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INTRO: Hi, I'm Sharon and I'm Lisa and we're the Introvert Sisters Sisters . We are

two quiet girls in a noisy world. And today we're sharing our world with you.

LISA: So welcome back guys. Welcome back. Welcome back. This is our second

episode. Oh, we're brand new and just, for our new listeners, our new millions of

listeners, I'm just telling you why we started this. So, like many people around the

world, we are on lockdown, we're self isolating, we're on quarantine, trying to do the

safe thing, but also going a little bit stir crazy cause we have a lot of time on our

hands. And we thought, well, why not launch one of our passion projects that we had

in mind for long time. So here we go, here's our podcast and we're just trying to build

connection in this new socially distanced world, trying to help extroverts.

LISA: because , let's just say this, as introverts. We don't hate extroverts. Extroverts,

we love you. We love you, we love you. We know we do, right Sharon,

SHARON: We do. We love you. You're some of our favorite people. Provided w e

can have our own space.
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LISA: Just a little bit, little bit more space. But we know it might be difficult for you

guys , during self isolation, self isolation is tough. Isolation in general is tough for

extroverts . So the podcast is also to help extroverts, provide tips sometimes for, Oh,

you guys can survive the new normal and to help introverts feel more understood. So

that's kind of what we're about. And so with that, Sharon, I'm going to kind of like

semi turn it over to you with our first segment.

SHARON: In our world as introverts. I have to be honest, working from home is

almost always preferable to going into an office. I mean open plan offices. Introvert's

nightmare, right Sis?

LISA: it's a hellscape. It's horrible. It's horrible. It's just loud people. I remember I

used to work in an office where, of course open plan, pretty low cubicle. Well there

were no, there were no cubicles. Pretty low dividers and this one group would just,

they would email each other. and then shout loudly from one corner of the room to

the other. Hey, did you get my email. The other person would say, Hey, I haven't

gotten it yet. I'd be there thinking, isn't that the whole point right, to not have this

conversation. That's why there's an email .

SHARON: It's supposed to be quiet,

LISA: read it silently.
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SHARON: But anyway, we know that a lot of people are struggling with it. So here's

some tips. I should say that I've been working from home for the last 15 years. Very

happily. That's introvert heaven.

LISA: I'm a little bit jealous. I have to confess.

LISA: So therefore this, quote unquote self isolation working remotely, all of that is

not really new to you then

SHARON: Not at all. Not at all. So, but , I had a lot of friends, like many of us I'm in a

few group chats and people said to me, how do you do it.On e person asked me this

the other day, to share my tips and I'm a writer. So I did what I do, which is I wrote an

article about it. We'll have that for you in the show notes, but here are my tips or

working from home.

LISA: All right, so let's go. So what's your first tip then?

SHARON: My first tip is be more creative when you're creative. And what do I mean

by that? I mean we all know when in our day the ideas flow.

SHARON: Some of us are morning people, some of us are night owls.

LISA: So which are you?
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SHARON: I am definitely a morning person. So if I'm going to do anything worth

publishing the next day it needs to be written between seven and 10 in the morning. I

have to be honest . So if you're working from home, you've got to seize that creativity

cause I think a lot of people struggle to stay focused and get things done and the

process, we're not all at our most productive all through the day. Well, nobody in the

world. Okay.

LISA: Yeah. You have to know. Exactly. You have to know, like you said, be more

creative when you're creative. s chedule your, your tasks that require that creativity

for whenever in the day is that sweet spot for you. That's when you do that work, the

big projects, the special stuff . For me, similarly to you Sis, I'm more creative early in

the morning and then gradually, the brain cells are like, it all dwindles - it's a

downward slide.

LISA: And so like for me, again, I'm a, I'm a writer as well guys, big, big surprise that

both of us are writers. Right Cause that is like introvert 101 . Correct. But anyway, so

yeah, I'm also a writer so I do my more creative stuff early in the morning most of the

time. And then like if there's editing or stuff that does it, organizing files whatever that

doesn't require a lot of focus, or a different kind of focus. Then I do it later in the day

for sure.
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SHARON: And that leads nicely, Sis, into the next point, which is to schedule

sensibly. Okay. Okay. Which is, which is basically just what you said: you put in

those creative moments at the right time, but you also avoid overloading yourself

with too many things.

SHARON: , I've been through this, I've had the insanely long to do lists. I'm sure we

all have, but the truth is there are only a certain number of things you can

accomplish in any one day. So recognize this and don't overstretch you yourself

because you just feel bad at the end of the day because you haven't completed stuff.

Whereas if you keep it manageable, you'll feel a sense of achievement because you

have completed stuff. So for me, that looks like I have a writing slot in the morning. I

have an editing slot in the afternoon, and then , there's some other tasks that I fit

around. Like for me, because of my job, because I write about social media and

digital marketing, social media is not just leisure for me. So I will check social media.

