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Remote Workers Study

Remote work has grown by 140% since 2005, nearly 10x faster than the rest of the workforce. In fact, over 4.3 million

employees (3.2% of the workforce) now work from home at least half the time according to Global Workplace Analytics

Not only do remote workers tend to enjoy what they do more and find remote work less stressful in general, but they’re

more willing to put in extra hours as a result. However, that’s just one of the potential benefits of remote work for

employees, managers, and companies alike.

The results speak for themselves:

90% reported their family and personal life improved.

85% said that their stress was reduced.

80% said that their morale and engagement improved.

62% felt more trusted and respected.

And 93% even believed that collaboration was better than before.

Better perceived morale, engagement, trust, retention, and collaboration all came as a result

of the opportunity to work remotely.



Working From Home Guide

It's no longer necessary to be in an office full-time to be a productive member of the team. In fact, many kinds of work

can be done just as effectively, if not more so, from a home office.

At Translucent, we’re working to do our part by ensuring the safety of our employees, striving to protect the health and

well-being of the communities in which we operate, and providing technology, tips and resources to our customers and

partners to help them do their best work while remote.

We have outlined some strategies that will 
assist your staff to work more effectively 

from home

Remote work is about more than just the advancement of technology, it’s something that

has the potential to help the way we work, manage, and lead.

It’s not all positive, though. Remote work has its own set of challenges.



Working From Home Guide

Believe it or not, but working from home is quite common with nearly 40% of  companies offering   positions to work-at-

home.

Maintaining business continuity is something every company leader needs to think  about. Diversifying where 

employees work is one of the ways businesses can  withstand such unexpected changes in the market. With a remote 

workforce,  employers can limit the effects of any disaster so the company can stay operational.  Plus, they can adjust 

their work hours around local needs.

Since the cost of a broadband internet connection with a strong Wi-Fi signal has  decreased every year, working from 

home is common. For those who use Voice over  Internet Protocol 



Pro’s and Cons

Many are finding it hard to adjust to working from home (WFH) because it came on so suddenly and they've never

experienced it before.

It offers greater freedom and flexibility with potential to enhance creativity and productivity, however, much of the

corporate culture and success hinges on collaboration and camaraderie.

With little or no face-to-face interaction or guidelines for all to observe, teams can become disconnected, demotivated

and dysfunctional, impacting on company performance.

We have outlined some strategies that will 
assist your staff to work more effectively 

from home



Know The Ground 
Rules

|

 Work at home role

 Set expectations

 The trust index

 WFH Availability



It’s important the expectations of the employee align with those of their employer. If you're truly working for yourself,

and you're your own boss, this will not be an issue.

But if you are working for a company, you may discover that they have guidelines for you to follow.

For instance, you may need to be available at your computer and/or phone at certain hours throughout the day. They

may want you to travel into the office for big meetings, or to organize presentations. They may want you to travel to

different states, or countries, depending on the kind of work you do.

You may have thought that work-at-home meant that you had the freedom to set your own hours, and never set foot in

the office again, but that may not be the case. Get these conditions set in stone before you start the gig.

This one can trip many people up, simply because the expectations they have might not align with those of their

employer. If you're truly working for yourself, and you're your own boss, this will not be an issue. But if you are

working for a company, you may discover that they have guidelines for you to follow.

Understand What Your WFH Role Entails



Set the appropriate expectations – KPI’s

8|

As the leader at your company, it will be your actions that set the standard for how to successfully transition your

business online.

As an employee, reporting to your KPI’s weekly measurements, can help you stay on track of fulfilling your role and

the responsibilities.

By setting an attainable, clear standards, you will be able to set deliberate expectations (SMART goals) for the

transition process. When expectations are set in advance, ground rules are established from the get-go allowing you

and your team to adhere to lines of accountability.

Create collaborative performance and logistical goals and timelines for the transition.

Focus on Outcomes, Not Activity

It's not possible to manage every aspect of the work done by a remote team. For what it's worth, you shouldn't be trying

to manage every aspect of any team's work, but especially when your team is distributed across different locations.

