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Focus 
 
 

1. Clearly define your overall and daily mission.  This should relate to the 

overall mission of your organization. It should express tangible objectives 
for your job. 

 

2. Clearly define the purpose of your job.  Specifically, why does your job 

exist? You should be able to link your job to the organization’s overall 
objectives.  

 

3. Define the ways in which your performance will be measured.  You 
must define, with your manager, how your effectiveness and success will 
be measured. 

 

4. Define rewards for successful completion of a job or task.  What 
merit increases, bonuses, or other perks are tied to successful completion 
of performance measures? Make sure this is clear and in writing. 

 

5. Define what your priorities are and why they’re critical.  These should 
be tied to job focus and clearly establish your “call to action” for a given 
day. 

 

6. Clarify what you need to accomplish on a daily, weekly, monthly, 
quarterly, and annual basis.  You should break down what you need to 
accomplish into specific, measurable actions. These should be specific “to 
do’s” that may be part of a larger whole. 

 

7. Clarify your goals, objectives, and performance measures with your 
manager.  All your efforts to focus and produce results may be wasted if 
your manager doesn’t agree with what you’re doing. 

 

8. Eliminate time wasters or distractions from your day.  It is easy to be 
side tracked by distractions when you’re working remotely. Don’t allow 
things that aren’t part of your daily focus to distract you. 

 

9. Remember—anything done in excess can be a distraction to getting 
your job done.  Don’t let positive habits, such as exercise,  dominate 
your time or focus. 

10. Consciously maintain a healthy balance.  Just because you are 
working remotely, you will not necessarily stop being a workaholic if you 
were one before.  (In fact, remote work may make this worse.) 
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Stay Motivated 

 

11. Keep your focus in mind and make your priorities visible someplace 
in your workspace.  Post your goals and objectives in a place where they 
will serve as a constant reminder. 

 

12. Establish a system for tracking your accomplishments. Carefully track 
what you have accomplished on a short term and long-term basis. This not 
only helps your motivation, but it’s invaluable when it comes time for a 
performance review. 

 

13. Organize your work in chunks that you can tackle in pieces. Many 
tasks look overwhelming when you look at the entire job. Break every task 
into manageable pieces. 

 

14. Set personal deadlines for accomplishing tasks.  Give yourself 
deadlines for accomplishing task milestones. Build in small rewards that 
will keep you motivated. 

 

15. Do the hard stuff (probably the most important) first.  Always tackle 
the “A” priorities first. Too often, we can be distracted by taking on the easy 
tasks that aren’t as important as the harder tasks. 

 

16. Take breaks occasionally or switch to another activity to refresh 
yourself.   When you feel yourself losing focus, switch to another task, 
even if for a short time. 

 

17. Take “mental health” time if you need it, but do it as a reward for 
accomplishment—not out of frustration.  Giving yourself short breaks 
can be beneficial but do it only after you have reached a milestone or 
finished a task. 

 

 

Organize yourself and your office 
 
 

18. Analyze your work requirements and design systems that will keep 
you on track.  Creating systems and visible reminders will help you stay 
focused on the critical tasks. 

 

19. If you’re not good at organizing yourself, hire someone to assist you.  
If you find yourself wasting time trying to organize your life and office area, 
outsource it to a professional. 

 

20. Establish a daily routine for yourself—when you will check e-mail, 
return calls, etc.  Establishing a start-up routine for the beginning of the 
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day is crucial. Starting each day with the same ritual tells your brain and 
body you’re at work. 

 

21. Set up an effective schedule or calendaring system.  It’s important to 
have a system. Use what works for you—not necessarily the fanciest 
system or tool. 

 

22. Track “to do” tasks on a daily basis.  It’s vital to keep to-do lists in order 
to stay on track. They also serve as an important record of what you’ve 
done. 

 

23. Don’t be a pack rat.  You don’t have to keep everything. If it’s not critical, 
don’t keep it. 

 

24. Develop an organizing system that keeps current project materials 
close at hand and stores those that aren’t used daily. Get things off 
your desk and out of sight if you don’t use them every day. 

 

25. Establish time frames for reviewing and discarding files.  Put discard 
dates on your files when you set them up. If you’re reviewing files and 
you’re past the discard date, throw it out (or delete digital material no 
longer needed). 

 

26. Prioritize ‘to-do’ items.  Sort tasks based on the priority of different items. 
Something as simple as “Act now,” “Read,” or “File” will get you started. 

 

27. Handle the high priority task first.  Once you have sorted tasks by 
priority, focus on those items that require immediate attention. Don’t get 
distracted by other items that are “interesting.” 

 

28. Look for signs of disorganization.   Misplaced items or excessive time 
tracking down documents is a sign that you need to pay attention to your 
self-organization. 

 

29. Continually strive to improve and simplify your processes and 
system for organization.  Simple is better when it comes to organization. 
If it works for you, use it. 

