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Do you work from home or are do you live at work? 
Working from home is definitely a marmite concept - some

people love it and some can't cope.  Here you'll find my top ten
tips for making working from home work for you. 

 
If you're struggling with focus and feel a quick chat would help, or
maybe you're really stuck and think a 1:1 session would help you

gain some clarity and perspective - email me today and we can
book something in! 

Claire x

claire@claire-warner.com



working 
from 

home

1) Ignore all washing up, post, and other non-work related stuff -  either set a timer for 5 minutes
and clear away whatever you can in that 5 minutes and then leave it, or just move it all somewhere
else temporarily and get on with your day. 
 
2) Have a plan for the day - I set my alarm 5 minutes earlier than I need to every day and come up
with a plan for the day.  I list everything that HAS to be done that day and plan it out within the time
available.  I also usually "eat the frog" first - that is, I do the job I'm least looking forward to first then I
can 'treat' myself with the other work later. 
 
3) Use a to-do list / work tracker that works for you - normally I like written lists - I'm a visual
person and like to actually see and write things on paper / on a whiteboard, rather than on screen.
 But I was recently introduced to Asana and I am completely in love with it.  I usually source my plan
for the day from Asana. 
 
4) Turn your emails off until lunchtime - I catch up on my emails in the 5 minutes planning time and
then turn them off until lunchtime.  I find this helps me concentrate and maintain my focus.  I also
find it helps in my "eat the frog" planning as I have that allotted time to get it done and then I can
catch up with the outside world once it's done. 
 
5) Work in specific time blocks - another recent discovery is the UFYH (UnF*ck Your Habitat) app
which has a timer for working in blocks - 20 minutes with 10 minute break or 45 minutes with 15
minute break.  I use the 45/15 throughout the day. 
 
6) Accountability is key! - working on your own or from home can be a procrastinator's dream.
When there is no-one there physically putting their head round your door and asking where you're
up to on something, it's very easy to keep putting things off.  Having an accountability mechanism is
key to avoiding this.  Join my new facebook group The Work from Homers where we will have
regular accountability sessions as well as group chats on regular based-from-home topics and issues,
and a forum in which to ask your own questions or start your own conversations   
 
7) Use Skype or Zoom when talking to colleagues - instead of talking on the phone, get into the
habit of skyping or zooming so that you see other people during your day.  This also encourages
those who have a proclivity that way, to get out of their pyjamas and into some 'proper' clothes.  BUT
always remember that the person or people you are video calling with can see whatever is behind
you in the image. 
 
8) Take a break for lunch - The utopia of the work from homers' day.   But you really should take a
proper break and eat something healthy, not just a bar and a bag of crisps 
 
9) Return to the heart of the cause - working in the charity sector is an amazing career and can lead
you in some wonderful directions.  But it is crucial that you regularly return to your root cause and
immerse yourself in what it looks, feels and smells like to be at the heart of that cause.  You can only
really engage others in what your charity does and more importantly, why it does it, if you can
accurately and passionately tell its story.  And the best way to tell its story is to live it.  Regularly. 
 
10) Sit back and look smug - your friends and colleagues are partly right.  Working from home can be
great .  Especially when there is no traffic, wrong leaves on the line, rain, snow, non-washer-uppers,
non-showerers, office bores or other bains of the office life to contend with.   
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