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Create a dedicated workspace
 ¡ Aside from the mental signal you’ll get by knowing when you get there 

that it’s time for work, you’ll minimize the annoyance of constantly moving 
your things around. Have what you need on hand organized and set-up 
how you like it. 

Determine your core work hours
 ¡ Will you follow your HQ’s core hours? If you are in another time zone will 

you shift your hours? Figure out what works best for your team and you, 
and then try to do your best to maintain a consistent end of day (EOD) or 
close of business (COB). 

Video meet & greet with your new boss and/or team
 ¡ If you’re starting a new job, or a new role, remotely, it’s critical to get your 

face in front of people quickly. No only will this set the tone that you’re 
ready to jump-in, but also that you’re eager to connect. 

Make sure your technology is relevant and reliable
 ¡ Is your Wifi strong enough? Does your computer have enough RAM to be 

in and out of a VPN? Do you need a second screen?

Plan your day
 ¡ We all know multitasking doesn’t work, because your brain needs breaks. 

Try to decide in advance what you’re going to focus on when, and build in 
little brain breaks to help you reset and then refocus. 

 ¡ If flex hours come with telecommuting, think about when you feel  
at your peak productivity, and prioritize your important tasks for those 
peak hours. 

Communicate strategically
 ¡ When you’re not there, you may be slightly off your boss’s radar, but 

you don’t want your value to diminish. Take control of sending regular 
progress updates via email.  Consider scheduling weekly check-in 
meetings with your boss and bi-weekly meetings with a wider group if 
there are items you control that interest or impact a wider team. 

 ¡ Communication in general is critical for remote workers. Better to err on 
the side of over-communicating, then to have people wondering what 
you’re doing out there.

Remote Employee 
Checklist
Have you recently accepted a new role to work remotely, or been 
given permission to transition your current role to remote? Check out 
our suggestions for a smooth transition and things to implement so 
that you are set-up for success.
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