(+9

HOW TO BALANGE R REMOTE
ROLE SUGGESSFULLY

Build a Routine

e Set consistent start and end times.
e Schedule regular breaks to avoid burnout.
e Use a daily to-do list or task tracker to stay organized.

Create a Productive Workspace

e Designate a quiet, dedicated space for work.
e Ensure good lighting and an ergonomic setup.
e Keep essentials within easy reach.

Communicate Clearly

e Check in proactively with your team.
e Use collaboration tools.
e Summarize progress and next steps after meetings.

Manage Time Effectively

e Use time-blocking and focus on high-impact tasks.
e Limit multitasking and protect focus time.
e Communicate availability to avoid the “always-on” trap.

Set Boundaries

e Define clear work hours and stick to them.
e Unplug after hours—mute notifications and work chats.
e Communicate expectations with your team.

Maintain Effective Communication

e Attend virtual meetings with your camera on.
e Ask for feedback regularly.
e Share wins and updates to build rapport.

Prioritize Your Well-Being

e Move between meetings and stay active.
e Stay hydrated throughout the day.
e Maintain a healthy work-life balance.
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