I check email , but I try to put those things in around the core tasks, the writing and

the editing.

LISA: Okay. A question for you. So what about literally, I don't know if it's less

important now in this new normal, but in general, how important is it to schedule in

breaks? Do you do that as well?
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SHARON: Absolutely crucial. Don't sit at your desk all day without doing anything,

without moving, Yes you have deadlines, but I can tell you there's only so long that

you can sustain that, I mean, I'm going to talk about a little bit about this a little later,

but definitely you need to take those breaks. Your 10 minutes every hour, get up,

walk around, stretch your legs. And if your house is on multiple levels, walk

downstairs, get yourself a drink, come back up. Even if it's as simple as that

LISA: it's not that kind of drink, people

SHARON: drink tea, maybe coffee, We're not talking drown your sorrows at being in

isolation. We're saying no, keep yourself hydrated

LISA: A drink not a drank

SHARON: you know what happens

SHARON: drink, drank, drunk. don't want that to happen. That is not the way to be

productive.

SHARON: Speaking of being productive. use productivity tools - now these are going

to be different for everybody depending on what business you're in. I can talk about

writing , I use dictation software which saves me about 15 minutes in every hour

because I can dictate my first draft.
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LISA: Oh, that's fantastic. w hich one do you use?

SHARON: dragon naturally speaking - link in the show notes. I use Scrivener, which

started as novel writing software, but I use it to manage my writing. I can drop a link

to a guide I did to how I actually organize that .

SHARON: what else do I use? Oh, Google calendar .

LISA: That's big. Actually I have to, cause my memory is not what it was. It was

never that good in the first place and it's less good. No. So I have to put everything in

the calendar, every single thing. If I don't put it there, it's not going to happen, so , at

its most basic, Google calendar is going to solve a lot a lot of problems.

SHARON: It does. I think of it as using events as tasks. I don't necessarily have to

put a start and end time. Right. And , one job can require many tasks. , if you have to

do a proposal for something, for example, you're probably going to have a

brainstorm session, outline it, maybe run it past some people, come back, finalize it,

make some corrections. All of those are separate tasks. And so should be scheduled

at different times. W ith my writing,I schedule research time outline time, drafting

time, second draft time and delivery time

LISA: and clients out there. Please take note.
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LISA: Please take note. These things take time, right. It's not necessarily a case of,

Oh, it's just 250 words. You should be able to finish it in an hour. That's not how it

works if you want quality, but that's another topic for another time. Exactly. Let's not

go there Sis - says we ain't bitter

SHARON: Prioritize self care. So I love this one. This is getting back to what we

were talking about about getting up from your desk. Okay. in the pre-quarantine

world , you might've been able to go and get a massage or whatever it was and look

after yourself that way. But , if it's snuggling with your dog, if it's reading something

you enjoy, if it's binge watching some mindless program, something that is going to

be a moment for you, try and find some of that in everyday.

SHARON: Whether it's 15 minutes, half an hour, an hour. Because if you keep

working all the time, you are going to burn out and then you will not feel like doing

anything for months. Okay. Yeah. And that just blows a hole through your

productivity. Right. Find a way to exercise. Right. Right now, we're all locked down.

Most of us - three quarters of the world is on lockdown. Okay. Walk around your

house. I did that this very morning. longest 3k I have ever walked because it was a

boring walk. But I managed to do 3 K around my own house. Okay.
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LISA: That's fantastic. And I admire your your dedication to doing something. I mean

me personally, I've started. I have so many projects that I haven't completed and this

is the perfect time - and things I have, bought that I haven't used. O ne of those

things was a book called 2100 asanas.

LISA: Right. I know. yoga. So I was like, okay great. This is a perfect time. So I have

it there. It is on my coffee table staring at me. and forcing me, reminding me, guilting

me into actually doing some exercise, but , I keep it there. , I have the book and my

yoga mat and towel and everything there and so you don't, and it doesn't need to be

a full hour unless you want it to be. It can be a couple of minutes. Something is

better than nothing. Absolutely. , get, get some movement in . self care can be, like

you said, getting the movement. staying hydrated. W atching something relaxing,

reading a book . If you have a nice view look at it

LISA: Just taking your eyes off of the screens for a while and then later on take a

nice relaxing bath, do something nice for yourself even though you're home. Also for

some people maybe dress up a little, I some people are diving deep into their closet

and pulling out all their fabulous clothes and doing that. I don't know if I have the

energy for all of that, but get up, take a shower , brush your teeth, this is not a time to

just let everything go . Take a shower, brush your teeth, use some nice lotion . Don 't

necessarily put on your tattiest sweater, put on something a little bit nicer so you feel

better about yourself
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SHARON: and actually sis, that reminds me of another tip, which is to work when

you're working. So when you schedule, first of all, you're treating it like work, which is

why you're getting up. You're showering, you're getting ready for the day.

