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The Ultimate Resource for Remote Employees, Hybrid Workers, and Digital Nomads

The Everything Guide to Remote Work

Learn how to successfully find or transition to a virtual job!

Your Step-by-Step Guide to:

• Working and thriving in a digital environment

• Avoiding distractions and optimizing productivity

• Maintaining a work-life balance

• Mastering the art of digital communication

• Continuing growth as an employee

Jill Duffy






DEAR READER,

Since 2015, I’ve worked from home. That home has been in India, Romania, the US, and Guatemala. Years earlier, I had a job where I stayed home one day a week to focus on a special project. Then there was the year I negotiated working from London while my colleagues were in California so I could stay with my partner through a graduate program. Remote work has been a part of my career for a long time. It’s given me the flexibility to pursue interesting work and earn an income as my life changes and grows.

What got me interested in remote work as a subject, however, was research showing how much more productive people can be when they opt in to it. I started interviewing founders of all-remote organizations and watched their businesses and practices develop. I wrote about new software designed to support remote setups. In the bigger picture, I saw a movement that’s changing how people work and live for the better.

It isn’t all rosy. Remote work certainly has its problems. But I hope through this book you’ll see what remote work can be when it’s done right.

Sincerely,

Jill Duffy
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INTRODUCTION

In March 2020, millions of workers went home from work and were told not to come back. Instead, they were instructed to do their jobs from somewhere else. No one knew how long it would last. Nearly everyone had questions. The onset of the COVID-19 pandemic meant that thousands of businesses converted overnight to remote work, though only a tiny fraction of them were experienced at it. Yet those relatively few people and organizations have paved the way for a future of remote work. They’re the ones who can teach you how to do it.

When remote work is done right, it’s one of the most rewarding ways of working. Doing it right is the key. And in The Everything® Guide to Remote Work, you’ll find the skills and information you need to fit into this new world. You’ll learn:


	Whether your job can be performed remotely, in part or in its entirety

	How to set up a space for remote work and how to establish your work hours

	The best ways to organize conference calls with your colleagues

	Tips for dealing with in-home distractions

	Ways to track and share your on-the-job progress



With this knowledge, you’ll be able to work remotely better, happier, and more effectively. And the benefits of remote work extend beyond the time you spend with your employer. When you work for an organization that truly embraces remote work and all the practices that make it possible, you have greater autonomy over your time, more flexibility in how you live and work, and options for new life experiences that may not have been possible before. You can spend more time with your family, adopt a pet and be around to bond with it, or travel the world while working. Having a remote job opens up many possibilities.

For you to be successful in a remote job, you have to know what makes remote work, well, work and some of the common problems that come up so you can navigate them and perhaps even resolve them. You should also be aware of all the ways you, as an individual, have to look out for and care for yourself to be happy, fulfilled, and rewarded as a remote worker.

In the world of remote work, “remote-first” describes organizations that build their businesses purposefully to support decentralized ways of working. The goal is to come up with policies, procedures, and a culture that support remote work and remote workers. The beauty of the remote-first framework is it still allows for in-person employees to communicate, collaborate, and participate as well.

The remote-first approach values output over hours; it believes in worker autonomy and strives for overcommunication. It says work can be done asynchronously much of the time. And the time a team does spend synchronously together should be used with maximum efficiency.

Granted, not all remote organizations live these values to the fullest, and remote work certainly has its pain points. No one said it was going to be perfect. But as companies become more experienced in managing a largely remote workforce, they’re learning that taking a remote-first approach is a much better way to do business.

The more you know about remote work, the better prepared you are to succeed. It benefits you to learn about all the possible configurations that remote work can have. You should know about the best practices remote-first companies have already figured out that make their businesses run effectively and productively. You should learn about everything you can do to get the most out of working in a remote role so that it’s a fulfilling experience, while also watching out for common pitfalls. You deserve to have a wealth of ideas for how to grow and develop your career as a remote worker, whether you’re employed or independent. You’ll find all that information and more ahead.







CHAPTER 1 Defining Remote Work

Remote work isn’t one thing. It’s a way of working. It’s a lifestyle. It’s a movement. It’s the new direction for business. Remote work is about more than deciding where you want to be while you get your job done. For remote work to work, organizations and employees have to embrace a new way of operating. Taking an existing business, moving everything online, and hoping for the best is not the route to success. All the processes of a business and even the organizational culture must be rethought within this new framework.







Remote Work Takes Many Shapes

There’s no one way to work remotely. It takes many shapes depending on the worker, the organization, the type of work being done, and other factors.

At the core of remote work is the idea of working somewhere other than a designated location shared with other workers. While it can be synonymous with working from home, it doesn’t have to be.

Solo entrepreneurs working in a home office, for example, could be considered remote workers, even though they aren’t technically “remote from” another location. The same goes for full-time employees of a company that has no headquarters or offices (an all-remote organization), where everyone works from a location that they choose. People who spend some time working in an office and some time working from a location of their choosing are also considered remote workers, even if they call it “flexwork” or “hybrid.”


ESSENTIAL

The word “organization” refers to a variety of business types, including not only private companies but also nonprofit organizations, government agencies, microbusinesses, and solo entrepreneurs (such as freelancers and contractors), among others. Remote work is not limited to the private sector, and the term “organization” is intended to reflect that.



In some fields, people still refer to remote work as “telework,” regardless of whether they use telephones to do their jobs. In a few cases, you might even still hear the term “cottage industry.”

