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WFH TIPS FOR PRODUCTIVITY, RESULTS  AND 
RESILIENCE 

THIS IS A CURATED LIST OF ARTICLES, TIPS AND SHARED PRACTICES TO HELP LEADERS 
AND PROFESSIONALS HARNESS THEIR PRODUCTIVITY, DRIVE FOR RESULTS AND 
CONTINUE TO BE RESILIENT WHILE WORKING FROM HOME.  

HOW TO BE PRODUCTIVE WHEN WORKING FROM HOME 

How to stay focused 

https://thriveglobal.com/stories/how-to-stay-focused-productive-work-from-home-tips/?
utm_source=Newsletter_General&utm_medium=Thrive


9 Lessons That Made Me a Better Remote Worker 

https://open.buffer.com/better-remote-worker/


How to Create A Remote Work Routine That Works 

https://open.buffer.com/remote-work-routine/


Staying Positive and Productive 

https://www.ggvc.com/wp-content/uploads/2020/03/Staying-Positive-and-Productive-in-a-
Distributed-Model.pdf


Tools from Google 

http://services.google.com/fh/files/blogs/distributedworkplaybooks.pdf


Phone Etiquette 

https://www.kornferry.com/insights/articles/coronavirus-phone-etiquette-working-from-home?
utm_campaign=3-12-20-twil&utm_source=mailjet&utm_medium=emai


Basic Tips from a long-time remote worker: 

• Make sure you still shower & dress like you are going to work each morning

• Set up a desk - much more focused than on a couch or bed

• We highly leverage zoom - every meeting is zoom with camera on

• Some features we love - zoom break out rooms!!! They can be randomized or 

predetermined by the host

• We do virtual happy hours! Get together & still have a drink

• We leverage zoom chat where everyone can see reactions to comments like - awesome 

news!! Great to hear, etc!

• If the group is less than 10 we stay off mute while meeting to hear reactions, laughs, etc
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• heavily leverage slack channels & if you need to do a quick chat /zoom and one is started 
in that channel for folks to join


• We have danced, celebrated & played games on zoom

• If you bring your face closer to the camera it shows more engagement with the person on 

the other side.

• Straighten up your zoom background

• Created a water cooler channel for ad hoc chats & zoom meetings


Keeping the kids learning while you work 

https://classroommagazines.scholastic.com/support/learnathome.html  

https://www.linkedin.com/pulse/am-i-ready-my-kids-school-close-because-coronavirus-
fainaru-benari/


 https://www.npr.org/sections/goatsandsoda/2020/02/28/809580453/just-for-kids-a-comic-
exploring-the-new-coronavirus


https://earnintowealth.com/5-tips-for-dual-career-couples-working-from-home-with-kids/


Online class of History of Internet for Kids on Wednesdays


https://docs.google.com/forms/d/e/
1FAIpQLScB9mW7oRaina7YKIINkLhh3HWatfgacWG22cxxjF3UHrBg5Q/viewform


RESILIENCE 

Shifting Mindsets
With so much emphasis on what each of us can do to prepare, including 
stocking up on Purell and toilet paper, Buzzfeed’s Anne Helen Petersen 
proposes a mindset shift: widen the circle of our concern by thinking about 
how our actions impact others. “Can you start a group text now with your 
neighbors to keep up on one another’s health and needs?” she writes. “If 
you’re able, can you donate to your local food bank, which will be supplying 
families whose income is curtailed, or donate additional supplies to the 
homeless shelter? Can you buy things from local businesses, restaurants, 
and artists now (or buy a gift card!) so that things might be less lean for 
them in the months to come?” As she puts it, “can you understand how 
making the next few months better for as many people as possible will also, 
by extension, make it better for you?” It’s one way for us to summon that 
barn-raising spirit as we make our way through this new normal. 
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Managing Anxiety 

https://www.verywellmind.com/managing-coronavirus-anxiety-4798909


Mental Break by virtually visiting a museum 

https://www.travelandleisure.com/attractions/museums-galleries/museums-with-virtual-tours?
utm_medium=social&utm_term=59F3F59E-653B-11EA-938E-3D9296E8478F&utm_source=fac
ebook.com&utm_campaign=travelandleisure_travelandleisure&utm_content=link


LEADERSHIP IN A TIME OF CRISIS 

Crisis Management Leadership Lessons from Korn Ferry’s CEO Gary Burnison 

No one thinks much about this leadership quality—until the you-know-what hits the fan. 


It’s crisis management.


Thankfully, crises are rare occurrences—the black swans of leadership. 


We’ve done nearly 70 million assessments of executives, so we know what makes a great 
leader—the best-in-class who are among the top 20 percent. Our research shows that three of 
the four qualities of a great CEO are largely intuitive: (1) sets vision and strategy; (2) drives 
growth; and (3) displays financial acumen. The fourth, which no one mentions, is managing 
crises. It’s underappreciated, overlooked, and often not even one of the top requirements—
until a crisis hits.


This is one of those times. A month ago, when the stock market was making all-time highs, 
only the rare few could have predicted universities would close, companies would tell 
employees to work from home en masse, and the NBA season would abruptly be suspended, 
followed by museums, cathedrals, and Broadway darkening.


While it’s natural in uncertain times for people to turn to the leader for definitive answers, 
sometimes the authentic answer is “I don’t know right now”—quickly followed by, “And here’s 
what we are going to do.” In a crisis such as today, leaders need a Plan B—and a Plan C and 
Plan D as well.


