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Setting Your Work Hours 
Understand that your home business is

valid, real work, so treat your business

the same way you would if you went out

each morning to an office or elsewhere to

work.

If you sought employment elsewhere, you

would be full-time, part-time or casual

and be allocated and expected to work a

committed number of hours per week,

usually no less than 10.

Do the same in your business,
allocate yourself hours and
decide how you will spend them.

For example, depending on your business, you could commit six hours of

your week to face-to-face meeting people, sales and making new leads.

If you’re in direct selling that could be three by two hour presentations.

That’s six hours out of your 10. The other four hours would be committed

to follow-up work, emails, organizational tasks and forward planning for

your business.

Choose your hours working from
home that are the least
interrupted.
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For example, if you have children, it would be when they are at

kindergarten/pre-school, day care, school or asleep.

Remember, if you don’t make the time for your business, you risk earning

insufficient income and may then have to work for someone else, losing a

majority of flexibility.

A big tip for setting hours of work is to sit down with your immediate

family, particularly your partner, to work out what hours you will work and

when. Setting up a plan for work hours helps you meet each other’s

needs and your business will prosper from all their support and

encouragement.

It’s also good to review your plan
with your family regularly,
change accordingly and keep
them up to date with your
business.

Inform others you are working
If you were returning to work in an office or elsewhere, your friends,

family, school and community would not expect you to continue all that

you have been doing to date and work as well.

It would be a given that everyone would need to make adjustments. This

is the same; you are working – full stop!

Inform your family and friends of your decision to work from home and

explain what you’re doing and how important it is to you. Advise them of

the hours that you will be working.

For example, you inform your friends that you now work on Mondays and

Wednesdays solidly whilst your child is at kindergarten or day care.

Let your family and friends also know you will make time for them on a

particular day of the week or when you meet socially on the weekends.

It’s exactly the same as if you were to work in an office or elsewhere,

except you can be flexible for special occasions or for when you are really

needed elsewhere.
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When you do spend time with your family, friends and community,

ensure you give them your full focus. As your attention to your personal

life increases, not only are you all happier, your performance in your

business usually goes up also.

These extracts are from the free report ‘Top Ten Time Management

Tips for Business Women’ available at www.LindaMcMahon.com.au 
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