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Digitalisation has never been more imperative than it is now. The global 
pandemic has changed the way we work, and many of you don’t want 
things to go back to the way they were before. 

According to Microsoft’s 2021 Work Trend Index, 74% of 
workers across Asia want flexible remote work options to 
continue as part of the ‘new normal’.  

In 2020, most of us thought remote work would 
be temporary. Now, we know that hybrid work 
models - involving both on-site and remote 
working - are here to stay. 

That’s why we have prepared this guide. 
It contains expert tips from our team 
members to help you navigate this 
‘new normal’. 

At BoardRoom, our teams have 
successfully transitioned to 
hybrid working. However, 
adapting to this new ‘future of 
work’ involved some challenges, 
so we want to share our 
experiences and the lessons we 
learned. 

We invite you to use our 
expertise from being at the 
forefront of hybrid working to 
help you embark on your own 
journey of adaptation to a 
post-pandemic future. 

Adapting to
the future of work
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As we have all experienced in recent times, change 
can happen swiftly. Try to stay up-to-date on what 
is happening in your company. It will help you feel 
more prepared for any upcoming changes as both 
you and your company learn how to adapt to the 
‘new normal’.

Connecting with your team is critical for hybrid 
work success. You’ll feel more a part of the team, 
and less isolated on remote workdays. We all want 
to work for organisations with positive workplace 
cultures and it’s part of your role to contribute to 
that culture. Regularly checking in with your 
colleagues is one way to help make this happen.

Many of us experienced remote work during
the pandemic. Now that restrictions have been
eased in many Asia-Pacific (APAC) countries,
the challenge is learning how to navigate hybrid 
work arrangements successfully.

While we are still adapting to pandemic-related 
uncertainties, one thing is for sure: hybrid work 
is here to stay. For example, a recent survey of 
1,000 Singapore workers found that most 
prefer hybrid working over pure remote 
working or in-office arrangements.  

However, figuring out the type of hybrid work 
arrangement best for you and your organisation
is not always straightforward.

Navigating
hybrid work

Here are our top tips for adapting to
hybrid work:
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Frequent
communication is key

Keep up-to-date on
company news



If your role has changed significantly due to 
pandemic restrictions, be ready to negotiate changes 
to your remuneration package. For example, if you 
work in sales and can no longer travel to meet
clients, consider negotiating a home office/internet 
allowance instead of travel allowances. 

Your first point of contact is your direct manager or 
team leader. They should be able to guide you on 
what the company’s expectations are for where 
you’ll work as restrictions ease and what support is 
available to help you transition. It’s important to be 
open and honest while understanding your 
manager’s perspective.

There is no ‘one-size-fits-all’ when it comes to 
hybrid working arrangements. Let your manager 
know what your preferred arrangements are, so that 
you can both work out an optimal solution. 

Changing to an entirely new way of working is an 
adjustment for everyone, your manager included. 
Try to have an open mind about change and 
approach it with curiosity and flexibility. Being 
mindful of how you respond to change can help 
make the transition to hybrid working easier.

88% of employees
would prefer to work in a hybrid 
mode or full-time from 

home moving forward,
research shows. 

Be prepared to negotiate Have an open mind

Speak to your
people leader first

Let your preferences
be known
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Navigating hybrid work



The ADP Research Institute recently surveyed
more than 7,000 workers across the APAC 
region. Results identified that ‘managing 
productivity’ and ‘managing workload’ were two 
of the top five biggest work challenges employees 
have faced since the pandemic began. 

Moreover, the survey showed that APAC 
employees have worked longer hours during 
their normal workweek, and worked more on 
their days off, than workers in the rest of the 
world. 

Organising time

Here are our suggestions to help
you organise your time to feel less 
overwhelmed:

When you’re working remotely, it’s essential to set 
strong boundaries around when you start and 
finish work each day. Many people find that 
physically shutting their laptops at the end of the 
day can help strengthen the boundaries between 
their work and home lives. 
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If your focus and concentration start to drift, 
take a short break. Taking frequent short breaks 
throughout the day can help you stay refreshed, 
both mentally and physically. 

To help boost your productivity, try using
the Pomodoro Technique. This involves setting a 
timer for 25-30 minutes of focused work followed 
by a short break for two or three minutes. Repeat 
this four times before taking a longer break of 
15-20 minutes.

Prioritise regular breaks

Set a timer

Set boundaries



the jump in average unpaid 
weekly overtime 
worldwide in just one year.

