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Best practices – managing yourself 

• Keep normal business hours 

• Create one or two dedicated workspaces 

• Get proper home office equipment – Desk, chair, keyboard, webcam, speaker and headset – its 

worth the investment 

• Dress to impress - Wear the same thing you would to the office (shoes are optional) 

• Reach out! Others may be facing the same thing as you. Get an accountability partner 

• Plan and structure your day. Listen to your natural rhythms. Create a morning routine  

• Build boundaries at home. Close a door if you need to. Negotiate your work time and your ok to 

interrupt times 

• Minimize distractions. Log-on only to social media you need to communicate with clients or co-

workers 

• Take frequent breaks – get-up, move around, stretch, and get back to work. Eat what you 

normally would at the office 

• Professionalism is key. Reading body language is harder remotely; you will have to adapt your 

strategy. Here are a few suggestions: 

• Before you open your camera, take a look at yourself 

• Make sure your background is clean, neat and organized 

• In videoconferences, look into the camera instead of searching for on-screen eyes 

• Smile – you are literally on camera! 

• Check to see if your microphone is on – refrain from asking, "Can you hear me?" 

• Keep the camera on as much as possible in virtual meetings – even if the other person 

turns their off. 

• Practice with family and friends so that the technical aspects become second nature 

• Show-up and be heard – even if its just “Thanks everyone, bye!” 

• Practice active listening, reformulate to make sure you got it right. 

• Practice a continuous improvement mindset  

Best practices – managing existing relationships. 

• Don’t take them for granted – your competition may be seeing this as an opportunity. This is the 

time to show them what you are made of! 

• Over-communicate. If you feel isolated, so do your clients!  Keep them informed, and updated 

as needed 



  

 

• Be sincere with courtesy calls: demonstrate honesty, expertise, and competency.  

• Account reviews: 

• Move them up if possible – it is very likely that your customers' reality had changed. 

• Work with clients to build a communication plan (formal and informal) 

• If a customer made time to meet with you, treat the meeting start time as a covenant. Take 

careful notes, send follow-ups. 

• Take time to connect personally, before diving into the work. Talk about what they are facing. 

Brainstorm together. Propose ideas. Focus on how you can help. 

• Set up a virtual café. Use video conferencing as much as possible and have a back-up plan in 

case the tech breaks down. Include dial-in options. 

• Make the next steps clear and follow-up with an email – always, even if it's to say thank you! Or 

send a card! 

Best practices – managing new relationships – prospecting.  

• This maybe your best opportunity ever to develop new prospects. Your competition may be 

taking them for granted. 

• Many things feel uncertain right now, but people still need to do business. Contracts are still 

being written. Pain points still need to be solved. Listen to your customers with empathy, and 

you’ll end up creating real value for them. 

• Chances are that you are not on the top of their priorities list – but you probably never were.  

• Don't focus on the sale; focus on building trust. 

• Credibility – you know what you are talking about 

• Reliability – you do what you said you would do. 

• Genuine – you show that you genuinely care 

 

Tried and True business development tactics: 

1. LinkedIn 

• Update your profile 

• Go through our network – is there anyone that you have not contacted in a while? 

• Set-up exploratory meetings with people you don't know well. 

• Add all your existing clients to your LinkedIn network. 

• Take a look at your best client’s network – is there anyone you would like an 

introduction to?   

2. Networking 

• Go through the business cards lying on your desk (you might as well add them to your 

CRM while you are at it) and give them a call  

• Identify potential referral partners in your network, book a virtual café to see how you 

can mutually help each other 

 

 

 



  

 

Keep up your energy in three simple steps – the 3M Approach 

 

 

 

 

 

 

 

 

 

Remember…  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


