails in Bed 

When your alarm goes off, don’t spend half an hour scrolling through your inbox 

before you get out of bed. Save it for when you get to your workspace. The problem 

with trying to get stuff done from the bed is that it’s way too easy to get absorbed in 

work before we’ve even woken up properly.  Your emails will still be there when you 

get to your computer.  

 

 Shower & Dress for The Day Before Anything Else 

Skipping your morning shower and staying in your PJs until lunch time is the last 

thing you want to do when working from home (but I’m not going to lie, I am guilty 

of this from time to time).  You know the saying, “you only look as good as you feel”? 

Well, you’re also only as productive as you feel. 

You will feel much more refreshed if you get up and get ready as you would if you 

had somewhere to be, and people to see. I don’t know what it is but when I am 

wearing work clothes, or even just day clothes that are not my default loungewear, I 

focus more on my work and less on my comfort. 

Don’t work in your PJs. GET DRESSED! 

 

 Wake Up Knowing What’s On the Agenda 

Knowing what is on your to-do list before you even sit down is a great way to create 

and follow a schedule. If you don’t wake up prepared, you may sit down at your desk 

and stare at your screen for hours, doing things, but not really doing anything at all. 

Don’t work aimlessly. Know what you have to get done. Create to-do lists each day, 

explicitly outlining what you need to accomplish and when. If you have to, mark 

them in order of importance so you know what you need to do. 

 

 Create A Designated Work Space 

It can be really hard to focus when you’re cooking, eating, hanging out, sleeping and 

working all in the same place. A proper work environment is SO important when you 

work from home. Not only will it keep your eye on the prize, but you will get so 



much more done because you will be focused, organised, more motivated, and with 

fewer distractions. Distractions are what get you. 

If you don’t have a room that you can use as an office, find a clean, quiet space that 

you can call your own. Leave your laptop there, your planner, your supplies…  

 

 Keep Track of Your Time 

Time management is impossible if you don’t know how much you are spending on 

each task. Time is limited, and to be successful in whatever you do, you must spend 

it wisely. 

Tracking your time is one of the best (if not THE best) ways to be as productive with 

your work as possible. Time tracking allows you to log what you are working on and 

when, keeping you organised and able to plan your schedule.  

 

 How to Time Block 

Time blocking is exactly what it sounds like: blocking out specific chunks of time to 

dedicated tasks. To some, this method is even more productive than simply making a 

to-do list because if followed carefully, you will work on everything you INTEND to 

work on during any given day, even the stuff you tend to procrastinate on. 

Create a list of to-dos and schedule out a block of time (1-hour, 2-hours, 1/2 of your 

work day, etc.) that you are going to focus on it. Be realistic with your expectations, 

bearing in mind how long it usually takes you to do something. This technique is best 

accomplished if you treat it like you would an appointment or meeting. You KNOW 

you have a dentist appointment at 12 pm and that it should take an hour, so you 

arrive on time for that appointment. Well, why shouldn’t your work be treated the 

same way? 

 

 Limit your time on Social Media 

Social media can be such a time sucker. We scroll through our Instagram, Facebook 

and Twitter feed mindlessly throughout the day. Often, we intend to watch one 

short video but end up watching an hour’s worth of “related” videos. We read a 

friend’s controversial post on their news feed and get sucked into the 100 comment 

debate that it triggered, reaching for the popcorn rather than our computer mouse. 

Social media is the ultimate distraction. 

When you’re “locked in” to your work, stay locked in. Don’t open any apps, don’t 

keep your Facebook open in a new tab. It will all still be there when the job is done. 

If you can’t fully remove yourself from 9 to 5, gift yourself a block of social media 

time, and once you get your fix, shut that thing down and get back to business. 

 

 Get A Change of Scenery 

If the same four walls are starting to make you feel a bit stir crazy, It’s important to 

get out of the house from time to time. You are allowed to go out for exercise during 

isolation, make the most of the glorious weather we’ve been having these last few 

days.  Just be safe and use the social distancing guidelines. 