7.3 → 9.2 hours

Keeping all work-related apps on your smartphone 
means you can stay on top of work anywhere, any 
time (except during your time off, of course). Take 
advantage of the wide range of time management 
and productivity apps available to stay on track. 

For those days where you work from home, take 
stock of what you have achieved at the end of the 
day and prepare what you need for the next day. 
This can involve checking your calendar for any 
meetings and writing a priority list for the 
following day to start the next morning smoothly.

Whether you’re in the office or working from 
home, finishing your workday with an evening 
routine can help you strengthen boundaries 
between work and home. This could involve 
exercise, grocery shopping, cooking dinner and 
family time – find a routine that works for you.

A good start to the day sets the momentum for the 
day ahead. On the days you’re not in the office, 
try maintaining your normal morning routine, but 
use your ‘commute’ time for planning. So if your 
normal commute time is 8-8.30am, use this time at 
home to plan your day. 
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Start with a
morning routine

Use technology well

Create an
evening routinePrepare for tomorrow
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Organising time



A survey of more than 18,000 workers 
worldwide (including Singapore and Hong Kong) 
found that 32% listed ‘more distractions at home’ 
in their top three disadvantages of remote 
working. 

Managing distractions

Here are our ideas for banishing 
distractions to get the most out of
the days you work from home: 

Consciously schedule time outside of work to 
check on potential distractions like messages, 
emails and social media, and only perform these 
tasks during the allocated time. Setting a specific 
ringtone for urgent calls and messages can also help 
to reduce other distractions.

Investing in a pair of quality noise-cancelling 
headphones can help you to minimise distraction 
and maximise productivity. 
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Set boundaries

Cancel out the noise



If you use Microsoft Outlook, the ‘Focus Time’ 
feature may help to reduce distractions. Once 
configured, it automatically schedules blocks of 
time of up to two hours in your calendar to help 
you stay focused without interruption. It also 
silences any chats from Teams or Skype for Business.

A white noise app on your smartphone can block
out background noise in your home office work 
environment. This helps to reduce noise and 
distractions so you can get on with the job. 

You may find it difficult to concentrate on work 
tasks without sufficient sleep. Scheduling time to 
wind down before bed will encourage a deeper 
state of sleep, helping you to wake up feeling 
refreshed and more able to focus on the task
at hand.

Knowing what you need to get done each day 
helps you to stay focused while you’re at work. 
Don’t be tempted to add too many items to this 
list. However, it still needs to realistically reflect 
what you can achieve that day.

Create an action list
each morning

Life will
always present
distractions
how you choose to manage 
them is up to you.

Turn up the
white noise

Get enough rest Set up ‘Focus Time’
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Managing distractions



Balancing work and family needs can be difficult 
at the best of times. While hybrid work means 
that you can spend more time with family on the 
days you’re working remotely, the blurred lines 
between work and family time can create 
significant challenges. 

A recent survey identified ‘balancing work
and family needs’ as one of the top three work
challenges for employees in the APAC region
since the pandemic began. 

Juggling work
and family

Here’s what’s worked well for our team 
in terms of juggling work and family: 

Speak to your manager if you need to adjust your 
normal hours to accommodate parenting duties. 
Some people find that they work better and are more 
productive at night when their children are asleep. 

If both partners are working from home that day, 
it might be helpful to take turns with parenting 
duties while the other partner works.

Negotiate
flexible hours

Share
parenting duties
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26% of employees 
in a recent survey said one of 
the benefits of flexible work is
more time with 
family and friends. 

To help create a clearer distinction between work 
and family time, create a weekly schedule that 
incorporates blocks of time covering both aspects 
of your life.

Being an early riser may help you to better juggle 
work and family life. Starting work early before your 
family wakes up might help you to take advantage of 
your most productive working time. However, 
remember to balance the early start with an early 
finish, rather than increasing your hours overall.

Regularly scheduling short breaks to spend time 
with family can give you some breathing space, 
and help you focus better when working from 
home.

Juggling work and family life can be challenging for 
many people. Be kind to yourself on days where it 
seems like nothing is going as you had intended.

Schedule work
and family time

Start work earlier

Promote
self-compassion

Take short
‘family time’ breaks
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Juggling work and family



Making time to chat with colleagues about things 
not related to work can help you maintain closer 
working relationships. It also helps you to feel 
more connected in remote working environments. 
Try starting online meetings 10-15 minutes earlier 
to allow time for personal chats. 

Microsoft’s 2021 Work Trend Index survey 
found that 54% of employees in Asia felt 
overworked, and 38% felt exhausted. 