Whatever you call it, remote work starts with a job or series of tasks that are not location-dependent. Since you can do them practically anywhere, you get to choose where you work. From there, remote work is about building processes and an organizational culture that help remote workers get their jobs done as effectively as possible.


Full-Time Remote

A full-time remote worker is someone who works from a location of their choosing nearly all the time. The location could be their home, but it might also be a coworking space, a library, a coffee shop, or even a temporary residence, like a short-term rental or vacation home. Because full-time remote workers choose where they work, they may change the location day by day based on needs and preferences. For example, if there’s a lot of loud construction happening near their home when they need to concentrate or hold virtual meetings, a full-time remote worker might work from a different location until it’s over.


ESSENTIAL

It’s impossible to talk about remote work today without acknowledging the COVID-19 pandemic. In 2020, remote work became mandatory for many people overnight. They didn’t opt in to it, and their employers didn’t necessarily adapt to be compatible with remote work. If your only experience working remotely was during the global pandemic, you may not know how good it can be to work remotely when there’s not an international emergency.



Full-time remote workers usually have colleagues, coworkers, or clients with whom they communicate and collaborate virtually. In some cases, like a full-time vlogger who does all their own production, they may work entirely independently.

Part-Time Remote or Hybrid

A part-time remote or hybrid-remote worker divides their time between a central work location and locations of their choosing. This setup is more common in organizations that still believe a central location is important to doing business.

The reasons for being a part-time remote worker vary. Some executives insist that in-person collaboration is still the best way to achieve business goals. Another reason is that certain tasks must be performed in person. IT personnel might have to perform maintenance work or upgrades on physical equipment from time to time. Organizations that have high-security protocols may not allow employees to access some information from a remote location, requiring them to be present in a secure location to conduct some of their business.

All-Remote Organizations

In an all-remote organization, every employee works from a location that they choose, and the organization doesn’t have a headquarters location or any offices. All-remote companies of any real size are still somewhat rare, though they do exist and their numbers are slowly growing. It’s much more common to find solo entrepreneurs and microbusinesses that fall into the all-remote category than large businesses.


FACT

Although all-remote organizations don’t have offices, they may be required to have an address on file in the US, depending on how they legally register. The address could be a residence, a small rented space, or some other location. So when you see an address for an all-remote company, it doesn’t necessarily mean they have an office there.



When an all-remote company has more than a handful of employees, it often makes an effort once or twice a year to bring employees together physically for a retreat or conference. In other words, remote employees may have opportunities to interact with their colleagues face-to-face on occasion.

Remote-First Organizations

Remote-first organizations are businesses that embrace remote work culture and flexibility but do not operate fully remotely 100 percent of the time. Usually, they have at least one physical location designated for working, but who uses those locations and how often varies.

A remote-first organization may allow the majority of its employees to work remotely full-time while requiring a designated team to work from an office. Or it might allow employees to opt in to working either from the central location or remotely. Or the office location could be used ad hoc. The variations on how to run a remote-first organization are endless. The key feature, however, is that remote-first organizations support remote work to a much greater extent than traditional office-based businesses. They typically build awareness and best practices about remote work into their organizational culture. Additionally, remote-first organizations usually start out with a remote-first mindset, rather than growing first as a traditional business and later converting.

Hybrid or Flexible Organizations

Hybrid or flexible organizations typically start out as traditional, location-based businesses and grow to accept remote work to some extent. The majority of organizations that participate in remote work have a hybrid or flexible approach.


ALERT

It’s tempting to call nonremote jobs “office jobs,” but there are plenty of shared work sites that aren’t offices. The way to best capture the great variety of workplaces used by multiple people is to call them “location-dependent” or “location-based.” It may sound clunky and awkward at first, but it’s the clearest and most accurate description.



Hybrid or flexible organizations usually have rules and allowances for remote work. For example, they may grant employees the option to work remotely 100 percent of the time on a case-by-case basis. A highly valued twenty-year veteran employee who requests to work remotely to support a partner’s need to relocate might get the go-ahead, while a newly hired entry-level staffer may be required to work on premises. Sometimes employees negotiate the ability to work remotely either flexibly or permanently as part of their contract.

Having a flexible remote approach has additional benefits for the business. When employees are set up to work remotely at the drop of a hat, organizations have business continuity built into them. During a natural disaster when travel may not be safe, for example, businesses can continue running because the employees are already set up to work remotely.

It’s also possible for an organization to transition into a hybrid or flexible setup to accommodate a crisis. During the COVID-19 pandemic, some organizations required select staff members to be at a business location for at least part of their work time. For example, a few team members might have to perform maintenance and upkeep on critical infrastructure, such as servers, or they might have to go to a secure location to perform some specific job function. Many of those groups created an A/B schedule. Everyone on Team A goes to the office Monday and Wednesday, and Team B goes in on Tuesday and Thursday. That way, if someone from Team A gets sick, only Team A has to quarantine, allowing Team B to continue in-office work.

Not All Jobs Can Be Remote

While we’ve seen a dramatic increase in remote work, not all jobs can be done successfully from a remote location. At the same time, don’t be too quick to assume there are no opportunities in a particular field just because you can think of a few examples of when remote work isn’t possible.

Examples of Work That Cannot Be Remote

It’s easy to think of a few examples of work that cannot be done remotely: food service, agriculture, transportation, manufacturing, law enforcement, lab-based sciences, cosmetology, and so forth. Some work must be done at a specific location or in person.

