
Many years ago, it must have been 1989, I started a job as a freelance researcher,  
working remotely from my home office. The technology was a lot different from now, but I 
had a boss that invested heavily in it and had eighty per cent of his staff working from their 
homes. 
Here are some points I found to have been essential to keep remote working up for such a  
length of time.

ORGANISING AND WORKING FROM ONE’S HOME OFFICE

•  Have a space for your office where you can work without being disturbed.
•  Have the discipline to work the agreed amount of time within the timeframe given.
•  Realise that the people you work for can’t see you working, so make them feel that  
you remain professional when working remotely.
•  Make sure that you can conduct phone calls and teleconferences without disturbing  
background noises, e.g. rattling kitchenware, annoying pets, screaming kids or noisy  
neighbours.
•  Inform your family members clearly on how you want to make this work! You have
work to deliver, and mum or dad being home doesn’t mean they can attend to every  
whim at any time. Too many interruptions will get you frustrated in no time.
•  See what works for you and your family, and let them design the rules. Post them
outside your office, for all to see.
•  Get into a rhythm that works for you:
 •  Breakfast, coffee, morning break, go for a stroll (but come back in time).
 •  Take your time for lunch, but set an afternoon starting time.
 •  Have a hard finishing hour. Relax before you go to bed.

OFFICE AND FAMILY



•  NDAs, GDPR, and common business etiquette require that information you are
entrusted with is safely stored and kept from prying eyes. Have an easy to operate lock 
on your office door, allow for safe storage of your laptop, documents, storage media and 
other artefacts.
•  The coronavirus crisis and its imposed lockdown, will at this moment prevent visitors 
from having accidental or intended access to your work documents.
However, once these measures are lifted, parties and gatherings will once again bring 
people into your home, some you know, others not so much. Only if your office is locked, 
information from clients or work can be safe.
•  Stay up-to-date with technological developments. You need good stuff that aids your 
working, not disrupt it!
 •  Think about your WiFi; is it safe? If you are sharing the same router with the
     rest of the family, then don’t! Get yourself a separate router and secure it with  
     an enormously complex access key. The longer it is, the better the encryption  
     of the data travelling across the street.
 •  Use online storage, but make sure you back up to another service or local  
     media. Any provider can go bust, and none of them will give you advance  
     notice of such, don’t be a victim of their failure!
 •  Make your desk a centre of efficiency! 
 •  Don’t waste your time on fiddly tools or equipment.
 •  Keep what works, chuck the rest!
 •  I use a whiteboard a lot for problem analysis. It highlights flaws in one’s  
     thinking and builds a mental picture of the solution. It’s also easy to share  
     with remote colleagues.

INFORMATION SECURITY

•  Cater for a comfortable desk; spacious and sturdy, no sharp edges, enough free space 
for your legs.
•  Choose a good chair. Leather can be nice for talking and thinking, but for long hours 
of desk work, heavy chairs proof to be difficult to wheel or swivel. Especially if your job 
requires you to work on two computers, struggling with your chair moving between them 
can be troublesome.
•  A good chair gives you full support, thighs, back and arms. I, in my case, did away with 
a lovely leather chair; I kept sliding to the front of it, resulting in a backache. Changed it 
for a simple, adjustable chair with mesh fabric covering; it made all the difference.
•  Check out the internet for instructions on the correct seating position, eye hight for your 
monitor, etc. 
•  If you can’t put your feet flat on the floor while sitting at your desk, then get a footrest. It 
doesn’t have to be the fancy, folding every which way kind of device; a sturdy plank that 
slides smoothly across the floor will do nicely.
•  Don’t work on your laptop all day; it’s a recipe for neck injury; believe me, I’m a thera-
pist! Get a good size and quality flat-panel and connect that up when you’re home. With 
that, use a full keyboard and mouse or separate touchpad.

ERGONOMICS
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First of all, I unsubscribed from most mailing lists; trustworthy senders only, because  
unsubscribing gives the nasty spammers and scammers confirmation that the mail  
address is live; and don’t they just love that. For the latter, I set stringent filtering in my 
email accounts, and these filters, unfortunately, need updating daily.

Where offered, I changed my preferences with suppliers to receive digital invoices and  
receipts only. Any other incoming documents of significance are scanned and stored on 
the NAS. The originals are only kept if legally required; the others are shredded shortly 
after.

Recently also, I learned and practised how to use my iPad and pen to annotate PDF  
documents; this a life changer. Before I had to print out at least two twenty-five page listing 
monthly for data checking. I now print them to PDF and scribble on them using my iPad; it 
allows me to write down prices clearly in 8 pitch.

ENVIRONMENTAL SUSTAINABILITY

Artefacts for my home office that I value very much:

•  A walnut-texture desk with rounded edges, a mesh fabric office chair, and a selfmade 
wooden footrest.
•  Key-code lock on the office door, and lockable cupboards and pedestal.
•  A good size whiteboard on a tripod.
•  An amp and speakers connectable via a Bluetooth adapter.
•  A recto-verso colour laser printer and a heavy-duty recto-verso scanner with sheet feeder.
•  A hardware firewall, dedicated office WiFi router, NAS-drive and NAS-backup drive.
•  UPS power for all network devices, NAS and computer equipment.
•  A micro-cut document shredder; good luck piecing its droppings back together.
•  Encrypted 2TB SSD, backup media, and off-site backup of most everything.
•  On my desk, a 27” flat-panel, Apple Magic Keyboard and Trackpad.
•  Of course, my MacBook, iPhone, AirPods, an iPad wit pen and an Olympus voice recorder.  
•  A sturdy backpack, a pouch with adapters and cables, and a portable 4G WiFirouter.

Software and applications I can’t do without:

•  A password manager with hardware key.
•  ExpressVPN on all devices.
•  Jump Desktop for remotely controlling computers.
•  GoodSync for replicating data between my laptop, NAS and S3 storage.
•  iTunes for listening to my CD collection and music purchases.
•  Scrivener and Grammarly for writing.
•  Apple Mail to keep my setup as vanilla as possible.
•  Evernote for note-taking, and as my knowledge base.
•  Noteshelf for annotating PDF files on my iPad.
•  Slack for team communications.
•  WeChat & WhatsApp for chatting. Sublime Text, JetBrains PHPStorm and DataGrip  
for coding.
•  Office 365 and OpenOffice.org.
•  Draw.io for creating flowcharts.
•  Camtasia for video editing.
•  IPEVO Annotator as on-screen whiteboard during video conferences.

So, that’s my two pennies worth. Enjoy honing your home office to taste and perfection!

Chris


