The “Secret Sauce” to Make Your New Work-At-Home Situation a Success
With the current worldwide pandemic, working from home has
become the new standard for today’s work force. To ease the
transition, two seasoned, work-from-home women share their tips
that will help those thrust into telecommuting adjust to their new
working environment.
Jacy McConnell, a Digital Marketing Manager, has been working
remotely for 18 years. Dawn Klym Cowan is a Graphic Designer
running her own home-based design practice for 16 years. Both
women have discovered that they share many of the same
qualities that allow them to stay on track while working from
home. Jacy also has the added challenge of having 2 boys, ages 7
and 11 now home on a full time basis.
Here is the “secret sauce” that has allowed them success in a home-based situation:
Routine
Both women agree that routine is vital to success. Get up every morning as though you are
going to your workplace. Show up to your home office on time, just as you would your regular
office. Your co-workers or clients are counting on you. The only thing that has changed is your
commute. Be ready to communicate at any time through video or phone. Jacy’s tip for ladies –
keep a scarf near your computer. You can dress up a t-shirt really quick if needed! Continue to
take your usual scheduled breaks and lunch and keep regular office hours.
Dedicated Space
Again, both agree that a dedicated space is paramount. Realizing that not everyone can have an
office with an actual door, consider a table in the corner of the living room or in an extra
bedroom. Both at one point have stood at the kitchen counter and commandeered a portion of
the dining room table to work on projects. You do what you have to do to make it work. The
dining room table is not very ergonomic and not recommended. A supportive office chair is a
must, as is having everything you need situated close by. The key is that you have a space that
is solely for work and when you are in that space you are working. When you are not in that
space, it’s down time. Do your best not to bring your work out of that dedicated area.
Boundaries and Distractions
When you set your boundaries, distractions can be minimized. Your “office hours” are the first
boundary to set. With everyone at home now, it’s possible to fall into the 24 hour work day. For
your own well-being, it’s important that, at some point, you call it a day and shift into down
time. This means not checking emails, answering texts during your off hours. This is job

dependent of course. The same applies for your spouse/sister/bff etc. who may think you are
available and can chat anytime.
The other thing to let go of during your work hours is everything to do with your home. The
dishes that didn’t get done before you started work – leave them. You would have left them if
you had to be at your job at a certain time. The pile of laundry or a closet that needs to be
cleaned? Save that for your off time. Let the distraction of home-work go during your working
hours. Without boundaries, you will not make the break between work and home.
Kids
How do you keep kids busy so you can focus on work? Jacy shares that as long as her boys have
been old enough to understand, she has set expectations with them. If there is a big meeting
coming up, she lets them know that they will need to be quiet. Having understanding coworkers is a great bonus, in case someone forgets and comes in to ask for a snack during the
meeting. If the meeting is scheduled near a mealtime, be sure they have the direction they
need to make lunch. Sometimes a movie is recommended. Most mornings, she gives them a list
of things that they can do in their own time. Depending on your child(ren) time blocking is an
option. Jacy lets her boys choose time spent on activities. Rigid time blocking doesn’t work for
her oldest, and she would like to set the day up for success, so she works within their own
strengths.
Choose challenges and tasks that speak to their interests, keep them busy, and spark their
creativity. Include a good mix of things like physical activity, literacy and comprehension,
creative writing, building challenges (Lego or Minecraft), and culture.
Don’t put pressure on them to complete the challenges, but if you’ve been mindful to choose
things they enjoy, kids will generally get things completed. Make sure the challenges are things
that they can do together or independently. As much as work-at-home parents would love to sit
and do a big, messy science experiment or art project with their kids, they cannot…at least not
during work hours.
Having said that, Jacy does make sure that she gets up from her desk for little breaks
throughout the day. Getting up out of the chair and walking around is necessary for wellbeing,
and with the kids home, it’s a great opportunity to engage with them to see what they are
working on. It lets them know you are still there and even though you have to work during work
hours, you’re glad they are home with you.
Mental Adjustments
Dawn’s previous routine was to pick up a coffee on the way to the office. This was her mental
cue that she was starting the work day. When she launched her home-based business, she
continued this for the entire first year. The difference being that she drove back home and
went straight to her home office. Her other tip, as silly as it sounds, is to wear shoes. You don’t

wear slippers in your office and if you’re struggling with the adjustment of working from home,
try putting your shoes on.
Is everyday working from home sunshine and rainbows? No. But both Jacy and Dawn agree that
you need to be realistic with expectations for both those who are in your home and yourself.
It’s the only way we going to stay sane in this uncertain time.
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