High-security jobs often can’t be remote either. Think of all the work done at the Pentagon or Central Intelligence Agency that absolutely should not be conducted over someone’s home Wi-Fi or telephone line. In a crisis, however, these organizations might be able to institute an A/B schedule, as described previously.

In that sense, it’s important to think about specific jobs or tasks, rather than people or industries, that can or can’t be done remotely. This point is especially important for young people as they consider their future careers as well as anyone considering changing careers. Don’t rule out entire industries just because you assume they don’t offer remote jobs.

Don’t Write Off Entire Industries

Take healthcare, for example. There are roles within healthcare that require a human being to show up and provide hands-on care. An example is a medical imaging technician. Maybe one day self-service mammograms will be the norm, but we’re not there yet. Once a technician captures medical images, however, those images are often sent to a cottage industry of radiologists who read and analyze them from home offices. There are indeed remote jobs in unexpected places.


FACT

According to the Centers for Disease Control and Prevention, telehealth visits increased 154 percent during the last week of March 2020 as compared with the same week in 2019. The sharp increase is attributed to COVID-19, but there may be an unexpected benefit: It’s created more opportunities for remote work in healthcare, which may last well beyond the pandemic.



More generally speaking, telehealth (or “telemedicine” as it’s sometimes called) has grown slowly over several decades, and then increased dramatically in 2020. As more patients are willing to try telemedicine, more opportunities are created for remote roles in the healthcare industry.

Roles That Benefit from In-Person Experiences

Finally, there are job roles that benefit from being done in person either because they’re more successful that way or they’re perceived as being more successful that way.

A couple of roles that get lumped into this latter category include salespeople and company executives, especially entrepreneurs while they are raising capital for their organizations. A long-held belief still permeates the business world that these people need face-to-face contact with others to have the greatest chances of success. Yet not every aspect of these jobs needs to be done in person.


FACT

Eric Yuan, founder and CEO of Zoom Video Communications, proved that company founders can make a winning product without much face-to-face interaction. Yuan famously told Forbes in 2019 that leading up to the company’s IPO, he made only eight work trips in five years, conducting almost all his other meetings via his company’s namesake video conferencing service.



There may be data to back up the claim that founders should meet in person with potential investors and that salespeople have a better chance of winning over customers when they can smile and charm them in real life. But that still leaves a lot of lead tracking, data entry, number crunching, and report building that can be done from anywhere.

Working Remotely As an Employee

As previously mentioned, remote work takes many forms. When you’re a full-time employee of an organization, there are any number of remote work configurations you might find yourself in. You might work with a team or an entire organization where everyone is remote. You could be the lone full-time remote person while everyone else goes to a common location each day. It could be that you and a few others work remotely on a flexible basis. You might be asked to work remotely, or you might request to do it.

When you’re hired as an employee as opposed to being an independent worker, you enjoy unique privileges but also face unique challenges related to remote work.

Remote Work Language in a Policy or Agreement

If you are a full-time employee of an organization, you should have a work agreement of some kind as well as some organizational policies that you probably signed when accepting the job or within the first few days after joining the team. Within that paperwork, you should expect to see some language related to remote work. How much detail may depend on how frequently you’ll be working remotely.

For example, a flexible remote work agreement may require nothing more than a security form to acknowledge a few IT-related security protocols. If you’re 100 percent remote, you should expect (or demand) a lot more detail, such as allowances for equipment and furniture, loan agreements for any equipment provided to you (including whether you’ll need to return it), and so on.

Limitations and Requirements of the Employer

Full-time employees who work remotely should also expect to see some limitations or requirements in their remote work arrangement by the employer. These requirements might include hours when you must be available for meetings, which is common for teams distributed across many time zones. The requirements may also include expectations for business travel.

By requiring a few common hours, organizations guarantee that they can schedule mandatory meetings when all employees should be able to attend. They can also send a highly important message at a time when all employees will receive it at the same time. You don’t want to be the sole employee working in Hawaii who learns about a major change to the organization six hours later than everyone else.

Working Remotely As a Contractor

Contractors are independent workers hired by an organization to perform a specific role or job function. Contractors working remotely usually have more flexibility than employees of an organization because, legally speaking, in the US at least, they are able to determine their own hours. That’s part of the definition of a contractor.

Because contractors are not employees, they don’t get the same protections or benefits offered to employees. In some remote work arrangements, especially those that involve a client in one jurisdiction and a contractor in another (for example, a client in the US and a contract worker in Vietnam), the contractor needs to be careful that all their rights are upheld and that they aren’t expected to function exactly the same as a full-time employee. This can be a tricky situation because it’s up to the contractor to figure out which country’s laws protect them and how.

Contractors also may have to play by some of the client’s rules of working remotely in order to keep the relationship happy.

Working Remotely As a Solo Entrepreneur

Solo entrepreneurs are people who run their own businesses but work alone. They typically have the most freedom to set their hours, move from place to place as they like, and decide which projects and work they want to accept. It may sound like a glorious life, but solo entrepreneurs usually have to hustle hard to make ends meet. Some examples of solo entrepreneurs include freelance writers and photographers, lawyers who are not attached to a firm, and psychologists with their own practice.

What’s “remote” about a solo entrepreneur’s work? These types of workers often work from a home office or rented space; they’re remote from their clients, customers, or patients. Because they don’t work in a location-dependent shared workspace, they are included under the larger umbrella of remote workers.