Leaders always deal with ambiguity—it’s timeless and comes with the job. During crises, 
ambiguity becomes exponential. As fear becomes contagious across organizations, leaders 
must manage their own responses to ambiguity. 


How do they do that? By following our six steps of leadership:

1. Anticipate – predicting what lies ahead

2. Navigate – course correcting in real time

3. Communicate – continually

4. Listen – to what you don’t want to hear
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5. Learn – learning from experience to apply in the future

6. Lead – improve yourself to elevate others


Let me provide some color commentary on what leaders can do to put crisis management in 
action.

• Start at the Bottom of Maslow’s Hierarchy: In a crisis, you first need to meet people 

where they are. Their most basic needs must be met first and they need to feel safe. 
Naturally, no one is interested in talking about the company’s strategic plan when they 
are out buying hand sanitizer and toilet paper. Once their essential needs are addressed, 
then the focus can shift to alignment, common purpose, elevating others and even 
opportunities for growth.


• Earthquakes and Aftershocks: In Los Angeles, where our firm is based, we’re 
accustomed to earthquakes—knowing that, when one occurs, the aftershocks are 
coming. In the same way, in a crisis, you have to anticipate the aftershocks—the 
unintended consequences of the initial shock to the system. Too often, people don’t 
consider all the possibilities. Anticipation becomes a Monte Carlo simulation in action. 
For example, what if travel bans expand, commerce slows, or a liquidity crisis develops, 
etc.? What is the impact on all aspects of my business? What are the implications for all 
stakeholders—employees, customers, and investors? Strategy is making a bet, and the 
skill of anticipating improves one’s odds.


• Urgent vs. Important: Day to day, leaders face a multitude of issues—both urgent and 
important. In the normal course of business, I’ve found that many leaders have difficulty 
distinguishing between the two. When a crisis hits, though, everything blurs as events 
and their implications constantly change. What’s important often becomes urgent, and 
the urgent becomes critical. Leaders must delegate the urgent by empowering others to 
lead around a common purpose.


• Leave No One Behind: In a crisis, leaders must connect with, motivate, and inspire 
others—and show genuine compassion. In the military, for example, leaders put the 
safety and well-being of others before themselves. I’ve met a number of military leaders 
who led during periods of conflict, and many have voluntarily told me, “I’ve never lost a 
soldier.” This reveals a deep mindset of humility and accountability, rather than hubris 
and bravado.


• Know What to Do When You Don’t Know What to Do: There’s nothing like a crisis or a 
complex problem to accelerate learning. This is learning agility to the “Nth” degree—applying 
past lessons to new and unfamiliar situations. It really is knowing what to do when you don’t 
know what to do. In a crisis, this has never been more profound. Amid uncertainty, leaders 
need to be hyper-focused on past experiences and synthesize and apply them to real-time, 
fluid conditions. Clarity comes from finding a close comparison. Is it like the Great 
Recession? The 1987 stock market crash? The outbreaks of SARS or MERS? By running the 
“unknown” of the current crisis against the “known” of previous ones, leaders gain 
perspective, identify patterns, connect the dots, and determine appropriate and timely 
responses. The eventual recovery may be a V or a U or some other alphabet letter, but there 
will be a new normal—thanks, ultimately, to the scientists, innovators, and dreamers.


• The natural inclination in a crisis may be to go into command-and-control. That’s not 
leadership! It’s creating a “bottom-up” culture of world-class observers to accurately perceive 
today in order to predict tomorrow.
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Your role as a Leader: 

1.Ensure that your people feel supported as they work through getting situated working from 
home 

2.Leaders set the tone for this transition with calm, positive presence

3.In virtual work, leaders should create regular connection points for the team to keep 
engagement and morale high

4.Leaders should be available more than ever, and “present” with their teams for support (offer 
open office hours, or "virtual water cooler" opportunities).

5.With everyone working remotely, it is important to ensure discussions are not all tactical, 
leave time for informal connection and emphasize personal interactions

6.Leaders should ensure that remote team is connected to each other and have the right 
technology tools and mechanisms to collaborate virtually and for accountability. (edited)


Use Emotional Intelligence to Lead 

https://www.kornferry.com/insights/articles/emotional-intelligence-skills-coronavirus-
leadership?utm_campaign=3-12-20-twil&utm_source=mailjet&utm_medium=email


HR COMMS and RESOURCES 

This is a crowdsourced collection of resources for HR and business leaders to help 
inform and support Coronavirus response plans. Here you’ll find a curated collection of 
public Coronavirus response communications, templates, news, remote work, hiring 
impact, and resources. 

https://docs.google.com/document/d/12tT0_5zGELxs7M-iCwf9enUJ0-Ibe0K8tkBSbbWhYFM/
preview


Sample COVID-19 related employee communications 

https://blog.edenhealth.com/sample-coronavirus-related-employee-communications


VIRTUAL MEETINGS 

Tips for Successful virtual team meetings 

https://hbr-org.cdn.ampproject.org/c/s/hbr.org/amp/2015/03/how-to-run-a-great-virtual-
meeting


https://slackhq.com/ultimate-guide-remote-meetings


https://www.ggvc.com/wp-content/uploads/2020/03/Running-Effective-Remote-Events.pdf
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