Creating your
Home Workspace

A guide by Breanna Williams



Why is work space design important?

A well designed work space increases

productivity, efficiency & happiness while working.
A well designed space also allows you to reach a
state of flow.
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Where to work
Desk setup
Establishing a routine
Video call etiquette

Setting boundaries



Where should you work?

Lighting

A well lit work space decreases the chances of
eyestrain, headaches and fatigue

Privacy

Limiting the amount of noise & distractions allows
you to focus more on your work

Electrical outlet

Reduces time wasted when your electronics die



Alternative workspaces

Laptop stand Sit/ Stand Desk Topper Folding Table


https://www.amazon.com/Standing-Converter-TaoTronics-Adujstable-Workstation/dp/B07RPXJWGK/ref=sr_1_13?dchild=1&keywords=sit+stand+desk+topper&qid=1593545910&sr=8-13
https://www.amazon.com/Ergonomic-Compatible-Notebook-Soundance-LS1/dp/B07D74DT3B/ref=sr_1_3?dchild=1&keywords=laptop+stand&qid=1593546880&s=electronics&sr=1-3
https://www.homedepot.com/pep/Eccostyle-Solid-Bamboo-Frame-Folding-Desk-CBBFT0012BM/306536256?mtc=Shopping-BA-F_HDH-G-D59-59_34_INTERIOR_FURNITURE-MULTI-NA-Feed-PLA-NA-NA-Kitchen_Dining&cm_mmc=Shopping-BA-F_HDH-G-D59-59_34_INTERIOR_FURNITURE-MULTI-NA-Feed-PLA-NA-NA-Kitchen_Dining-71700000045453271-58700004663253698-92700039487405785&gclid=Cj0KCQjw0YD4BRD2ARIsAHwmKVlTZdldUc2ZAlH-WOju8Gr1HSD_wkhM16IiAZ_jQscledyPgQ8h-ocaAqcREALw_wcB&gclsrc=aw.ds

Desk setup

Laptop centered directly in front of
you

Keyboard & mouse placed close to the
edge of the desk so when you’re using
it, your armis at a 90 degree angle

If you need your phone for work put it
off to the side so it’s visible but not
distracting

Keep pens, pencils and other writing
supplies in arms reach

Place personal touches & decor to the
side



“ A good system shortens the road to the goal.”



Organization

Having a place for all of your papers & supplies helps keep your workspace clutter free and
increases productivity.



https://www.target.com/p/grid-wire-letter-tray-gold-threshold-8482/-/A-51923927
https://www.staples.com/tru-red-plastic-magazine-file-teal-tr55283/product_24380398
https://www.amazon.com/Revol-Froisses-Espresso-Crumpled-Tumbler/dp/B000VSISQY/ref=asc_df_B000VSISQY/?tag=hyprod-20&linkCode=df0&hvadid=431353730799&hvpos=&hvnetw=g&hvrand=17200351968451662281&hvpone=&hvptwo=&hvqmt=&hvdev=c&hvdvcmdl=&hvlocint=&hvlocphy=9004362&hvtargid=pla-526427741703&psc=1&tag=&ref=&adgrpid=99999214923&hvpone=&hvptwo=&hvadid=431353730799&hvpos=&hvnetw=g&hvrand=17200351968451662281&hvqmt=&hvdev=c&hvdvcmdl=&hvlocint=&hvlocphy=9004362&hvtargid=pla-526427741703
https://www.urbanoutfitters.com/shop/tulum-ceramic-desk-organizer?category=SEARCHRESULTS&color=086&searchparams=q%3Doffice%2520storage%2520&type=REGULAR&size=ONE%20SIZE&quantity=1