Pros and Cons of Remote Work

Having a remote work lifestyle comes with a lot of benefits as well as a few potential problems and challenges. What those challenges are depends on what kind of person you are and what kind of lifestyle you lead. For example, you might find working at home alone deeply rewarding for all the silence and privacy it provides, allowing you to focus more intensely on difficult tasks. Another person might find that solitude lonely and isolating. Each person’s experience also varies based on other aspects of their personal life:


	Do you have small children who must be cared for?

	Are you a primary caregiver for an elderly relative?

	Are there restrictions on the office space you use?



You also don’t have much control over the speed of the Internet service available where you live or whether the city has decided to undertake a three-month roadwork project right below your bedroom window.

With a few strategies and tools, it’s possible to overcome a lot of the potential challenges of working remotely and bask in the advantages.

Increased Flexibility

Flexibility is one of the greatest benefits of working remotely. By and large, remote workers have increased flexibility with their time, location, and comfort as compared to location-dependent workers.

FLEXIBILITY WITH TIME

Flexibility with time means you have greater independence in deciding the best hours to get work done, whereas location-based workers are much more likely to be given specified working hours. Some remote jobs may still have time requirements, but generally speaking, the remote work movement values getting work done well over putting in these specific hours per day. If you like to work on hard tasks that require a lot of focus at 6:00 a.m. and take off for two hours in the middle of the day to attend a yoga class, a remote job may let you live that lifestyle. Some remote workers prefer to keep more regular hours, like 8:30 a.m. to 5:00 p.m. Having flexibility means you can set hours for yourself if you choose and break away from them when you need to.

There can be a downside to having flexibility with time. Some people find it harder to have the self-discipline to complete tasks and projects without set hours. Learning a few strategies for overcoming this challenge can help—more on that a little later.

FLEXIBILITY IN LOCATION

Flexibility in location is another wonderful perk of working remotely. Remote workers often have a few locations where they work, such as a dedicated home office, a seat at the kitchen table when they need a change of scenery, or a favorite café or library if they want to get out of the house. Not everyone takes well to using their home as their primary work location, however. Coworking spaces and flexible office rentals, including some you can rent by the hour, give you more options.

Another benefit of location flexibility is the freedom to travel. Think of all the calculations that go into taking vacation when you work at a location-dependent job. You have to figure out when your last day at work will be, book your trip according to your work schedule, get approval for the exact dates you’ll be away, and so forth. With a remote job that offers time flexibility, you’re much less tied to schedules and permissions when booking flights or choosing dates to be on the road. For example, you can fly to a destination on the least expensive day, work the following day or two, and officially kick off your vacation after that. Or maybe you’ve always wanted “to spend more time in a particular location. With a remote job, you can potentially spend a month or two in a short-term rental in your dream location, all while working as needed.

FLEXIBILITY IN COMFORT

Flexibility in comfort plays out in many ways—clothing, lighting, ambient noise—but a favorite example is the thermostat. Who hasn’t felt too cold or hot at work while everyone else seems perfectly fine? When you work remotely, especially at home, you get to make all the decisions about what makes you most comfortable. Crack a window for some fresh air, put on your favorite fuzzy slippers, light a candle, or do whatever you like to make your work environment as pleasant as it can be.

Lack of Boundaries Between Home and Work

Related to flexibility is the matter of not having many boundaries between home and work when working remotely. When does the workday start and end? Should you sweep your kitchen floors on your lunch break? These are the kinds of questions that come up when you live and work in the same place.

The lack of boundaries can be a pro, a con, or both. Parents of young children, for example, might relish the opportunity to feed their kids lunch everyday while also cursing their remote work life at every temper tantrum. The same mixed emotions can occur with other family members and even pets. It’s a joy to work all day with a little dog at your feet until she’s insistent on taking a walk and you’re still trying to finish an assignment.

When comparing location-dependent work and remote work, it’s easy to assume that location-dependent work has firm and clear boundaries that separate work and personal life perfectly. Since the early 2000s, that really hasn’t been the case, though. With the rise of email and team messaging apps like Slack, those lines have blurred quite a bit. Consider all the full-time employees with traditional location-dependent jobs who check email on nights, weekends, or vacations. Don’t get too caught up comparing remote and location-based work. Both have their advantages and disadvantages.

No Commute

There’s no commuting when you work from home. Even for remote workers who choose to travel to a coworking space or other location, they ultimately choose the location and therefore have agency over their commute. For people changing from a location-dependent job to remote work, getting rid of a commute means they get time back in their day.

While data shows that, for the most part, people do not enjoy commuting to an office, a commute can provide a time and space to separate work life from personal life. A half-hour train ride or drive every day might be the time when you decompress from work and leave it all behind before arriving home. Remote work doesn’t have that kind of decompression time naturally built into the rhythm of the day.


FACT

Cutting out a commute to work may improve your health and wellness. A 2014 research paper from the Office for National Statistics in the UK found that, all else being equal, commuters had lower levels of happiness, higher anxiety, and lower life satisfaction on average than noncommuters.



There is another potential negative effect of not having to commute if you formerly traveled to work by walking (including walking in combination with taking transport), running, or cycling: You may get less physical activity when the need to commute is removed. That said, as a remote worker, you could certainly use the time you gain back from not having to commute as exercise time.