LISA: Cause you are going into your office,

SHARON: then when you get to your office . But when you have scheduled work

time, use the work time for work, right. So do whatever it is you're supposed to do.

This is where, I have to use the S word. Self-discipline.

SHARON: You need to draw on your reserves of that and actually get some work

done .

LISA: And for me, that means usually means I need quiet, so TV is off, there's no

music playing whenever, like I need quiet in order to write. other people are different

so do whatever works for you, but focus on your work and work when you're working

for sure. Great tip.

SHARON: Absolutely. Okay. Sis, I think you can talk about having a dedicated

space.

LISA: Okay. So, you're lucky Sis, because you actually have a room, an entire room

in your home. I'm the same. I'm lucky as well. We each have a room that is our

office.
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LISA: I often do end up working on the couch, but that's a side note . But we have a

room. If you don't have an actual room carve out a space, use a little screen , have a

special chair and desk or small table and make it a dedicated space. Like, this is

your office area, so that then at the end of whatever your working day looks like,

when you're done, you're not in that area anymore. That is also good. That's also a

part of self care and keeping yourself, yeah, emotionally and mentally on an even

keel because you have to have a shut off period. You have to have a dedicated

space and make it yours, whatever that looks like.

LISA: Add a plant - add a nice picture. , depending on how much space you have.

Again, you and I are lucky Sis, because we have an actual room. Yeah. Y ou have

that beautiful - guys, she has a desk that runs the full length of one wall. It is a

beautiful thing.

SHARON: when we first came here, cause I started freelancing as I said in 2005 and

when I first came to this house, my office space was a little alcove off the bedroom

and I had two empty suitcases. One on top of the other with my laptop.

LISA: Yeah. So start small and humble and build up.

SHARON: P sychologically leaving the office meant putting down the laptop. Yeah.

That was it. Yeah. But, but the point was it was still a dedicated space.
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LISA: I think there's some, there's some shelves in the alcove, right. I mean, you had

a couple of things - a lot of books, but you like books, and a couple of decorative

items to make it, make it a moment, make it its own space so it feels like it would be

a welcoming, comfortable space for you to work in. A dd a diffuser if you're into stuff

like that, put a Bhudda on your desk or , whatever is meaningful to you.

LISA: Right. So set up a dedicated space, make it yours. Second thing, and this is

getting a bit more into the weeds, but very important now that we are in work remote,

a sort of a global work remote situation for many, many people. Please for the love of

all that is good t est your tech before you jump on one of these calls. You download

zoom, Skype, check them and make sure they're working. Check your mic, check

your camera, check your meetings, make sure that you know how to switch your

camera off.

SHARON: That is key.

LISA: Make sure you know how to mute your mic. Make sure that you know whether

or not the particular platform they're using. Does it camera auto start or does it not?

Because that can make a big difference. Don't ask me how I know. Okay.

SHARON: Tip for zoom users. If you're new to zoom, you can, when you have your

zoom account set your settings so that automatically it can start with the mic and the

camera off. That is what I do. That is GOLDEN .
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LISA: Just in case - you never know what's going to happen, . so just in case and

make sure you're completely ready. So start with everything off if you can and then

turn on when you are ready. And better yet if you don't, there's some companies in

situations where you don't have to turn your camera on.

LISA: Now, me, I, I'm a bit paranoid. I still dress like if the camera might come on but

I keep it off. I f you're at home looking dusty, again, a lot of us are dusty, that's fine.

No judgment there, but you don't necessarily share your dustiness with all of your

coworkers. So camera control is key. Like you mentioned earlier Sis, VPN. Test t hat

with your IT department or whoever it happens to be - test that before. Right.

SHARON: Related to what you were just saying, if you're going to be on camera,

make yourself presentable. Now this is different for different people. I am a very low

maintenance person. So , that is often earrings and a T-shirt I'm not afraid to be seen

in, but depending on the meeting I have whipped out fancy tops or jacket or

whatever it had to be.

LISA: Which is to say, read the room, read your office, read the room and read your

office. If you know that your office is, is now a place where it's okay for you to jump

on a call in a clean, CLEAN, unstained sweatshirt or something similar or even even

a pajama top. If it's fancy , you never know. Right. Again, make it clean. Make it

fashion. Make it designer. Make it something that looks presentable is the key.
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LISA: We 're not walking the catwalk, but we want presentable. Yes.

SHARON: Speaking of walking, wear decent pants if you need to stand up, how

many times have we been on a meeting and suddenly need go and get something

LISA: Listen, and people . People have lost jobs over this. Yes, because some

people, again, remember we spoke about camera control okay, there's a reason why.

