
5 Tips To WFH Productively 
So you want to increase your productivity when working from home? The following tips 
are sure to help you out. Hyped up kids, lack of motivation and online distractions will 
no longer interfere with your career.  

1. Stay in contact 
Keeping in contact with your coworkers is key to working from home. A lack of 
communication can lead to confusion, misunderstandings and less motivation. Working in 
an office surrounded by hard workers can be motivating. Meanwhile, face to face 
communication can lead to less misunderstandings. Fortunately, there’s a solution for WFH. 

Schedule more frequent calls with your team. This way you can hear about the work 
your co-workers have been doing. Hearing their excitement can make you feel excited 
about your work.  

Having a group call is also an easy way to notice if a co-worker is demotivated. In this case 
you can lift their spirit up together. And no, that’s not a religious offering. Having more 
frequent calls means misunderstandings are more likely to be caught early. This can save 
your team a lot of time.  

While more frequent calls can help improve communication errors and a lack of motivation, 
having too many calls can be unproductive. Be sure to ask co-workers after the meeting if 
they felt it was productive. 

2. Wear work clothes 
Research has long shown that clothes affect how we behave. While it might be convenient 
(and mighty comfortable) to work from home in your pj’s, it’s not the best choice.  

Wearing business clothes at work makes us work better. It has been shown to make 
people feel more competent and trustworthy. This is because our minds associate business 
clothes with work. When we put them on it’s a signal to the brain that it’s work time.  

On the other hand, clothes you wear when you’re back from work are associated with 
relaxation. Therefore, wearing casual clothes will make you less inclined to work hard- and 
make your chair more inclined too.   

3. Improve your email skills 

https://www.jackcanfield.com/blog/successful-people/
https://www.scientificamerican.com/article/dress-for-success-how-clothes-influence-our-performance/
https://onlinelibrary.wiley.com/doi/abs/10.1002/hrdq.1208


We all use email but how many of us have taken the time to improve email 
communication? If working from home, email skills are especially important. 
Miscommunication can become a hefty waste of time and energy if we’re not careful.  

There are 3 steps to follow when emailing coworkers: 
1. Explain the problem or context. 
2. Explain what needs to change 
3. Explain the next steps and ensure accountability.  

For example: 
Hi Jane, (1) I was having trouble understanding the marketing strategies you talked about 
during Wednesday’s group call. (2) I’d like to have more of an understanding about them, 
especially the first one. (3) Please tell me if you are free on Monday or Tuesday to talk 
about it. 

Thanks, Tom 

As you can see in this example, the context is clearly laid out. Jane will be able to 
understand which meeting is being referred to and what part of the meeting Tom is having 
trouble with.  

It’s also clear what Tom’s issue is. Stating that he had trouble with the first one helps Jane 
prepare for when they talk next.  

Finally, Tom suggests next steps. He clarifies Jane has to take the next step in organising the 
meeting- telling him if she’s free. This cuts out a lot of unnecessary back and forth. 

4. When to work  
Creating a work schedule can be helpful for most of us but not all.  

The world is divided between 'judging' and 'perceiving' people. Judgers account for 58% of 
the population. They’re known for liking structure in their life. If you’ve read up to here 
without a break, that’s probably you! Perceivers make up the other 42%. They’re more 
flexible and don’t enjoy routines. They are more likely to go with their mood.  

Perceivers might not be as productive as judgers with a schedule. They might benefit 
from having a more flexible routine but frequent reminders of their goals. However, they 
should first try to work to a schedule and see how that goes.  

If the fixed schedule isn’t working, the perceiver should add more flexibility to their 
schedule. This might mean working 6 days instead of 5 to allow for changes in schedule. 
Reminders of their goals is important as it is easy for a perceiver to be undisciplined about 
time. 

Judgers are likely to work better with schedules. They will find it easier to get used to 
working at certain times of the day.  

https://writingcenter.unc.edu/tips-and-tools/effective-e-mail-communication/
https://www.myersbriggs.org/my-mbti-personality-type/mbti-basics/judging-or-perceiving.htm


When deciding on your schedule, consider when you work best. The best way is to score 
your productivity for each work hour for 1-2 weeks. By the end of the two weeks you will 
be able to compare your productivity score per hour of the day. Schedule your work around 
the hours you’re most productive. 

Below is my graph for productivity. I scored my productivity at the hour mark of each day. 
You cam see that I am the least productive at the start of my working day and I am more 
productive in the evening.   

5. Set boundaries 
The biggest issue with working from home is having no boundaries. This is one of the 
biggest arguments for working in an office. At home, there is nothing stopping you from 
sleeping when you should be working, getting into a long conversation with your partner or 
watching YouTube when a friend sends you a video link. In the office, your co-workers and 
boss keep you in check. So how do we change this? 

If you’re living with somebody, let them know when you’re working so they know not to 
disturb you. Hang a ‘do not disturb’ sign outside your door. The sign is also an easy way for 
kids to understand that you’re working. Otherwise you can put a teddy bear outside your 
door as a sign.  
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https://www.lane4performance.com/insight/blog/the-office-is-the-best-place-to-work-heres-four-reasons-why/


Another idea is wearing the same colour shirt or same cap every day you’re working. You 
can teach your kids that a white shirt means you’re working. 

Moving to a particular room to work is helpful too. Not only will your mind associate the 
room with work, but you can shape the room to make it optimal for work. Leave your 
phone, TV remote and other distractions outside the room. You can even put a lock on the 
door to stop kids interrupting.  

For online distractions, you can use a free software such as BlockSite to avoid online 
distractions such as social media.  

If you have a work laptop or don’t mind spending a little money on a cheap one, you can 
design it all around work. Delete distracting apps that aren’t used for work, permanently 
ban distracting websites, install an ad-blocker and only install your work email inbox. 

We hope these tips were helpful to you. Now focus on a different tip every week, trying to make 
each one a habit. Some might take longer to implement but we believe you can do it!

https://chrome.google.com/webstore/detail/blocksite-stay-focused-co/eiimnmioipafcokbfikbljfdeojpcgbh?hl=en
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