More Privacy (and Isolation)

Not being in a shared workspace means you have a lot more privacy. This is a real benefit for anyone who has had to endure working in an open-office plan, where there are no doors, walls, or cubicle partitions to save you from being seen, heard, or interrupted at any moment by anyone else in the shared space.

That’s not to say that all home office environments are devoid of distractions, interruptions, and other people. Certainly, some remote workers have less privacy than others, depending on who else shares their home or workspace.

The dark side of having more privacy is when there’s too much of it and you feel isolated or lonely. Many organizations often try to ease these feelings by offering optional social activities and online spaces where coworkers can develop a stronger connection to one another.

Some people cope with the isolation of remote work well by spending more free time (lunch breaks and time not spent commuting) with friends and family. Others struggle with isolation, and some even leave a remote work position to return to in-person work for the social connection it offers.


FACT

While feelings of isolation and disconnection are known problems in remote work, they’re significantly less for workers who have prior experience working remotely, according to the Pew Research Center. It could be because experienced workers stay with organizations that know how to combat isolation or that people who feel the most isolation tend to leave remote work jobs.



Decreased Costs

The costs associated with working remotely are different from the costs of working at a location-dependent job. Whether you end up on top depends on your circumstances, although often people who switch from location-based work to remote work spend less in a few categories.

Not having to commute usually puts a little cash back in remote workers’ pockets. People also save money when they shift away from the pricey restaurants, takeout spots, and delivery services that can be popular in location-dependent jobs in favor of eating from a well-stocked fridge and pantry at home. And long-term remote workers usually find that over the years, they don’t spend nearly as much money on business attire as their location-dependent counterparts.

Increased Costs

One spending category where remote workers may have to sink a little more money is Internet service. Typically, remote workers are responsible for paying their own Internet bills, even in all-remote companies. Some companies might provide a monthly stipend to offset the cost, but it’s almost always stipulated in the work agreement that employees will stay connected. Therefore, it’s important to invest in a reliable, high-speed connection.

Depending on the type of remote worker—full-time employed, hybrid-remote worker, independent contractor, etc.—costs can go up for home office equipment and furniture. Your employer may provide an allowance for home office supplies, although it won’t necessarily cover everything you need to be comfortable. Independent freelancers and contractors may be able to deduct some of these expenses from their taxable income, so keep track of what you spend and consult an accountant.

Maintaining a Proactive Attitude

Remote workers, regardless of whether they’re full-time employees or independent workers, must develop and maintain a proactive attitude to be successful in a remote position. When they work separately from their boss, peers, IT support team, and other colleagues, it’s hard for others to know when they need help. Remote workers must learn how to speak up for themselves, voice concerns, and be persistent when troubleshooting problems instead of sitting around and waiting for someone else to notice what they need.

Maintaining a proactive attitude comes easily to some and is a real pain point for others. It also gets harder for everyone when work is tough and morale is low. Being your own advocate seems easy in the abstract, but it’s hard to do when you’re busy solving problems at work and feeling the stress of trying to maintain a healthy balance between your work time and personal life. It does get easier with time, practice, and a few strategies (covered later), however.

Is Remote Work Right for You?

Before you opt in to a remote work arrangement or go looking for a job that’s designated as remote, you ought to consider whether you’re suited to a remote work lifestyle. The good news is that many people are suited to it, or at least they can be once they figure out how it works best for them. It can take a little trial and error to find what you like about remote work, what you don’t like, and how to tweak your work arrangement, locations, office setup, and daily habits to make it as enjoyable as it can be.


QUESTION

What if I take a remote job and decide it’s not for me?

Having a remote job is not a static situation. It’s fluid and flexible, and how you feel about it will certainly change over time. Plus, there could be problems that have nothing to do with the fact that your job is remote. If something isn’t working, identify what it is and make adjustments before calling it quits.



Care Responsibilities

Care responsibilities may also influence whether you want to work remotely or how often. Say, for example, you have an infant or toddler in the home. On the one hand, working remotely allows you to spend more time with them. On the other hand, some parents find that being around children pulls them away from their work, even if someone else is in the home to help provide childcare. The same can be said for other family members who require at-home care or supervision.

Having the option to work remotely and flexibly also allows people to provide elder care or patient care, or to simply spend more time with loved ones who are nearing the end of their lives.

Deciding whether or how often to work remotely when taking care responsibilities into account is not easy. If you’re a location-based employee considering a remote work arrangement, discuss trying out remote work for a time to see how well it works before committing to it long term.

Home and Lifestyle

Beyond children and care responsibilities, there may be other issues related to your home and lifestyle that sway you toward or away from remote work. Remember, remote work opens up the possibility for more travel because where you choose to work is flexible. However, your life or lifestyle might have other circumstances that keep you close to home. If you live in a small apartment in a noisy building and can’t travel easily, you might find that your work life is better when you go to a designated work location every day.

Self-Discipline and Accountability

Do you have the self-discipline and personal accountability to get your work done efficiently while working remotely? The only way to answer this question is to try working remotely, track your productivity, pay attention to what is and isn’t working, make changes as you go, and decide for yourself.

You can also dive into your past. Have you had prior experience with remote work or something like it that might give you clues as to how well it will work out for you now or even what kinds of problems you might expect to encounter? If you’ve written a thesis, graded papers, tutored, or even completed a school or university project off campus, you might have done much of that work from a location of your choosing. How did it go? What was hard? How similar or different would those experiences be to doing your current (or future) remote job?