Instead of focusing on activity or hours worked, focus on the outcomes and measure your team accordingly.

https://blog.hubspot.com/marketing/how-to-write-a-smart-goal-template


The Trust Index

Calculating Trust Index
When we start working with a new member of a remote team, the trust index is on zero level (or might even be in a 

negative zone if the freelancer or manager had some negative experience working remotely).

What affects the trust index?

From the manager’s side:
+5 Payments made in full on time

+2 Unambiguous requirements

+1 Clear standards

-2 Delays in feedback and task reviews

-5 When manager says:

“That’s not exactly what I had in mind”

-10 When manager says: 

“Sorry, I don’t have money to pay according to 

the contract”

From the employee side:
+5 Walking extra-mile for a task

+3 Delivering in full on time

+1 Effective communications

-1 When employee says:

“Sorry, I have not seen your email”

-3 When employee was not able to work on your 

project and did not tell manager about this



Declare Your WFH Availability

1
0
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For the employee who works from home, they’re aware of their availability, but colleagues might not be. Given the

sea of tools to work remotely and collaborate, it can be challenging for your team to stay in touch.

Communicate dates and hours (with time zones) for your work time, what capacity you are working, and how

others can get in touch. This effort avoids assumptions that you’re skipping the office or refusing contact.

If you have a business communication app like Nextiva, use its status (Away/Available) features for real-time

presence.

Keep your team informed about your work-at-home schedule, key projects, and methods to get in contact with

you.



Dedicated 
Workspace

|

 Set up Professional space

 Quality tech

 Internet speed

 Security risks

 Reduce noise

 Avoid work in living room



Set up a dedicated professional workspace

You may be lucky and get a telecommuting job that supplies you with a computer, phone, and other necessary

electronics and equipment. On the other hand, you may have to go out and purchase these items on your own

(although, remember this is a tax write-off).

Making a sudden switch to a home office after years of working in a corporate environment can be disruptive enough

— the last thing you want is to be uncomfortable on top of it all. That’s why you want to make sure you carve out

space in your home that’s quiet and, preferably, can be closed off for conference calls and videoconferencing

sessions.

However you get your equipment, make sure you have the best that you can currently afford. You are now on your

own, without the help of an IT department or other specialist. You do not want to be at the mercy of old, glitchy

equipment that could leave you in serious trouble at the worst possible time. Plus, get the latest software updates.

Don't try getting by on 10-year old versions of Microsoft Office.



Yes, setting up a home office or workspace may require a small investment. Much like starting a new business, you

may have to purchase technology, such as a desktop, laptop, tablet, or remote phone system to do your job every

day.

A high-performance router will save you from many technology hassles. Since working from home often requires

more than chat messages, you need a router that will keep up. A router from several years ago might be prone to

common network issues.

Depending on the nature of your work, you may also need to purchase hardware or software. Our recommendation?

Invest in whatever you need to comfortably and efficiently do your job.

|

Invest in Quality Technology



|

If you have kids, their Face Timing and Xbox habits may slow your connection and download speeds.

Moving as close as you can to your Wi-Fi router can help (devices that are distant tend to draw on

bandwidth), or you can consider switching to Ethernet.

You'll likely need a dongle since laptops don't have Ethernet ports these days plus an Ethernet cable to

connect your computer to your router. Wondering if your most-used website is down? Check

isitdownrightnow.com, which monitors key websites and services to see if they're working.

You will also need to have excellent services to support this equipment. For starters, you'll need a great,

high-speed internet connection. You'll also need good mobile reception. If you're getting a lot of dropped

calls or interference, you will find it frustrating to communicate with the office and any customers you may

deal with. In that case, look into signal boosters, or get a landline (VOIP is an excellent, and cheap,

option).

Get the internet speed you need



Just because you’re not in the office doesn’t mean you’re not a target for hackers. Your work machine is incredibly

valuable for thieves and criminals, so take care to work securely.

Be aware of how your company’s network policies such as the use of Wi-Fi, personal devices, and more.

Employ a “trust but verify” mentality for documents sent to your inbox.

Use a business-grade Virtual Private Network (VPN) for encryption. Larger organizations are likely to have an

approved VPN solution.

Know how to get IT assistance and report security threats.

Close your room’s door to avoid disclosing sensitive information to family members or visitors.

