Running your business from home is no easy feat. It's the culmination of all
aspects of your life, whether they be personal or work-related. Your home
should reflect your goals, aspirations and desires. Your working space
should be about your business and your brand. The comfort, accessibility
and efficiency of the space you live and work in has a direct relationship
with the success and profit of your business.
While there are many benefits that come with working from home, there
are also quite a few issues that could evolve into setbacks if they are not
addressed properly. These include balancing your personal and work life,
managing distractions, not being taken seriously and so on.
Therefore, it’s crucial to have a workspace which supports you as a
professional while helping you stay focused, smart and productive. Once
you accomplish this, you will find the inspiration, motivation and
encouragement you need to be your best.
Your working environment should complement both your offline image and
online image, so you’ll be able communicate your message more efficiently
and gain a far greater level of trust with your clients.
If they see that your brand is visible in all aspects of your life, they are
more likely to subconsciously trust you and acknowledge that you know
what you're doing. In addition to this, when your home office reflects who

you are as a brand, it’ll serve as a daily reminder of your business goals.
Here are some surprisingly simple real-life solutions, which don’t require
much money. It only takes your innovative thinking and implementation.
It’s unbelievable how much designing a comfortable, vibrant place to work
can motivate you to get more accomplished.
Step 1: Decluttering and Organizing
Clutter is your enemy. Your mood and productivity will be affected by the
level of orderliness in your office. A disorganized home office may be the
source of unnecessary mind blocks to new ideas and solutions.
Clutter drains your energy; it makes you feel stuck, unhealthy, tired,
exhausted and unproductive. It starts with mental detriments and rolls over
into physical issues if not addressed properly.
First, start with your mentality. Mind clutter is negative thoughts,
self-doubts, indecisiveness, procrastination, worry, and fear-based
thinking. Do something as simple as writing out your goals for the day or
making a mental note of what your strengths are each morning. Your
creativity, intuition and focus will thrive without the mental chaos that is
often an inescapable part of your life.

Next, it’s time to
declutter your space. In
order to have a
profound outcome, do
it for the entire home,
not just your home
office. This is because
your workspace is only
a part of your home.
Everything is
connected there. You
are in the same
environment the whole
day and night.

No matter what the size of your space is, you should live and work
gracefully. Even if redecorating is not on your agenda right now, you still
need to clear the visual clutter and eliminate everything that interferes with
your comfort.
Get rid of anything that serves no purpose. Only things you use regularly
have value. If you keep a lot of stuff around, you’ll never stop thinking
about what tasks come with each individual item. Think of these things as
distractions and clear them from your space.
Third, get organized. Remember: organized people have less stress.
“The secret to keep space uncluttered is to follow ultimate simplicity in
storage so you can see how much you have,” said Marie Kondo (“The
Life-Changing Magic of Tidying Up”).
Organizational Tips:
➢ Bookcases are for any vertical items like books, binders and
magazines.
➢ Closets are to organize and hide supplies and miscellaneous items.
➢ Floating shelves are an efficient way to keep items you need close at
hand without sacrificing valuable floor space.
➢ Credenza is to hide office supplies and files, stylishly.
➢ Keep the supplies you use often within reach, otherwise you’ll waste
time and get distracted easily.

Step 2: Comfort and Accessibility

Dedicated home office space
is a must-have. It’s ideal to
have an entire room that
allows you to concentrate and
provides the full ability to shut
out distractions.

But, if you live in a small space and you
don’t have a room to convert into your
office, do not panic.
Even if it’s a basement, or just a corner of
your room in one-bedroom apartment, you
can make it work. With the right colors, the
right lighting, the right furniture and
innovative thinking, you can get a
comfortable and productive place to work.
If your only option for workspace is your
living room, determine how you plan to use
the space. Think about room layout and
workflow:
➢ Do you spend a lot of time in front of
your computer?
➢ Is your computer a desktop or laptop?
➢ Do you need a table for writing?
➢ Where are you most creative (sitting in front of the computer, in front
of the window, in your reading chair, or at the table, etc.)
➢ Do you meet with your clients at home or do you have meetings with
them on Skype?
When you have clear answers to all these questions, you will know what
each and every part of your workspace needs to have to fulfill comfort and
accessibility requirements.
With all of these different options for your work space, there's only one
room where you should not place your office. If you don’t want to
completely undermine your work-life boundaries, do not work in your
sanctuary: your bedroom.

Step 3: Furniture
A desk is the first piece you
start with when arranging the
furniture in your office.
The ideal position is facing the
door but not in direct alignment
with it. This way you are able to
see everyone who is entering
in your room. If possible, try to
align the desk perpendicular to
the window in the room. This
prevents gazing out the
window, leading to
daydreaming, and also reduces
the glare from the natural light
on your computer screen.
Do not place your desk directly
against a wall. If you have no
choice but to face the wall with
your back to the door, use a
mirror. You can simply hang a mirror directly in front of you on the wall you
are facing or mount a small mirror on your monitor.
A desk should be large enough to support your work style with room for
your computer, printer and your paperwork. If it’s too small, your necessary
papers will be stacking and scattering, making work more inefficient and
stressful.
Depending on what you are doing, you can use your dining table as a
desk. You will have a more substantial workspace where you can easy
spread out your work essentials. Comfortable and stylish dining chairs
work great there. Drape a throw across it for extra comfort and warmth.
To add décor and texture to your office and pull the room together, you
could also add a personality rug.

Since you will likely be sitting at
your desk for hours on end, it is
extremely important to get the
appropriate desk chair that’s just
right for you. You need to invest
in a comfortable, ergonomic,
supportive but still stylish desk
chair which fits you perfectly. If
your body is not in natural,
supported alignment you can
experience back pain, sore
muscles, headaches and eye
strain.

