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			PRAISE FOR HOW TO WORK FROM HOME AND ACTUALLY GET SH*T DONE


			“Sound practical advice which should help employees and managers adjust to our new normal.”

			—Jeff Yasuda, CEO and cofounder, Feed.fm 

			“Cynthia’s sense of humor and down-to-earth approach shows that, when it comes to virtual team success, being aware of remote team distractions and accommodating this pays off.”

			—Cody Lohnes, Partner, Grant Thornton LLP

			“Cynthia’s focused fifty tips are stellar guides for your virtual teams’ success!”

			—Marcia Daszko, leadership and business strategist, virtual and global speaker, and bestselling author 

			“A pragmatic approach to the complexities of working virtually. I have no doubt this should help employees and managers adjust to the new way of distributed work and projects.”

			—Suzanne Marineau, thirty-five-year human resources executive  

			“Trying to understand the nuances of remote work is probably the most common pain point businesses are feeling in 2020. Luckily, Cynthia has broken it down into pieces we can understand. Thank you!”

			—Tom Kostandoff “TK”, forty-seven-year capital markets executive and past president, ZSA-X Financial Services Recruitment 

			“Having worked with Cynthia and knowing how much of her passion went into this book, I can honestly say I am so excited to see this come to fruition. Mixing business with unabashed wit and charm, her book may be the most fun way to save remote teams from themselves.”

			—Chala Dincoy-Flajnik, author, marketing coach, and CEO and founder of The Repositioning Expert

			“Having experienced the revenue and productivity gains of Virtira’s sales support division (Sales Beacon) with a past employer, I can attest that the methods Cynthia describes to increase remote work performance are very effective!”

			—Kelly Carlberg, Global Sales, Video Surveillance & IOT, Dell Technologies
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			To Graham, my soul mate and global adventure partner. Not once, across so many destinations, has there been one sign of discontent with my laptop emerging from my backpack at some teensy time in the morning to jump on a call or do a few hours of work. Thank you.
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Introduction

			
The Shortest Commute in the World

			Before the coronavirus pandemic, most of us were already accustomed to doing some light work from home. Answering emails, calls, maybe even polishing a report or doing some online research … simple after-hours tasks that could be quickly accomplished.

			But none of us were prepared for what came our way in early 2020.

			The COVID-19 crisis forced many of us to work full-time without ever leaving home. And not only were employees not prepared for this major life switch—neither were our employers! Many companies became obsessed with maintaining their brick-and-mortar culture despite the fact their offices were completely deserted. I heard several horror stories about companies mandating that employees eat lunch on camera or play bar games with cocktails on Zoom after an exhausting workday. 

			Not only were these extra obligations not necessary, but they got in the way of harried workers just trying to structure and maintain their new lives. After all, many of them also had to take care of their now-homeschooled kids, deal with pets excited to have their masters around 24/7, and juggle schedules with spouses who were also now working full-time from home. They also had to deal with various other temptations that come along with being housebound—such as that big-screen TV and comfy couch beckoning their owners to crash and binge the latest Netflix sensation instead of deal with last month’s financials. 

			As I write these words, some companies are reopening their doors. There is the possibility that hybrid workforces will be the new normal, simply because it’s more productive for all parties, not to mention greener for the planet. Whatever the case, if you’re someone who’s new to doing their entire job remotely—or if you’re one of many bosses who find themselves suddenly overseeing an army of home workers—this is the book for you.

			As you might have read on the front cover, my name is Cynthia Watson, and I’m an expert on virtual work. And believe me, I practice what I preach—after all, I’ve been working remotely since I was ten years old. In the ’60s, I did data entry from my brother’s home office in Palo Alto, which was hooked up via telephone acoustic coupler to the legendary DCD 6600 at Stanford. Later, in the ’80s, I worked as a sales engineer from my own home office, where my little portable Texas Instrument Silent 700 terminal could link up to IBM’s massive 360 supercomputer.

			After I wrote my master’s thesis on telecommuting in 1993, I vowed never to work in an office because, frankly, I found offices very inefficient. After the kerfuffle of getting ready, then the long commute, you had coffee breaks, lunch breaks, people dropping by and chatting—it was difficult to accomplish very much. So, since 1993, I’ve worked from home and from all over the world, including Machu Pichu, Patagonia, the Galapagos, and even at the base camp of Mount Everest. Currently, as president and CEO of Virtira, a company that makes virtual business more effective—in fact, we guarantee it—I lead a team of consultants who implement process, standardized tools, and facilitation to make sure that everyone, whether they’re across the street or across the world, stays on track and accountable. We’ve found that the best way to guarantee successful virtual meetings, projects, and events is to make sure people work as efficiently as possible and achieve the best result from each workday. In other words, we help them “get sh*t done.” As a result, we’ve helped Fortune 500 companies be more productive, drive more revenue, and obtain better ROI in over one thousand assignments. 

			If you’ve made the shift to working (or managing) from home, you may often feel isolated, as if no one is paying attention to what you’re doing or what you’re trying to communicate. You might expect me to say at this point, “Oh, don’t be silly.” Well, you’re not being silly. On the contrary, you need to assume no one hears you and conduct business accordingly. Which means you have to recalibrate, regroup, and do things a little differently—because the good news is there are specific actions you can take to stay engaged, stay focused, and get the job done, even though you may now be doing that job on the kitchen counter of your apartment!

			I’m going to assume you already have access to the tech stack1 you need to get the job done and know how to manage your own work (and possibly the work of others). With that in place, the idea of this book is to help you maximize your productivity without the benefit of being physically inside an office environment. To that end, I’ve dug into our consulting practice and “mined” fifty short actionable tips for working, communications, online meetings, and cross-functional team management to make you productive with as little stress as possible. This way, you’ll survive future disruptions in style. 
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