Don’t slack off on your duty to keep your home office equipment secure. Understand how to protect yourself from

common security threats.

Stay Vigilant Against Security Risks



When you need to make a call, you have to be able to do it without background noise drowning out your voice.

Even if you have a brand new laptop or a new smartphone, you will want to invest in a quality pair of headphones

with a mic. Noise-canceling features can really help improve the clarity of your phone calls.

|

Reduce Noise

Invest in a Good Pair of Headphones
Look for headset features such as long battery life, Bluetooth compatibility, microphone, and noise canceling.

Room Dividers
Room dividers and clever furniture placement can help. This needs to be somewhere that you use only for work,

allowing you to easily separate it from your personal and leisure time.



It’s wise to take to heart why working at home works. It’s not just about avoiding meetings and conference calls. In

fact, quite the opposite. Remote workers know the responsibility that comes with working in their quarters.

Avoid the TV and other digital distractions so you can focus on your work and getting things done. However, if used

just for background noise, it’s probably okay.

Avoid watching TV while working; it sucks up your focus from the purpose of working at home. Instead, stream

music that complements your work style.

Don’t Work in Your PJs

This is another productivity killer. Some folks might think “working from home” is a day to binge Netflix. Wrong. It

might be fine to indulge in this vice once, but it will catch up to you if you’re not careful.

Avoid Work in the Living Room
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Self Management

 Pro’s and Con’s

 Discover Your High Productivity Periods

 Create a Vision Board

 Use a Planner

 Use Time Management Apps

 Minimize Distractions



Now that you're working from home, it’s important to have a strategy, and plan to manage time better.

Many are finding it hard to adjust to working from home (WFH) because it came on so suddenly and they've never

experienced it before. It offers greater freedom and flexibility with potential to enhance creativity and productivity,

however, much of the corporate culture and success hinges on collaboration and camaraderie.

But which environment actually allows us to be more productive: the home office or the office ?

In the office , your co-workers often pose the greatest threat to keeping you from getting some real, heads-down work

done. They drop by your desk, engage you in conversation, and invite you to lunch. The social benefits of a workplace

are definitely nice to have, but they can become a challenge if you're easily distracted.

At the home office, however, I find that it's easy for you to become your own worst enemy. Because when you're not

surrounded by co-workers, you're free to drop those pesky inhibitions. At the home office, no one's watching. You

don't necessarily feel that same peer pressure or communal obligation to get stuff done.

Pro’s and Con’s



Every individual is most productive at different times of the day. Some individuals are morning people, and they

are most productive and focused during the morning hours. For others, their most productive time in the workday

is the evenings.

Discover Your High Productivity Periods

Start your day by reviewing priorities for the day. When you make your task list, stick to it. It’s tempting to just leap

into your email, but with a little extra focus, you can move the needle while working from home.

Set goals and time limits for each task. After you complete each task, cross it off the list. This simple technique is

both effective and fulfilling.

Stay on task by quickly writing down all the things that need to get done at the start of each day.

Update Your To-Do List Every Mornings



If you have been working from home for several years, it might eventually become  boring and uninspiring. You 

might struggle with enjoying your work. A vision board can help.

A vision board is just that: a board that you can use to write notes and post pictures of your dreams and aspirations.

The visualization aspect of a vision board is a great and powerful mind exercise. It can help you feel the way you

want to feel. Such inspiration can help you get out of a slump while working from home, paving a clear path to

productivity and success.

Create a vision board with goals and aspirations personally and professionally  and look at it every day. Working at 

home should get you closer to those  goals.

Create a Vision Board

https://www.nytimes.com/2019/04/06/opinion/sunday/how-to-make-a-vision-board.html
https://www.nytimes.com/2019/04/06/opinion/sunday/how-to-make-a-vision-board.html


In addition to making to-do lists, get into the habit of using a calendar or planner. For example, if you work from home

some days but you are on the road others, get in the habit of using a planner to write down and keep track of deadlines,

appointments, and meetings.

Many different task management tools make telecommuting a breeze. By organizing tasks into projects, you can attack

them one bite at a time.

Use a planner to log all tasks and activities, no matter if you work remotely or in the office. Plan the work and work the

plan.