So you are on the call and maybe you forget your camera's on, what you know,

whatever it happens to be and you decide to get up and go , Oh I'm going to go get

whatever it is. You know a glass of water, you know a notebook, but whatever it

happens to be and you forget that you had only dressed from the top up, we're going

to just leave that one there because this has when I say literally happened to people.

LISA: Also on that note, similarly, please check your background. this is all part of

testing the camera, all that kind of thing. And these, these are all interrelated. Look at

what people are going to be seeing when they are looking at you. If your camera is

on. If there are, stains or anything bizarre behind you. Piles of laundry, piles of

whatever, foolishness. Clear that stuff away. again, getting back up to set up a

dedicated space and make it yours. If you know you have a space where you're

going to be making these calls from, put a nice picture behind you or if you have one

or something similar so that it looks like you've made an effort and people don't,

people don't want to know your reality. Okay. No, they really don't. So, so make it

look nice people please for all of us.
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LISA: Okay. Yes. So we had gotten to wear decent pants, or wear pants period. I'd

make them decent.A general tip for working remotely is to over communicate. Right.

a lot of bosses seem to feel, I don't know why they feel this way, but they sort of, I

don't know if it's like a lack of control or whatever. Like they want to be able to see

people in the office and feel like if people are not working, if they can't see them,

they're sitting at their desks. So though it does not make any sense usually. you still

have to understand where your boss is coming from. Respect that and therefore

when you're working remotely, be over communicative, no checking in the morning.

Say Hey guy, (8.30) 9.30-10.30, whatever time it is. Hey guys,I'm online, available if

you need me.

LISA: Blah blah. Let people know that you are there. C heck in a few times during

the day. give status reports. I don't know if you have any additional tips on this

Sharon, but you understand what I mean.
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SHARON: Absolutely. And sometimes, sometimes it's as simple as going onto the

random channel in Slack and responding to someone's joke. I mean it doesn't all

have to be business. It just shows that you're online and you're paying attention.

Some people, some bosses like to know that. Now, you and I both know that the

truth is that if we're at home working quietly, we're probably a lot more productive

than we would have been if we were in the office in an open plan setting. Not

everybody believes that although they're about to learn different, but here we are. in

order to soothe those ruffled feathers you need. Yeah. And also bear in mind that,

people aren't going to be able - because there are some good things about those

casual conversations where ideas surface. So now you have to move that online.

you need to go on Slack and say, Hey, I was thinking, start a conversation. Right. Or,

set up a quick zoom call for some brainstorming or whatever it happens to be.

SHARON: And finally, Sis, you wanted to talk about boundary setting
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LISA: just that, this is for you and for whoever you're working with. again, with the

understanding that this will depend on your job and frankly, your job level, because

your level of availability will vary depending, frankly, with how high up the chain you

are in most cases. Right. And on the nature of the projects you're working on, but,

but set boundaries . I suppose let's say, you're working in, I don't know, marketing,

whatever it happens to be, marketing is a vital function. but unless, especially

nowadays, unless you are doing something that is literally saving lives, nobody

needs to be emailing you, texting you, slacking you, whatever, at 10 o'clock at night

to ask you a question right . Some people are going to try it.

LISA: They got one tray, they try it, you ignore it, you respond to them within

business hours the next day. Do not train people to think that you're available for all

their random stream of thoughts at any time of day.

SHARON: I agree with you Sis because I always refer to that process as training

your clients. They need to know that you are a human being and you are not

available 24/7 . You are not a customer customer helpline. Okay. Right. So you let

them know when they can expect to hear from you. So for me that means that after a

certain point on a Friday unless there is a true emergency, I am not responding to

business emails until 9:00 AM on Monday.

LISA: Yeah. And also as part of that, you can partially control it on your end, not so

much with email.
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LISA: but with, Slack and, platforms of that nature, you can set your status to away .

M ute notifications, put it on snooze, whatever it's called. But control it from that

perspective so people can look in and see and they cannot have the expectation t

hat you're available,

SHARON: I mean with email, of course you have your out of office message.

Although frankly, I don't bother to put this on every weekend. I simply will see an

email and not see it if it doesn't need to be seen until Monday. Right. And, in case

you're wondering, all my clients are very happy. They get their work done, they get it

done during business hours. nobody's ever complained that I am not responsive

enough or communicative enough.

SHARON: So it is definitely something that you can do for yourself.

LISA: Yeah. So, yeah. So that is it people for this in our world segment. So, let us

know what you think, let us know if you have any tips of your own for a successful

work remote situation. We hope you enjoyed that and can retain your sanity during

this time.

SHARON: W ell, that certainly went a lot longer than we thought. Who knew there

was so much to talk about on working from home. But we hope you found this useful

and that you enjoyed it and that you're going to tune in for the next episode of ...

LISA: the sisters. Bye.