If you’ve established that remote work will suit your lifestyle and temperament, the next step is to find out what remote jobs are out there.





CHAPTER 2 Landing a Remote Job

If you’re interested in finding an all-remote job or a position with an organization that emphasizes remote work (a remote-first organization), the good news is there are plenty of jobs available and more coming on the market all the time. The not-so-good news is they are highly competitive and tend to favor certain roles; engineering and programming are the most in demand. Still, there are positions in product management, HR, customer support, and other departments, and if you learn how to set yourself apart as a great remote candidate, you’re sure to find something.







How and Where to Look for Remote Jobs

Remote jobs are highly competitive because there are no (or very few) geographical limits on who can apply. It’s a boon to businesses that want to attract the best talent. For employers, there are a lot of considerations that come into play when looking for the right candidates, so don’t get discouraged just because the pool of candidates is deep. You could have a leg up if you know what kinds of qualities organizations want to see when they consider whether a candidate will contribute positively to the organization and its remote culture.

When you’re applying to jobs that are designated remote or are at remote-first organizations, the people looking at your job application and interviewing you want you to demonstrate your awareness of issues that are important to remote work culture. These issues include how you express yourself in written communication and your awareness of interacting with a globalized workforce, among others.

The hiring committee is also looking for signs that you understand its specific organization. If you can set yourself apart from other candidates in this regard by demonstrating your knowledge of the group and of remote work in general, you can stand out from other candidates.

There’s an art not only to finding and getting an offer for a remote job, but also to negotiating its terms, preparing for your first day on the job, and getting to know a new team of remote coworkers.

Where to Look for Remote Jobs

Remote jobs are advertised just about anywhere that you would find general job advertisements. Some examples are job-related sites such as LinkedIn, Indeed, Glassdoor, and The Muse; specialty websites for job listings based on industry, such as GitHub for programmers and Dribbble for graphic designers; and local and national newspapers and their websites.

Another place to look for open positions is with online job boards that specialize in remote, flexible, and freelance opportunities. A few examples are Remote.co, FlexJobs, Pangian, and We Work Remotely.

As you learn more about organizations that are trendsetters in remote-first culture, you may find that you’d like to work for one of them, in which case you should go directly to their job listings page. Some of the organizations leading the way in the remote work movement are:


	Automattic

	Basecamp

	Buffer

	Doist

	Help Scout

	Hubstaff

	MURAL

	Wikimedia Foundation

	Zapier



If you’re interested in working for a specific remote-first organization, be sure to learn as much as you can about what it does and how it operates. Subscribe to its blogs and follow its social media feeds. Doing so will show your interest in the organization and can help you hear about new job openings before they’re listed elsewhere.


ESSENTIAL

A trend among remote-first organizations, especially those that are growing quickly, is to encourage enthusiastic job seekers to submit a resume and cover letter even if there isn’t a current job opening. Occasionally, a team is so inspired by someone’s qualifications and achievements that they create a position for them.



Ways to Search and Keywords

Some job search sites now include “Remote” as an option that you can enter in the location search field. That’s a surefire way to find positions that will have an option to work remotely, but read the job ad carefully. Some employers may have a condition that permits the position to be remote only for a limited time before requiring in-person attendance. Or they might be looking for someone who can get to a central work location on short notice, so even though the job is remote, you need to live within a commutable distance.

Not all jobs that allow you to work remotely are designated as remote, so there are other keywords you may need to look for in the job ad to tip you off. Some of those terms are:


	Contract

	Cottage industry

	Flexible

	Freelance

	Home-based

	Partial remote

	Telecommuting

	Telework

	Virtual

	Work from home



Keep in mind that freelance, contract, and cottage industry jobs are different from full-time jobs that come with employee benefits. In these roles, you are your own boss, and the organization hires you to do specific work that you charge it for. Look at how long those positions will last too. Some freelance, contract, and cottage industry jobs are on a short-term basis.

Applying to Remote Jobs

Nearly all job applications start with written communication. Even if you have a connection with someone at an organization, the first step in making your application formal is to submit something in writing. Usually, these written materials consist of a resume (also called a “CV”), a cover letter, and sometimes an application. Depending on your field, you might have other materials to submit, too, such as code samples, writing clips, or a video reel. After you submit your application, someone from the team may contact you, and you’ll communicate by email.

In the course of applying to any job, not just remote jobs, the hiring committee literally judges you based on your written communication. In remote work culture, however, communication is a really big deal. The focus on your ability to communicate during the application process is more intense. The hiring team wants to see not only that you communicate well, but also that you communicate well in the context of remote work. Here are some ways to show you have what they’re looking for.


ESSENTIAL

Remote-first organizations are the trailblazers of the remote movement. Many have blogs, articles, and books on the subject. Some also openly share a lot of information about how their organizations run, including hiring practices, employee benefits, and salaries. Even if you aren’t applying to work with them, you can learn a lot by reading their content.



Write Clearly for Message and Tone

Since the hiring team is going to pay very close attention to your ability to communicate clearly, the need to be clear should speak for itself. Written communication in any business must be clear to avoid confusion. In remote work, however, it’s heightened. Because remote workers can work from anywhere, people may be in different time zones or otherwise communicating asynchronously. If a message is unclear, it could take hours or days for someone to ask for clarification and get a response. Being clear from the start helps to prevent that. That’s why hiring teams are looking for job candidates to demonstrate that they understand the need for clarity in written communication.


