How to Be
Effective
While

Working
From Home




Topics today include:

Create a good workspace

Set up your home office
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Maintain a routine

Work home balance
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Topics today include:

Communication

Use online meetings
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Meeting etiquette

Stay motivated

<<<mj




Topics today include:

Collaborate

Maintain work
relationships
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Ease anxiety
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Create a good workspace B*

Free from interruptions

Dedicated space

Remember ergonomics
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Pay attention to lighting 3/
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'/§et up your home office
_

//A\l Good internet connection
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_—— > Power up your space

TS Headphones and mic
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Video camera
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Maintain a Routine

Get up and get dressed

Morning routine
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Don’t skip lunch
| Take breaks
|
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Work home balance
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Schedule blocks
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Schedule soaal t|me
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Avoid distractions

Create boundaries
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Communication is key R

Connect W|th teammates 3
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Reply qwckly

Morning scrum

Use chat software
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Use Online Meetings
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| Virtual workspace

Take notes

Share action items
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Record meetings
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Practice Good Meeting Etiquette
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Use mute
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2 Use video
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Practice Good Meeting Etiquette

B Be on time -
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Don’t play with your phone

' Don’t eat /

"4 Don’t multitask
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} | Stay motivated

Sense of accomphshment : B

r rack your tasks

Find the best time
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Focus on your health
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Collaborate

Utilize the tools

Share cloud documents
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Share screens
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-+ Maintain work relationships
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Online presence

Awareness
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Be accountable

Don’t go dark —
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