
 

 

 

 

IN RELATION TO THE CORONA VIRUS OUTBREAK 

 

Work is not a place you go. It is something you 

do!   

F l e x i b l e w o r k i n g a r r a n g e m e n t s c a n a d d g r e a t v a l u e t o t h e l i v e s o f e m p l o y 

e e s a n d t o t h e O r g a n i z a t i o n . 

  

F i n d b e l o w  s o m e  t i p s  o n  h o w  t o  b e s t  m a n a g e  y o u r 

t i m e a n d p r o d u c t i v i t y w h i l e w o r k i n g r e m o t e l y . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

HELPING YOURSELF MAINTAIN FOCUS 

Designate a particular area of your home to be your work area. 

When it is time to "leave work," leave your work materials there 

Understand your regular "work rhythms" by scheduling more 

complex tasks for when you are most alert 

Request clarification on your own tasks and responsibilities 

Follow best practices in documentation and communication so 

you remain focused on your tasks and accountable to others 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

WELL- BEING 

Start work on time and finish on time by creating clear boundaries 

between work and life! 

Set up alarms to remind yourself to take breaks. Don't fall for the 

trap of being 'overproductive' just because you have less 

distractions 

Be mindful of your workspace, audio setup, comfort level of your 

chair and desk, which can affect your posture and productivity 

You may choose to wear work clothes or work shoes to trigger 

your brain to differentiate between work time and home time 

 
Please visit the dedicated portal: www.un.org/coronavirus, which brings together information from the 

United Nations and the World Health Organization, as well as other UN agencies. The portal also has 
dedicated sections for UN personnel and delegations. Do not hesitate to reach DCO-HR. 

 

Use teams to ask brief questions or clarifications instead of emails  

to prevent email overload 

 

 

Leverage Skype for Business status to remain visible during 

work hours and/or via calls when needed 

 

 

 

 

http://www.un.org/coronavirus