 

30. Don’t obsess about a messy desk.  There is little (if any) correlation 
between the condition of your desk and the degree to which you’re 
organized unless it impacts your productivity. 

 
 

Determine the best location for your home office 
 
 

31. Determine workspace requirements by creating a floor plan to ensure 
that your furniture and equipment fit.  Will you be in your home office 
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area part time or every day? What type of work will you be doing? How 
much storage will you need? 

 

32. Will others need access to your workspace?  If you plan to have 
business associates visit or use your office, that can make a real difference 
in where your office is located. 

 

33. Locate your home office area in a space that you find pleasant and 
conducive to productive work.  Unless you like working in cold, dark 
places, don’t set up your workspace in the basement, for example. 

 

34. How much distance or separation will you need from the family?   
This is particularly an issue if you have young children at  home. Make 
sure you can separate your workspace from the rest of the house and its 
associated noise. 

 

35. What security requirements will your workspace have?  Will your 
home office contain expensive equipment or proprietary materials? If so, 
you need to be concerned about security—both from external sources and 
family members. 

 

36. Do you need windows to feel sane?  This is a variation on “will I like my 
workspace.” Too often people put their home office in the basement or attic 
only to realize later that having a view is a necessity to their sense of well-
being. 

 
 

Draw a line between your work and living space 

 

 

37. If possible, install a solid office door to buffer sound.  This is 
straightforward but often neglected. A solid (not hollow) door not only 
buffers sound but also serves to remind people that there is work going on 
behind the door. 

 

38. Add additional soundproofing to the walls of your workspace if 
house/family noise disturbs you.   Even something as simple as cork 
bulletin boards on the wall helps to absorb sound. While it sounds minor, it 
makes a difference in the long run. 

39. Use carpeting that is different from the rest of the house. Carpeting 
that is a different color than the rest of your home creates a distinct sense 
that your workspace is a “non-home” area. 

 

40. Keep personal matters (i.e., mail, bills, etc.) in a location other than 
your office to create separation.   Don’t mix your work-related activities 
with those of your personal business. Pay bills and process mail somewhere 
other than in your business workspace. 
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41. Use an “Open/Closed” sign on your office door or posted at the 
entrance to your workspace.  This can serve as a reminder to your 
family and you. When the ‘office is closed’, it should be closed to you as 
well as family members. 

 

42. Put a doorbell buzzer, bell, or chime on your office door or workspace 
entrance for others to gently signal/request an interruption.  Even if it’s 
as simple as a “front desk” bell, using a signal to announce interruptions 
allows you to say yes or no to the interruption. 

 

43. Close your door at the end of the day and keep it closed until the next 
morning – or use another visible way to indicate that your workspace 
is closed.  Easier said than done, but crucial for both your well-being and 
family relations. 

 
 

Designing Your Home Office/Workspace 

 
 

44. If you want to avoid using your home address, consider a post office 
box or private mailbox service.   If you don’t want to use your home 
address, look into a post office box or similar arrangement if you need to 
receive work-related deliveries. 

 

45. Base your workspace layout on the type of work you do and the most 
efficient layout for that work.  Don’t assume that a standard desk is the 
best arrangement for you. Your work area furniture and design should 
match your work. 

 

46. What equipment is critical to your success?  Develop a list of 
equipment that is indispensable. Only buy equipment that you can’t live 
without. 

 

47. Do you need modular furniture, or do you have room for traditional 
office furniture?  Space is a factor. If the furniture you’ve selected doesn’t 
fit into the office space, it doesn’t have much use. 

 

48. Make sure your lighting is sufficient.  Remember—lighting contributes 
to mood as well as efficiency. 

 

49. Spend the money to invest in a high-quality work/task chair.  You and 
your back will appreciate it in the long run. 

 

50. Set up your desk and computer area so they are ergonomically best 
for you. Height of the keyboard and the position of the monitor make an 
important difference for comfort and health. 
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51. If you’re on the phone for hours each day, don’t deprive yourself of a 
headset. It is an absolute must. Your neck will thank you at the end of 
each day. 

 
 

Be your own safety inspector 

 
 

52. Evaluate your electrical situation carefully.  Bring in an electrician to 
evaluate your home workspace. Is the current wiring safe? Does it carry 
enough current? 

 

53. Be sure the walkways are free of obstacles.  Neither you, your family, 
nor guests want to be tripping and falling in your workspace. 

 

54. Ensure that you have appropriate surge protection equipment.  You 
don’t want to blow out any expensive equipment. Being linked to surge 
protection is a must. 

 

55. Survey your workspace to identify and correct any areas of 
vulnerability to accidents.  Take a critical look at your work area. Could 
anything fall? Can you trip over anything? Are there exposed cords? 

 

 

Avoid the home-based snack machine and other bad habits 
 

 

56. Avoid excessive snacking and the “telework twenty” (those 
unwanted extra pounds).  Snacking is not only unhealthy; it’s a 
distraction to you being productive. 