FACT

Asynchronous communication is communication that is not happening in real time. It’s sometimes abbreviated as “async.” The opposite, synchronous communication, is communication between two or more people in real time, as in a face-to-face conversation, phone call, or video call. Some mediums, such as text messaging, can be either synchronous or asynchronous.



In addition to clarity in the message, job candidates also need to be clear in tone and show their awareness of a globalized workforce. Unless you know the hiring team personally, leave jokes, sarcasm, and complex analogies aside. Don’t assume that you know what’s funny or will make sense to people from other places, countries, or cultures. Avoid sports idioms; for example: “move the goalposts,” “knock it out of the park,” and “par for the course.” Be clear and professional during all stages of a job application and interview. If you get the position, you can learn later on when humor and sarcasm are welcomed in the organization.


QUESTION

What is a globalized workforce and how is it relevant to remote work?

In a globalized workforce, the employees of an organization may be from all around the world, with unique cultural experiences and knowledge, as well as unique linguistic backgrounds. Because remote work enables the globalization of the workforce, employees should be sensitive to its issues.



OEBPS/e9781507217870/fonts/JosefinSans-Bold.ttf


OEBPS/e9781507217870/fonts/JosefinSans-Medium.ttf


OEBPS/e9781507217870/fonts/JosefinSans-LightItalic.ttf


OEBPS/e9781507217870/fonts/RobotoCondensed-Bold.ttf


OEBPS/e9781507217870/fonts/JosefinSans-Light.ttf


OEBPS/e9781507217870/fonts/EBGaramond-Regular.ttf


OEBPS/e9781507217870/fonts/Roboto-Medium.ttf


OEBPS/e9781507217870/fonts/EBGaramond-Bold.ttf


OEBPS/e9781507217870/xhtml/nav.xhtml


Contents



		Cover


		Title Page


		Introduction


		Chapter 1: Defining Remote Work

		Remote Work Takes Many Shapes


		Not All Jobs Can Be Remote


		Working Remotely As an Employee


		Working Remotely As a Contractor


		Working Remotely As a Solo Entrepreneur


		Pros and Cons of Remote Work


		Is Remote Work Right for You?






		Chapter 2: Landing a Remote Job

		How and Where to Look for Remote Jobs


		Applying to Remote Jobs


		Tips for Interviewing


		Knowing the Right Questions to Ask


		Negotiating Remote Work Benefits


		Successfully Navigating Remote Onboarding


		Getting to Know Your Team


		Setting the Tone Early of Speaking Up Quickly






		Chapter 3: Setting Up to Work Remotely

		Making a Dedicated Space


		Creating Spatial Boundaries


		How to Set Hours Without Giving Up Flexibility


		Getting Started with New Routines


		What Do You Need in Your Workspace?


		Asking for What You Need (from an Employer)


		Optimizing At-Home Ergonomics






		Chapter 4: Learning the Art of Remote Communication

		Remote Teams Must Overcommunicate


		A Look at Synchronous versus Asynchronous Communication


		What Does Transparency Mean in a Remote Work Environment?


		Tips for Being Clear Yet Concise in Written Communication


		Embracing Emoji, Reacji, and Exclamation Points!


		Never Dangle Feedback






		Chapter 5: Etiquette for Video and Audio Calls

		Camera On or Off? How to Decide When to Use Video


		Addressing Privacy Concerns for Video Calls


		Preparing for a Video Call


		Tips for Lighting and Camera Angle


		When and When Not to Mute


		Tips for Better Audio Quality


		How to Incorporate Screen Sharing and Virtual Whiteboarding


		When to Use Broadcast-Style Conference Calls






		Chapter 6: Understanding Virtual Collaboration and Working on Teams

		What Is Remote Collaboration?


		Evaluating Synchronous versus Asynchronous Collaboration


		Adopting a Capture-and-Share Mentality


		Setting Boundaries and Rules for Collaboration


		Maintaining Living Documents and Documentation


		Working Together on Visual Materials






		Chapter 7: Remote Work Is Reshaping Meetings

		It’s Time to Rethink Meetings


		Why Meeting Burnout Is High for Remote Teams


		Do You Need to Attend Every Meeting?


		Standing or Stand-Up Meetings, All-Hands Meetings, and One-on-Ones


		Tips That Make Meetings Relevant, Useful, and Accessible to All






		Chapter 8: Maintaining Productivity and Avoiding Distractions

		Don’t Compare Your Productivity


		Measuring Productivity in New Ways


		Setting New Expectations for Distractions


		Tips for Dealing with In-Home Distractions


		Tips for Managing Outside and Environmental Distractions


		Tips for Handling Self-Interruptions and Personal Distractions


		Using Sprints to Tackle Difficult Tasks


		Using Time Blocking to Manage Your Daily or Weekly Schedule






		Chapter 9: Establishing a Solid Work-Life Balance

		Defining Your “Balance”


		Working Flexibly Behind the Scenes


		Setting Boundaries to Protect Daily and Weekly Time Off


		Sick Days Are No-Work Days


		Taking Vacation Time, Holidays, and Personal Days


		Learning to Take Healthy Breaks


		Finessing Your Routines for Work-Life Balance


		Using Existing Habits to Help Establish New Ones


		Communicating with People Who Share Your Space


		Embracing the Perks of Remote Work and Working from Home






		Chapter 10: Ensuring Growth As a Remote Employee

		How to Stay Relevant When You’re Not Physically There


		Developing a Proactive Attitude


		Tracking and Sharing Your Progress and Wins


		Complimenting Others Helps You Be Seen and Heard


		Tips for Working with Managers and Bosses


		Asking for What You Need and the Growth You Want


		Using One-on-Ones to Voice Your Plan for Growth or Promotion


		Seizing Opportunities for Continued Learning






		Chapter 11: Mastering the Hybrid Model

		What Is a Hybrid-Remote Work Model?