In order to keep you sane, you should
definitely switch positions every now and
then, while still being able to stay
productive. Getting a reading chair is a
great option.
Place a comfortable reading chair in your
home office with a lamp close by for easy
reading, and a small table for your coffee
cup.

Step 4. Lighting
Lighting plays an important role in the
aesthetic and functional elements of your home office. You need your
lighting to make the space more comfortable and efficient. It must
incorporate the natural light present in the room with other lighting to
create the perfect balance.

Even if you have a significant amount of natural light pouring in, you need
to add additional lighting. Ceiling-mounted light (recessed, track lighting, or
single fixture) is not sufficient for illuminating your workspace, either. Add a
table or standing floor lamp.
Table lamps give you the best light at your desk or by your reading chair. A
table lamp, with a white or off-white translucent shade, diffuses the light
softly. Diffused light is easier on the eyes and makes the room and you
more attractive.
If you use fluorescent light, always use ”warm white” light bulb. “Warm
white” lighting is especially important to support memory and
problem-solving tasks.
While it may seem common and simple, a desk lamp is not always the
perfect choice for you. Desk lamps, by design, create a circle of very bright
light with darkness beyond that. This contrast causes eyes to get tired fast.
Use the desk lamp only when you have a lot of detailed work.

Step 5: The Power of Color
Color has the power to be visually stimulating in your office. Use this to
your advantage.
You need to coordinate colors with your personal priorities, the kind of

work you do and your brand. Also, think about the pattern of natural light,
the shape and dimension of your room, and the climate and location. All of
these will have a direct influence on the color combination you choose.

Bright colors such as yellow,
orange and red stimulate activity.
Yellow can also stimulate
creativity, conversation and
movement.
Medium to bright colors, such as
some shades of blue or green,
stimulate inward focus and
concentration.

An all-white or all-beige room will bore
you. This could mean letting your mind
wander and lose critical, productive time
that could otherwise be spent furthering
your business.
With analytical or reflective work, choose
deeper colors. To keep the darker colors
from feeling gloomy, make sure to
incorporate lighter elements throughout
the space. You could do a white ceiling
with light, neutral flooring, or simply add
bright pops of color with artwork and
accessories.

Color and light are directly related; you cannot choose one without taking
the other into consideration. Think about how different a shade of color
looks at the store compared to when you bring it home and hold it against
the wall. This is because the harsh fluorescent lighting usually featured at
the store. Make sure your colors and lighting pair well together.

Step 6: Make it Personal, Build Trust
Your perfect home office needs to reflect you, your style and your brand.
Add anything that makes your space feel uniquely yours. Include personal
touches and items that inspire and motivate you like pieces of art, special
photos of your loved ones, quotes, keepsakes from your travel or
reminders of your dream destination in the near future.
When you are inspired, your creativity and productivity increase. Most
importantly, it motivates you and reminds you why you work so hard.

But don’t overdo it with a lot of personal touches. An overcrowded office is
equally as unproductive as a boring one. Balance is key for everything!
Consider what type of work you are doing. If you do a lot of intellectual
work, choose simple décor or arrange decorative elements with generous
empty wall space in between. This gives your eyes and mind a place to
rest and allows you to think.
To energize yourself to do intricate creative work, your walls and shelves
can be filled more with pictures of the people you love or other items that
remind you of the joys in life.

Also, don’t forget the impact of elements of nature. Bring them indoors.
You need at least one plant – they are proven productivity boosters. They
reduce stress, improve air quality and also improve focus and attention.
Plants and flowers bring life and energy to any space.
To make your home office reflect who you are as a brand and a business,
your working space needs to project the right image (you are a writer, or
photographer, a consultant, a wardrobe stylist, etc.). Add your branding
color through the décor. Add items that not only represent you as an expert
in your field, but also trigger interest about you as a person.
It doesn’t matter if you see you clients at your home, over Skype, or only
communicate with them via phone or emails. If your home office is
designed with the brand in mind, you have the empowering tool to market
your business, to gain more trust with your clients and to stand out from
competitors.

Step 7. Dress Up for Work
Dressing up for work
makes you work
smarter, faster and
with less laziness.
Even though no one
will see you, you
should dress for work.
There are a lot of
studies that show that
if you are dressed in a
certain way, you will
act accordingly.

Think consciously about what you wear when you are working from home.
Make sure it reflects who you are and what you are doing for a living. Have
a signature look. Of course, we‘re not talking about suits and high heels.
Think casual smart, attractive and comfortable.
There is another important reason to dress purposefully in your home
office. Getting ready puts you in a mindset of personal success. It’s a

mental sign that you are going to get work done that day. If you sit around
in your pajamas, you’ll be less likely to get into your game, and probably
less likely to interact and engage with people who may be able to help you
or may become potential clients.
Dress the part and be your brand!

A Few More Things
In a large part, our body operates according to environmental cues. Over
time, with repetition and consistency, you can create habits of both mind
and body that signal productivity. Establish and follow your own routines
and rituals. Start from the moment you open your eyes in the morning.
Prepare yourself for your day.
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Mental health can easily be affected by physical health, and vice versa.
Get plenty of water and eat healthy. If you are not a fan of exercise, just try
to move more whenever you can. This gets oxygen into your blood,
increasing circulation that can be the cure to that dullness you’ve been
feeling after looking at the same project for hours on end. Don’t forget to
relax, whether it be with music, some light reading or make a nice lunch for
yourself.
Keep the importance of mental and physical boundaries between your
work life and personal life in mind. It’s too easy to have work overtake your
entire existence.

Take this guide, put it into practice and watch your value grow.
Any questions? We are here to help!
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