What you

DIY Magazine holder

‘W need

Cereal box
Contact paper
Xacto/ craft knife
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https://www.ehow.com/how_2293916_make-desk-magazine-holder.html?utm_source=pinterest.com&amp=&amp=&amp=&amp=&amp=&utm_medium=referral&utm_content=freestyle&utm_campaign=fanpage&crlt.pid=camp.VDwEiC7Lfcm2&cr=
https://www.amazon.com/Geometric-Hexagon-Wallpaper-Removable-Adhesive/dp/B085VWJ74Z/ref=sr_1_17?crid=3SHIJT2FSS918&dchild=1&keywords=contact+paper&qid=1592859811&sprefix=contca%2Caps%2C169&sr=8-17
https://www.amazon.com/HaokHome-Wallpaper-Herringbone-Adhesive-Decorative/dp/B081NG8376/ref=sr_1_8?crid=2MVVFRY6RRFRX&dchild=1&keywords=peel+stick+contact+paper&qid=1592860035&sprefix=peel+stick+contact+%2Caps%2C151&sr=8-8
https://www.amazon.com/Art3d-x78-7-Marble-Contact-Countertops/dp/B07NV951JW/ref=sr_1_1_sspa?crid=3SHIJT2FSS918&dchild=1&keywords=contact+paper&qid=1592859811&sprefix=contca%2Caps%2C169&sr=8-1-spons&psc=1&spLa=ZW5jcnlwdGVkUXVhbGlmaWVyPUFYWVhaTjlFUkpNQlQmZW5jcnlwdGVkSWQ9QTA2NzgxNzEzS0ZYV09QRFAxQ1BKJmVuY3J5cHRlZEFkSWQ9QTA1NTQ4NDkzVVBKRk5aSzlZV1hOJndpZGdldE5hbWU9c3BfYXRmJmFjdGlvbj1jbGlja1JlZGlyZWN0JmRvTm90TG9nQ2xpY2s9dHJ1ZQ==

DIY pen & pencil holder

What you'll need

e Mason jar

e Spray paint

e Painters tape

e Newspaper/
scrap paper




Decor

Adding in decor is a great chance to give your workspace a bit of personality. A little bit
goes a long way!
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https://www.target.com/p/5-5-34-x-1-5-34-artificial-succulent-in-magnetic-wood-pot-project-62-8482/-/A-54314494
https://www.target.com/p/11-34-16-34-gem-board-dry-erase-combo-white-cork-u-brands/-/A-54184548

DIY desk pad

W%

e placemat/ thin
cardboard

e Contact paper/
wrapping paper

e glue

e Scissors




DIY dry erase board

What you'll need

Picture frame
Craft/ duck tape
Paper/ fabric
Scissors/ craft knife



https://www.parscaeli.com/home/diy-picture-frame-dry-erase-board
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Mood lifter

Concentration

Productivity
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“You will never always be , S0 you must
learn to be )



Establishing a routine

Get dressed
(yes even at home!)

Increases productivity

Optimizes focus

Morning
activity

Helps establish clear
boundaries between
your on & off hours

Increases productivity

N

Set office
hours

Increases focus

Decreases
procrastination

(©

Unplug for
lunch

Take lunch at the same
time every day

Helps with mental
fatigue

O

Stretch

Take a 5 min break
every 30- 45 minutes

Stand up & stretch to
prevent back & neck
pain



Video call etiquette

Video set up

Find a quite & well lit area

10 minutes before joining the call, check your
computer’s camera & mic

If your laptop sits at a low angle, place it on
top of books

During call

If you are not talking keep your mic muted
Always have your camera on, it shows you'’re
fully engaged

Wear headphones

Use virtual backgrounds, they eliminate
distractions

When talking look directly into your camera




Setting boundaries

With household

Explain when and where you’re going to work

Explain to them the importance of your hotspot/ wifi
and why you need it

Let them know when you have meetings scheduled so
they are aware when you need extra privacy & quiet
time

With work

Make your lunch break & other break known
Once you're office hours are over, stop working



Resources:

DIY instructions

Magazine holder

Pen/ pencil holder

Dry erase board

Desk pad

Online vendors

Target
Amazon
Staples
Hollar

Dollar Store

Dollar General

lkea

Urban Outfitters

Home Depot

5below
Walmart

Rite Aid
CVS



https://www.ehow.com/how_2293916_make-desk-magazine-holder.html?utm_source=pinterest.com&amp=&amp=&amp=&amp=&amp=&utm_medium=referral&utm_content=freestyle&utm_campaign=fanpage&crlt.pid=camp.VDwEiC7Lfcm2&cr=
https://thesweetestoccasion.com/2015/04/diy-painted-mason-jars/
https://www.parscaeli.com/home/diy-picture-frame-dry-erase-board
http://www.savannahsmiled.com/blog/2014/08/pretty-patterned-desk-pad
https://www.target.com/
https://www.amazon.com
https://www.staples.com/
https://www.hollar.com/
https://shop.dollarstore.com/index.php/
https://www.dollargeneral.com/
https://www.ikea.com/us/en/
https://www.urbanoutfitters.com/?ref=logo
https://www.homedepot.com/b/Home-Decorators-Collection/N-5yc1vZ4vr
https://www.fivebelow.com/room/home-office.html
https://www.walmart.com/

Thank You!