Burnout is not only devastating for employees, 
but it comes at a high cost for companies too. 
Research suggests that burnt-out employees 
are more likely to take sick leave, and may be 
up to 2.6 times more likely to actively seek
a different job.

Support ing
mental wellbeing

Here are our top tips for supporting 
your mental wellbeing while working
with a hybrid work schedule:

Try starting each day with the calming influence of 
meditation. This may help you to manage work-
related stress more effectively and clear your mind 
for the coming workday. 

Did you know that 
meditation has been

clinically proven to benefit
your focus

and mental
health?

Prioritise time for non-
work communication

Meditate before work
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Encourage your manager to schedule one-to-one 
meetings with you at least once a week. These 
meetings are a good opportunity to check in with 
your manager about your workload and any 
support you might need.

If you start finding that you work better in either 
the office or at home, speak to your manager about 
changing up the days you spend in each location. 
See if you can try different options to find what 
works best for you.

Whether big or small, a win is a win, and it should 
be celebrated. It will help keep you motivated 
while adjusting to a hybrid or remote working 
arrangement.

If you are a leader in your organisation, speaking 
clearly and empathetically about the importance of 
mental health may help some of your teammates 
and colleagues to feel more comfortable seeking 
support if they need it.

Suggest your one-to-one 
meetings be on the phone 
while you both take
a walk outside in
the sunshine.

Whether you are in the office or working from home, 
try having your lunch break outside in a more natural 
environment (if possible). Research suggests that 
being in nature can be beneficial for both our 
physical and mental health.

Spend some time
in nature

To help your organisation make mental wellness a 
priority, you could suggest that they hold a 
company-wide mental health day to show everyone 
that their mental health matters.

Suggest a company-wide
mental health day

Book in regular
one-to-one check-ins Celebrate every win

Demonstrate mental
health leadership

Change up your
working arrangement

13

Supporting mental wellbeing



In a recent global employee health study, 
two-thirds of survey respondents believed their 
employer should spend more on health benefits 
and resources to help them stay healthy.

Maintaining
physical health

If you feel that way, speak to your People Leader
and voice your concerns. You have the power to
take care of yourself, though. So regardless of what 
your employer decides, now is the time to make 
your health and wellbeing a priority.

Here are our top tips to help you maintain your physical health, whether you are working 
in the office or at home: 

Carve out time in your schedule for daily exercise. 
This may help to keep your energy levels high and 
to reduce work-related stress. 

Standing and stretching multiple times during
the workday can reduce fatigue and prevent 
muscle strain.

Seize opportunities 
throughout the day
to be active, like taking 
the stairs or increasing the 
rate at which you do 
household chores.

Stretch it out
Schedule
exercise time
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Seek out
health perks

Encourage your employer to provide a gym on-site 
or gym memberships or fitness classes off-site.

Join in on team
movement initiatives

Participate in a group fitness class or challenge with 
your work colleagues. This can help to boost your 
physical fitness and mental wellbeing.

Rest your eyes regularly throughout the day to 
reduce eye strain. A useful system is the 20:20:20 
technique, which involves looking away from the 
screen at something 20m away for 20 seconds 
every 20 minutes.

Consider eye health

Set reminders to 
stretch and drink
water throughout
your day.

Set aside time at the start of each week to do meal 
planning. With a plan in place, batch cooking 
healthier meals will help you to save time and 
improve your nutrition. 

Plan your meals

Hydration levels can affect your focus and 
concentration, as well as your health.

Stay hydrated
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Maintaining physical health 



Australia

China

Hong Kong

Malaysia
Singapore

Australia 
1300 737 760 (in Australia)

+61 2 9290 9600 (International)
info.au@boardroomlimited.com

Malaysia
+60-3-7890 4800

info.my@boardroomlimited.com

Singapore
+65-6536 5355

info.sg@boardroomlimited.com

China
+86-21-6375 8100

info.cn@boardroomlimited.com

Get in touch
with us today to
take your business
further, faster.

Scan to learn more
about our services

www.boardroomlimited.com
Hong Kong

+852-2598 5234
info.hk@boardroomlimited.com

Adapting to the future of 
work may seem challenging, 
but with these tips and the 
right expertise, your team 
can make the most of this 
transition.

BoardRoom is the leading corporate and advisory services provider 
in the region, with a proven track record of over 50 years. We 
specialise in providing accurate, prompt and reliable corporate 
solutions for every element of your business, including:

About BoardRoom

Global Accounting & Tax

Employee Share Plans
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Company Secretarial

Share Registry

Regional Payroll


