The
#WFH Toolkit

Take it from a team of career
virtual assistants...

You cando this!{ﬁ%ﬂwm%ﬁé&/}
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#WFH

(noun)

A hashtag that became so
commonplace in 2020 it made
veteran #WFH pros realize they
have the opportunity to guide folks
who are more comfortable in
traditional workplace settings.




Between and and
and and and and and

and and and and... Nobody has time for 50
pages of links.

Let's make it easy.

Don't Panic Management's team of seasoned virtual

workers share their top tricks & tools of the trade for
working from home.







PHYSICAL SPACE

Carve out a dedicated space for you and
your work. A desk, a table, a chair at the
counter, a cushion on the couch, etc.

Whatever it is, make it yours.
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Standing Desk

You might notice that
working from home means
a lot less getting up,
walking around, and
hanging with coworkers in
the break room. A standing
desk can help keep you
focused and prevent lower
back pain.

Kitchen/Island Counter
For those of you with
kiddos, having a kitchen
counter to work at and
keep watch fromis so
important!

A Door

While this is a luxury for
some, nothing says "I'm

working!" louder than a

closed door.
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Natural Light

Try to set up your
workspace near a window.
Sunlight can go a long way
towards brightening your
mood.

Items to Spark Joy
Working from home can be
isolating. Place things in
your work space that make
you smile. Whether it's a
potted plant or a picture of
your fur-baby, make it
yours.

Keeping Clutter-Free
Clear desk, clear mind. Be
diligent about cleaning up
the physical space around
your computer each night.
Future-you will thank you!

AUDIO/VISUAL
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Best Mic Under $200

If you're doing webinars or
talking to external
stakeholders frequently,
you'll want to investin a
high-quality mic to make
your audience feel like
you're all in the same
room.

Best Mic Under $100
Sure, your headphone/mic
combo is good for team
Zoom meetings, but what
about potential client
presentations?

Headphones

You want headphones to
reduce any annoying
feedback. Typically, your
AirPods are just fine!
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Lighting

Don't want to spend
money on a new ring light?
You can DIY one or just
throw a thin sheet over a
harsh desk lamp.

Best Webcam Under $150
We don't need to see ALL
your pores (anyone else
slacking on their skin care
lately?), but we do need to
see your face.

Best DSLR Camera

For those who need to step
up their pre-recorded
presentation game.



https://www.amazon.com/Rode-NT-USB-USB-Condenser-Microphone/dp/B00KQPGRRE/ref=as_li_ss_tl?s=musical-instruments&ie=UTF8&qid=1488742263&sr=1-1&keywords=rode+nt-usb&linkCode=sl1&tag=paidinsi-20&linkId=69be50bd0c31e29646951a1185cc638b
https://www.amazon.com/Samson-Meteor-Studio-Microphone-Chrome/dp/B004MF39YS/ref=as_li_ss_tl?ie=UTF8&linkCode=sl1&tag=paidinsi-20&linkId=03b9a1ec584ca0c7889a8938633f060c
https://www.amazon.com/Logitech-C922x-Pro-Stream-Webcam/dp/B01LXCDPPK/ref=pd_di_sccai_2/145-3681943-3530562?_encoding=UTF8&pd_rd_i=B01LXCDPPK&pd_rd_r=be43c661-2839-4117-aefc-176f4c300c5b&pd_rd_w=mzLRt&pd_rd_wg=dGw68&pf_rd_p=5415687b-2c9d-46da-88a4-bbcfe8e07f3c&pf_rd_r=V1S8D1HN1S0C9T6W44NY&psc=1&refRID=V1S8D1HN1S0C9T6W44NY
https://www.amazon.com/dp/B06VT2NQD8?tag=theaudacitytopodcast-20&linkCode=ogi&th=1&psc=1
https://www.amazon.com/gp/product/B075JYG2TB/ref=ppx_yo_dt_b_asin_title_o05_s00?ie=UTF8&psc=1
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TIME & TASKS

v

Our Fave Project
Management Tool

Don't Panic uses ClickUp,
which has a built-in time
tracker attached to ALL
tasks, plus easy reporting!

Calendaring

Here's a gentle reminder:
No matter if it's Google,
Outlook, or old fashioned
pen and paper, YOU
control your calendar - not
the other way around.

The Time-Tracking
Gadget We Love

Nothing is more satisfying
than flipping over a
Timeular.
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Two Birds, One Stone

We still stand by ClickUp
as our task and project
management tool. Flying
solo and want something
lighter & free? Asana is our
second choice!

Set Expectations Against
Reality

Don't drive yourself nuts
thinking a 60-minute task
should only take 30-
minutes. Be real with
yourself and others.

Delegate!

Our favorite word. Hate a
certain task? There's
someone else out there
who LOVES it. Let them
help you.

MAINTAINING SANITY

Establish Your Hours
Just because you're
working from home
doesn't mean you're on-
call 24/7. Set "in office"
hours on Gmail or Outlook
so your team knows when
you're off.

It's Okay to Say No
Don't feel badly turning
down requests that fall
outside your working
hours. No need for
apologies, a polite "no" is
all that's required.

Build an AM and PM
Routine

A set routine at the start
and end of your workday
helps you bookend work
and divide between home
and office.

Create aCommute

Your vehicle of choice is
now fuzzy slippers, not a
car, but commute habits
remain key. Changing out
of PJs and brushing your
teeth leaves you ready to
face the day!

Do a Weekly Wrap-Up
Set time to check in with
yourself at the end of each
week. How did it go? What
do you want to tackle next
week?

Incorporate Self-Care
Meditation. Working out.
Taking up a new hobby.
Make time to do
something that brings you
happiness and calm.
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https://clickup.com/?fp_ref=jess47
https://timeular.com/
https://app.asana.com/
https://clickup.com/?fp_ref=jess47
https://www.dontpanicmgmt.com/delegate/
https://support.google.com/calendar/answer/7638168?hl=en
https://support.microsoft.com/en-us/office/change-your-work-hours-and-days-in-outlook-a27f261d-0681-415f-8ac1-388ab21e833f?ui=en-us&rs=en-us&ad=us
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You're awesome.
Don't question It.
And don't panic.

Need more #WFH tips?
follow us on Twitter @dontpanlcmgmt
get in touch: hello@dontpanicmgmt.com



http://twitter.com/dontpanicmgmt

