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ging long-howrs on
switched to
telework—and never looked back.

Take Good Care of Yourself

“Twas leaving home in the morning when it was still dark. 1
wis coming home in the evening after it turned dark again”
Thist’s howe Delra Dinnocenzo describes her years as o sales
and marketing professional in the carly 1990s,

Skip the Trip

Dinnocenzo advises that, while there's some benefit to
making the trip to the main office on occasion, you
shouldn't overdo it—aor rather, you should make sure
that a face-to-face meeting is worth it before going
through the time and expense of arranging it.

“We had a meeting schedulsd far the Friday befare
Christmas,” she recalls, referring Lo an in-house get-
together for teleworkers at a former job, “We had to fly
right into O'Hare on the busiest weekend of the year”
Upon further cansideration, the team agreed it could
accamplish its meeting goals via a videoconference.

;i 4 Dinnocenzo’s
| Telework Tips

Returm phone calls. Establish and
maintzin a parsonal scandard for
reburning phone calls and e-mail,
Binnacenzo SAYE, “1 listen to lats of
veice-nbil greelings Lhal promise to
return calls gromptly, then donft. It's
important to et peoplo know you'ra
being preductive when you're in your
harme affice,”

Manage yourself. Working from
Bt ra s ol e responsible for
muanaging yowr own caeer and edosi-
tion, Don't wait for your boss Lo
approach you with new challenges or
respansitrilities; be proactive,

Spend an extea day, I you're
scheduling a trip to the main office
fur i meeting, stay an extra day.

That way, you'll have enough time to
cngage in some social aclivity with

your colleagues bofore returming hone.

Since then, she has noved from one teleworking job 1o an-
cilbier, initially oo a part-1ime basis, Later on, she landed her fise
full-titne telecammating job when o company in Stamford,
Conn, offered her a position—but she balked at leaving her
Pittsburgh home, Soshe didi't.

“Thal o complete bome office with a docking station for my
Faptop and a fax machine. We also videoconlerenced quite
extensively,” Dinnocenzo recalls, Today, she's a telecommuling
consullant and author of T07 Tips for Teleconinters (516
Berrett-kaghler Pulblishers),

Drinnocenzo has studied the telework programs ol companies
with established policies as well as fiems that have tricd it on the
fiv. And while crganized teleworking programs may asd the tran-
sition fron olfice w home, she thinks vou shouldi't fear breal
inng; e o By Deing the first emiployee wo take vour job home,

However, she says it's imporiant 1o get same basic policies in
writing: "What's expensible? Who pays for equipment? Wha
Tappens if you leave the company? Have a plan for how the
equipiment and supplies will be dealt with”

She acds that with recent povernment interest in home olfice
safety, it's wise to familiavize yourself with the Occupatinnal
Safery and Maard Association’s (OSHA] workspace health
guidelives, "But remeniber,” she says, "1 you're huet in your
homme office, it's still covered by workers' compensation.” 73
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