
While working from home offers numerous 
advantages, it also presents challenges 
like how to stay focused and effectively 

communicate amongst your team. 

This guide outlines practical tips for working 
effectively, increasing productivity, and 

maintaining a healthy work life balance. 

19 Steps to Successfully  
Working From Home

In a changing workforce, more and more businesses are 
embracing remote working arrangements. Organisations  

not only benefit from reduced office costs, but can 
experience productivity gains and enhanced 

employee satisfaction. 



Having the right hardware is key in performing your daily tasks. You will need a 
modern computer with suitable capacity, monitor/s, a headset, and webcam for 
videoconferencing. If you will be using a notebook, it should be docked with a 
separate monitor, keyboard and mouse.

A comfortable and health-conscious setup is a must when working at home for 
long periods of time. Ensure you select a comfortable location, preferable away 
from other family members or busy areas of the home. Your monitor should be at 
eye level and at a comfortable viewing distance. Ensure there is adequate lighting 
with no screen glare and use a suitable chair. Check your posture throughout the 
day and make sure you stretch your legs often.

To ensure you can work effectively, your home internet will need to have enough 
speed and data allowance to support your work from home requirements. 
VoIP, videoconferencing, and accessing documents from the cloud can put 
extra pressure on your connection, so your wireless may not be up to the task. 
Connecting to a hard-wired line may be a better option.

1. Technology

2. Ergonomics

3. Internet

Ensure your PC and other devices are secure with current malware protection and 
endpoint protection. Even though you are at home, keep in the habit of locking 
your device when not in use. Always remember to set complex passwords and 
store them in a suitable password manager.

4. Security

If others are also working from home, it may be best where possible to set up 
separate work areas. This means both parties can freely take phone and video calls 
whenever they come in, without being distracted by other conversations. If you are 
sharing a space, work out if staggered work hours are an option, or at least have a 
conversation about suitable noise levels and what is going to work with regard to 
confidential meetings.

5. Remove  
distractions

Setup Your Space
Before you start, you need to figure out where you can effectively carry out  
your job.



If you have children who are home from school, they need clear rules about what 
they can and can’t do during your work hours. Visual reminders like when you are 
wearing your headset or a do not disturb sign on the door could be great cues to 
indicate you can’t talk to them right now. Let them know your break times for the 
day, so they know when they can access you.

Create a daily routine with set start and end times. Continue with routines like you 
would at the office, such as making a coffee at the start of the day and shutting 
down your PC at the end. Having daily patterns will help you achieve more, while 
maintaining a healthy work-life balance.

Getting dressed and ready in the morning sets the tone for the day and will 
encourage a more disciplined mindset. Don’t forget you may need to take video 
calls throughout the day, so a professional look will boost not only your own 
confidence but show others you take them seriously.

6. Set ground  
rules

7. Maintain  
regular hours

8. Set a daily  
standard

Take a moment each morning to map out your day. Knowing what you need to 
get done will help you manage tasks and stay on target for any deadlines. Set 
intervals to check emails, and turn off notifications if they will be distracting to 
you. Having daily online huddles with your team is a great way to keep on top 
of what everyone is working on, reshuffle workloads if required, and to set any 
expectations.

9. Structure  
your day

Boundaries and Daily Structure
By setting your boundaries upfront you will create a much better work  
environment and daily mindset.



Even if you aren’t heading into the office, it is a great idea to plan your lunch the 
night before to ensure you make good choices. Avoid snacking and stick to set 
break times throughout the day. Eating healthy energy-rich snacks for morning and 
afternoon tea such as fruit, vegetable sticks and hummus, or nuts will ensure you 
avoid the afternoon slump.

Stand up and stretch throughout the day. If you have a wireless headset, you 
might like to walk around while on phone calls. Go outside when you get a 
chance. Fresh air will bring you back to your desk feeling renewed and ready to 
take on the rest of the day.

Remember that you are still entitled to sick and carer’s leave while you are working 
from home. Ensure you communicate any absences with your manager and team.

10. Stay healthy

11. Get active

12. Rest when 
unwell

There are times where you might need to put in the extra hours, but if you have 
worked all day, try not to work into the evening. Separate your home life from 
your work by not checking your emails outside of hours, unless your job directly 
requires this of you.

13. Stick to  
work hours

Health and Wellness
Clearly separating home and work will help you maintain a healthy balance. 

Now that you are saving time on travel to and from the office, use this time for 
things you wouldn’t normally be able to do. Take the dog for an afternoon walk, go 
for a run, do yoga, read a book, or do something you have always wanted to do but 
never had time.

14. Take up  
a new hobby

‘Eating healthy energy-rich snacks for morning and afternoon tea 
such as fruit, vegetable sticks and hummus, or nuts will ensure you 
avoid the afternoon slump’.



Easily communicate and collaborate with colleagues using Teams. You can instant 
chat with individuals or groups, share and work on documents, and make video 
calls. Included with most Office 365 subscriptions, it is suitable for groups of any 
size, and helps you increase productivity amongst remote workers.

Don’t have meetings for the sake of having meetings. Set an agenda and place 
time limits of topic discussions, and make sure you on time for online meetings. 
It can be awkward and unproductive for attendees who are sitting waiting for late 
comers to the group.

Use video over voice where possible and practical. This allows you to see facial 
expressions and read how others feel about certain decisions. The more face time 
you can have with people the better your relationships with them will be.

15. Use Microsoft 
Teams

16. Effective  
meetings

17. Video  
Conferencing

Collaborate with your team regularly so everyone knows what the others are 
working on. When you finish a project let everyone know, or if you need help, 
ask. You will be much more productive and successful as a team if you are always 
communicating. Talk about non work-related topics at times to encourage a fun 
and social team environment.

18. Stay in  
touch

Remember your colleagues can’t see that you aren’t at your desk. Update your 
Teams status to let them know when you are on breaks, in meetings, or you have 
finished for the day.

19. Away  
messages

Communication
Better connections with your team lead to greater outcomes.

Contact TechPath for some free advice on  
transitioning your business to work from home.

1300 033 300 
sales@techpath.com.au