Use a Planner



If you struggle with staying on task while working from home, then you may need to kick things up a notch and use a

time management app.

For example, some productivity apps will track the amount of time you spend on each task and even minimize

distractions.

Using a time tracker app will help you see your productivity levels each day and week. This will not only provide you

with insight as to when you are most productive during the day, but it will also show you how much time you spend on

each task.

If you take calls at home for a call centre, pay attention to your metrics. Call centre metrics might tell a different story if

you don’t manage your time effectively.

If you spend too much time than what is necessary on repetitive tasks, it may be time to look into some automation

solutions for even more productivity!

Use Time Management Apps



If you have a barking dog or a jack-hammering worker outside your windows, consider investing in noise-cancelling

headphones, such as Apple's AirPod Pros.

Kids at home
Work in 45-minute chunks.

This will give you an opportunity to stretch your legs and attend to the needs. Children find it difficult to be left

without attention for more than an hour, so give them som. This is a great opportunity for a quick game or

short walk. Or to enjoy a snack together.

Minimize Distractions



Social
Engagement

|

 Use video chat

 Check in with co-workers

 Limit use of Social Media



Yes, the video conference—the hallmark of remote work. Working from home can get pretty lonely, especially if you

are single or live alone. Make it a point to chat with colleagues, team members, or clients each day.

It matters. You’re not just a cog in a machine. You don’t even have to talk about work, but just to connect as co-

workers and people. Humanity must not be lost in working remotely.

There are many video chat applications available today, such as: Zoom, Facetime and Teams

Depending on the nature of your work, you could end up spending almost all of your day on video conferences

chatting with your team. We recommend working in a well- lit room; it brings out your best features.

Video chat is a great way to stay connected with your team. Meet regularly, and don’t forget to relax and have a

little fun.

Use Video Chat



Take the time to meet with your team regularly online The meetings should have an agenda actively involving all

members, so they contribute. Dedicate time to meet privately with each member so they can share status updates,

receive coaching, and discuss developments from their personal life.

With little or no face-to-face interaction or guidelines for all to observe, teams can become disconnected,

demotivated and dysfunctional, impacting on company performance.

Check in with co-workers frequently



I think we can agree that we are all guilty of this one from time to time. Social media can be a giant time-suck if you

aren’t careful.

That is more time than most people spend sleeping or working! Furthermore, many mobile apps now reveal to

users how much time they spend in each one. This is eye-opening, especially for casual social media users.

Get familiar with your company’s social media guidelines. They might even want you to engage in their approved

channels like LinkedIn.

Minimizing mindless use of social media helps avoid distractions, so you can focus on getting more done.

If you love using social media, then make it a habit to shut off social media notifications during the day. Consider

muting your notifications on your phone

Limit use of Social Media



Effective Strategies

|

 Use professional communication tools

 Rewards system

 Project management app

 Communication strategy



You might be using free tools to communicate with your team today.

The SaaS market has capitalized on the freemium model to upgrade to paid plans. The problem with personal apps

like WhatsApp, Telegram, and Google Hangouts — as an aggregate — is they don’t necessarily improve internal

communication.

Consider upgrading to a business communication platform that brings your phone system, team chat, sales

pipeline, and customer support together.

Choose the right communication platform to help your team work remotely instead of a myriad of chat apps and a

spreadsheet of cell phone numbers.

Use Professional Communication Tools



We mentioned using a rewards system in the point above. This is an easy way to help you get things done — even the

things you have been procrastinating or putting off.

For example, take a five-minute break to go for a stroll through your neighbourhood, grab a healthy snack, take your

dog to the park down the street. Once you finish a necessary business call, switch over the laundry.

Although it seems simple, using a basic

Create a Rewards System



If you aren’t a “write-it-down” to-do list or planner person, don’t worry—there are plenty of modern project management

apps available that can still help you. These are great if you are WFH.

Most of these apps offer both web-based and mobile versions so that you can use them on your phone. Some can even

be integrated with other apps, such as Slack, for team collaboration. And the best part? Most of these apps offer a free

version.

Move your mountain of tasks into a project management app and break meaty projects into a series of tasks and assign

them to your remote team.

is necessary on repetitive tasks, it may be time to look into some automation solutions for even more productivity!