		Is Hybrid Work Right for You?


		Reaping the Rewards of a Hybrid Work Lifestyle


		Evaluating the Challenges of Hybrid Employment


		Setting Up a Hybrid Workplace






		Chapter 12: Becoming a Digital Nomad

		Who and What Are Digital Nomads?


		Navigating Working Hours and Time Zones


		Celebrating the Rewards of the Digital Nomad Lifestyle


		How Digital Nomads Decide Where to Go


		Being Aware of Visas and Location-Dependent Limitations


		Understanding Tax Implications and Health Insurance Issues


		Personal Risks and Trade-Offs for Digital Nomads


		Professional Risks and Trade-Offs for Digital Nomads






		Chapter 13: How to Participate in Remote Company Culture

		Contributing to Company Culture As a Remote Employee


		Making It Fun, Making It Optional


		Socializing with Colleagues


		Re-Creating “Watercooler” Moments Virtually


		Getting What You Need from Team Retreats and Business Travel


		Organizing Regional Meetups, Online Meetups, and Clubs


		Celebrating Successes and Boosting Morale


		Employee Perks Commonly Offered at All-Remote Companies






		Chapter 14: Preparing for the Future of Remote Work

		Turning Toward a Remote-Inclusive Mindset


		Supporting Remote Options


		Shifting Focus from Hours to Outcomes


		Making the Most of In-Person Time


		Make Change from the Bottom Up






		Appendix A: References


		Appendix B: Glossary of Terms


		Acknowledgments


		About the Author


		Index


		Copyright







Guide



		Cover


		Start of Content


		Title Page


		Letter


		Introduction


		Acknowledgments


		About the Author


		Index


		Copyright








		1


		2


		3


		10


		11


		12


		13


		14


		15


		16


		17


		18


		19


		20


		21


		22


		23


		24


		25


		26


		27


		28


		29


		30


		31


		32


		33


		34


		35


		36


		37


		38


		39


		40


		41


		42


		43


		44


		45


		46


		47


		48


		49


		50


		51


		52


		53


		54


		55


		56


		57


		58


		59


		60


		61


		62


		63


		64


		65


		66


		67


		68


		69


		70


		71


		72


		73


		74


		75


		76


		77


		78


		79


		80


		81


		82


		83


		84


		85


		86


		87


		88


		89


		90


		91


		92


		93


		94


		95


		96


		97


		98


		99


		100


		101


		102


		103


		104


		105


		106


		107


		108


		109


		110


		111


		112


		113


		114


		115


		116


		117


		118


		119


		120


		121


		122


		123


		124


		125


		126


		127


		128


		129


		130


		131


		132


		133


		134


		135


		136


		137


		138


		139


		140


		141


		142


		143


		144


		145


		146


		147


		148


		149


		150


		151


		152


		153


		154


		155


		156


		157


		158


		159


		160


		161


		162


		163


		164


		165


		166


		167


		168


		169


		170


		171


		172


		173


		174


		175


		176


		177


		178


		179


		180


		181


		182


		183


		184


		185


		186


		187


		188


		189


		190


		191


		192


		193


		194


		195


		196


		197


		198


		199


		200


		201


		202


		203


		204


		205


		206


		207


		208


		209


		210


		211


		212


		213


		214


		215


		216


		217


		218


		219


		220


		221


		222


		223


		224


		225


		226


		227


		228


		229


		230


		231


		232


		233


		234


		235


		236


		237


		238


		239


		240


		241


		242


		243


		244


		245


		246


		247


		248


		249


		250


		251


		252


		253


		254


		255


		256


		257


		258


		259


		260


		261


		262


		263


		264


		265


		266


		267


		268


		269


		270


		271








OEBPS/e9781507217870/fonts/RobotoCondensed-BoldItalic.ttf


OEBPS/e9781507217870/images/9781507217870.jpg
The Ultimate Resource for Remote Employees, Hybrid Workers, and Digital Nomads

THE

EVERYTHING

GUIDE TO

REMOTE
WORK

YOUR STEP-BY-STEP GUIDE TO:
* Working and thriving in a digital environment @
~
o

=4

* Avoiding distractions and optimizing productivity
* Maintaining a work-life balance

» Mastering the art of digital communication

* Continuing growth as an employee

JILL DUFFY

b
-






OEBPS/e9781507217870/images/title.jpg
The Ultimate Resource for Remote Employees, Hybrid Workers, and Digital Nomads

THE

EVERYTHING

GUIDE TO

REMOTE

WOR

YOUR STEP-BY-STEP GUIDE TO:
* Working and thriving in a digital environment @
~
[ J

* Avoiding distractions and optimizing productivity
* Maintaining a work-life balance

* Mastering the art of digital communication

* Continuing growth as an employee

JILL DUFFY

Adams Media
New York London Toronto Sydney New Delhi






OEBPS/e9781507217870/fonts/EBGaramond-Italic.ttf


OEBPS/e9781507217870/fonts/JosefinSans-MediumItalic.ttf