 

57. Working too much can be a bad habit, so maintain balance. Because 
the home workspace is always there, it can be seductive to go back to 
work after work hours. This will compromise work-life your balance. 

 

58. Don’t let distractions like TV get in the way of your productivity. Keep 
the TV turned off during the day unless it’s critical for your work. 

 

59. Eat on a schedule—not randomly (or constantly!).  Staying on a 
schedule will keep you more focused. 

 

60. Post warning notes to yourself on the refrigerator about the perils of 
overeating.  Use the same methods you would if you were dieting to avoid 
food as a distraction. 
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Avoid the isolation trap 

 
 

61. Schedule regular calls with co-workers to keep in touch. Staying in 
touch takes work and you need to make it a habit. The more you call 
others, the more they will stay in touch with you. 

 

62. Use all the technology available to you to stay in touch with others.  
Drop people e-mails, voicemail messages, use instant messaging or 
connect via video calls. 

 

63. Join industry or trade associations in your local community. Reach 
out beyond your own company. You can eliminate the sense of isolation by 
finding others outside of your usual circle. 

 

64. Participate in groups that support remote workers.  Find local 
networking groups. If you have doubts about where to search, ask your 
local Chamber of Commerce and search the Internet for online 
communities. 

 

65. Read professional magazines and journals to stay current.  This is 
another way to stay in touch—only this is with ideas, not people. 

 

66. Volunteer for a service organization in your community.  This is an 
excellent way of going beyond your organization and your work. 

 

67. Participate in “virtual” cocktail hour get-togethers with friends and 
co-workers at the end of the week. Make it part of your ritual to get 
together with others at the end of the week. 

 

68. Join a book club to maintain contact with others. This can be both a 
great way to stay engaged and to network with others. 

 

 

Track expenses and expenditures 

 
 

69. If you use your car for business, keep a business mileage log in your 
vehicle. Staying on top of this will save time and effort when it is tax time. 

 

70. Establish a secure place (e.g., folder, envelope, or digital app) in 
which all business-related expenses are placed. Anytime you incur a 
business expense, place it in the designated place and process a 
reimbursement request or expense report as required. 
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71. Use either a digital system or manual method for tracking receipts 
and expenses. A spreadsheet or mobile app makes tracking expenses 
and filling out expense reports simple and quick. 

 

72. Process expense reports on a regular and timely basis. The only 
person that suffers when you delay submitting expense reports is you.  

 

 

Reward yourself and celebrate success 

 
 

73. Remember to thank yourself for doing a good job. Too often we forget 
to step back and pat ourselves on the back for a job well done. 

 

74. Make a list of rewards that you want to give yourself for completion 
of certain tasks or goals. Give yourself reasonable rewards for a job well 
done. 

 

75. Reinforce your own accomplishments with appropriate rewards. We 
all need reinforcement for a job well done. Create your own ways of 
reinforcing your performance. 

 
 

Manage your own career and skills 

 

 

76. Identify the skills and competencies essential for success; develop 
areas that are lacking. How can you gain those skills you need to 
advance? Are there courses you can take? Training you can complete?  

 

77. Analyze the gap between your current skills and where you need to 
be. Take the time to carefully think through your strengths and 
weaknesses. Make an action plan to improve the weaknesses. 

 

78. Take steps to manage your own career—when you work for someone 
else, you are still the manager of your career. You have to take care of 
yourself. If you want to advance, you need to maintain visibility and make 
others aware of your desire to advance. 
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About VirtualWorks! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

VirtualWorks! is a training and consulting firm specializing in skills, tools, 

and information to help people and organizations learn new ways to 

work productively in the virtual workplace. We provide team members 

and leaders with skills for communicating and collaborating effectively 

when people are geographically dispersed.  Our areas of focus include 

remote leadership, hybrid  teams, work-from-anywhere/telework, 

telecommuting, and work-life balance in the digital age. 

 

We design and implement learning programs tailored to organizational 

needs and delivered via proven methods and technologies including 

classroom training, teleseminar, webinar, videoconference, and virtual 

interactive worlds.   VirtualWorks! also delivers keynotes, workshops, 

individual and team coaching and leadership consulting to address 

challenges and opportunities in the virtual workplace. 

 

Visit our website or contact us to learn more about our capabilities and 
service areas that include: 

 

 Books 

 Booklets & Guides 

 Workshops & Seminars 

 Keynotes 

 Coaching 

 Consulting 

 Free e-Newsletter 

 

 

www.VirtualWorksWell.com 

 
 

info@VirtualWorksWell.com 
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ADDITIONAL COPIES AND FORMATS 
 

 
This document is available in printed and customized versions.  To 
inquire about these options, as well as volume purchases, or to 
order other VirtualWorks! products, contact us by: 
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