Stick to One Project Management App



Implement a communication strategy.

|

When shifting your business and company online, more communication is not necessarily better communication.

Implement a communication strategy with your team leaders that includes your expectations for the

appropriate cadence of communication. Collaborate with your team to establish this strategy by answering

questions such as:

• When should remote employees respond to emails/messages?

• What follow up steps should be taken regarding a lack of response?

• When are unscheduled callspermitted?

• What necessitates a virtual team meeting?

When leading remote teams, it is important that 
your  employees understand their obligation to 

communicate  efficiently.



Your Mental Health

|

 Exercise

 Eat healthy

 Shot breaks

 Listen to music

 Positive intent



Exercise naturally boosts endorphins, which increases happiness, enjoyment, and interest levels, all of which are

important for productivity.

Regularly stretching helps you maintain great posture. At a minimum, stretch throughout the day so you don’t get

sore or hinder your quality of life.

You can also leave yourself motivational sticky notes by your bed, so they are the first thing you see and read in

the morning. We recommend exercising in the morning when you have fewer objections and a longer payoff

throughout the day.

If your day allows, take a lunch break and go for a walk, go to the gym, or stretch.

Exercise & Stretch Regularly



Another work from home reality is that we have full access to the kitchen. So, when it’s time for lunch or a snack

break, we are immediately drawn to the usual snacks, such as chips, cookies, or leftover pizza.

When we work in an office, we are at the mercy of whatever is available in the cafeteria or whatever lunch we

brought from home.

However, research has shown that eating fruits and vegetables has a direct link on overall productivity levels. You

can also avoid buying unhealthy snacks altogether. With extra planning, you can purchase more nutritional snacks

on Amazon rather than buying on impulse.

Reward yourself with a sweet snack on Friday after a successful and productive week.

If you are an avid snacker, then make it a point to make yourself a healthy lunch, just as you would if you had to go

into an office.

Eat Healthy Meals & Snacks



Although we have focused most of this article on how to stay productive while working from home, sometimes the

opposite can happen. We think that by working from home, we will be able to get more done because there will be

fewer distractions. Therefore, sometimes we end up over-committing and

working too much, which also kills productivity.

Although taking breaks might seem counterproductive, research has shown that taking short breaks can actually

increase productivity and creativity levels. If you don’t have a work-life balance, then you won’t last too long

working at home.

You can easily avoid this by working short, five-minute breaks into your daily schedule, or even make them a part

of your rewards system.

Take Short Breaks



Depending on the nature of your work, it helps to turn on some background music. Spotify is a great streaming

service that lets you pick moods for focus and productivity. Since you’re working at home, you don’t want it too loud

or distracting

— ensure you can quickly mute it to take a business call.

Listen to music throughout the day at a modest volume to give you the focus you need. Check out the different

“moods” offered by Spotify to achieve peak productivity while working from home.

Listen to Music



One limitation of working from home is that team chat messaging sometimes falls short of expressing ideas clearly.

It’s easy to think a quick remark was made to be rude or even flippant.

Remind yourself not to take seemingly short or snide responses offensively. For some members of the remote

workforce, they are just efficient in their replies. Consider using emoji to support your intent in your declarations with

your team.

Focus on the facts and assume positive intent where it might not otherwise be seen. Use emoji and emoticons to

convey emotions with your team.

Assume Positive Intent



Questions?
Contact the Translucent COVID-19 Response Team

- Linda Jane(Sales)
- Brad Morris (Strategy/Advice)
- Peter Cutting (Managing Director)

info@translucent.com.au 
(03) 9070 1160

mailto:response@visits.com.au

	Slide Number 1
	Remote Workers Study
	Working From Home Guide
	Working From Home Guide
	Pro’s and Cons
	Slide Number 6
	Slide Number 7
	Set the appropriate expectations – KPI’s�
	The Trust Index
	Declare Your WFH Availability����
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	When you need to make a call, you have to be able to do it without background noise drowning out your voice.�Even if you have a brand new laptop or a new smartphone, you will want to invest in  a quality pair of headphones with a mic. Noise-canceling features can really help  improve the clarity of your phone calls. ����
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Implement a communication strategy.�
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40

