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“Whenever you want to achieve something, keep your eyes open, concentrate
& make sure you know exactly what it is you want. No one can hit their target

with their eyes closed ”.

Paulo Coelho

oW Jes] — dbgae Bgaxdl e

aogalsl

J-o<l
Ui

L ALY A AT Y



401 1 Fdol | rdol |

23 O geala)) (30 (91 8kl Aol 01 (3,0 8l e
BM‘OLEJBM&JBL?Qﬁﬁ .

dagall jlm] (e Cuaie 3S)5 o

lae LU by g (JabIl dileyg 8wl Ol ggume o 43lgall po BlayYL jid o
45130 Ayl g1 BasgJb ygaidl o

When managing virtual teams for the first time, it's normal to feel:

* Somewhat out of control

* Focusing on task completion

* Feeling exhausted by balancing family, childcare responsibilities with office duties

* Feeling lonely or self isolation
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* |f you find yourself falling into that trap, remember to ramp up the personal

connections .

* |t builds team morale - &ultimately, productivity.
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* There’s no way to quickly jump in a meeting room & work something out on a

whiteboard.
* There’s no daily standup meetings to create team cohesion.

* You don’t sit next to your team members all day long.
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A LinkedIn study from October 2019 found that 82% of workers wished

they could work from home at least part of the time

It’s not as easy as it looks.
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How to Become
A Highly Effective Remote Manager?
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1. Maintain Regular Hours
e Set a schedule, & stick to it
e Maintain work-life balance

* One of the benefits of remote work is flexibility, you can extend your day or start early

to accommodate someone else’s time zone
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Automatic time-tracking apps

e Such as RescueTime, let you check in on whether you’re sticking to your
schedule .

* Help you figure out what times of day you’re productive versus slack off .

* You can use that information to reserve your hours of high focus for your most
important tasks.
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PROS:

* Tracks how you spend your computer time, or only apps & sites you want .
* Works across multiple devices. Creates great reports. Graphs & charts.
CONS:

* Free basic one, but the Premium version slightly pricey. Around .ylraey $70

oW Jes] — dbgae Bgaxdl e

aogalsl

J-o<l
Ui

L ALY A AT Y



401 1 Fdol | rdol |

L;-Lu,aj\ éilf&’j) clu,a\ 2

A1y st 5 pne B3 (& Janl ey SLaSe e sl O
A esh 90 (oSNl dudy (59 <Lad] @

2. Create Your Morning Routine

e Deciding you'll sit down at your desk & start work at a certain time is one thing.

e Creating a routine that guides you into the chair is another.
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What in your morning routine indicates you’re about to start work?
* |t might be making a cup of coffee.
* |t might be returning home after a jog.

* |t might be getting a type of dress
Jwearing pajamas is a perk for some but a bad strategy for others.(
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* A routine can be more powerful than a clock in helping you get started each day.

* We say “morning, “but not everyone who works from home follows a nine-to-five

schedule.
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3. Set Ground Rules With The People In Your Space

e Children
e Cleaning house

* Pets

LB (3 cpdrlginll oeadl me duwlisl delsd aus .3

oW Jes] — dbgae Bgaxdl e

JbY| e
Jradl Cadais e

i GLlge> o

Joc!



Jolgall dgus 4

adsg dx Il lagY S e dwbuw e Coyas o

lgdly igmaSdl dala e lp dail doluw cluasd Jacl ¢ ol Ehlusd Jans oS 13 o
o8 plad il gl sulas (S| (2 488 15 8k il ds ge slasll a1 delu @

NEsJENE

m 4. Schedule Breaks
* Know your company’s policy on break times & take them .

* |f you're self-employed, give yourself a walk away from the computer screen &
phone .

. e Alunch hour & two emti-lluf rof dradnats eht eb ot mees skaerb etunim-15
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5. Take Breaks in Their Entirety \{

e You can use an app, such as TimeOut for Mac & Smart Break for Windows, to lock yourself
out of your computer for 60 minutes .

* Or launch a simple clock or timer on the screen when you take a break. If you
return to your desk after only 40 minutes, walk away for another 20.

oW Jes] — dbgae Bgaxdl e

aogalsl

J-o<l
Ui

L ALY A AT Y
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6. Leave Home

* You don’t have to eat out every day, but try to leave your home or workspace
regularly .

 The same advice applies to people who work in a traditional office too: Leave the
building at least once a day. Your body needs to move. The fresh air & natural light
will do you good. Not to crowded public spaces, take a walk, move in the green
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7. Don’t Hesitate to Ask for What You Need

* |f you're employed by a company that supports your work-from-home, request the
equipment you need as soon as possible .
That includes heright monitor, keyboard, mouse, chair, printer, software, & so forth .

e Organizations that are accustomed to remote employees often have a budget for
home office equipment.
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Must-Have Devices for Your Home Office Setup
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* Wi-Fi and Connectivity
* Lap Desk

» Stand-Up Balance Board
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e Ask what itis & how often it’s renewed.

* |t also doesn’t hurt to ask who will pay for return shipping or disposal of outdated

equipment.
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8. Keep a Dedicated Office Space
* A dedicated office & also two computers, one for work & one for personal use.

* This is more secure for the employer & the company to do your private tasks.
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9. Maintain a Separate Phone Number
e Set up a phone number that you use only for calls with colleagues & clients .
* |t can be a free VoIP services such as Google Voice or a Skype number .

* Having a separate phone number helps you manage your work-life balance.

o Josl — dbgazme Goaxll puar

aogalsl

J-o<l
Ui

L ALY A AT Y



401 1 Fdol | rdol |

VPN paziwl .10

Lt St Y 8o uase 1555 ladie (Aol dup 78l dSks) VPN pdsciw! o
ohladly (plaaly Joadl oSbel (3 Wi-FioSs Ji

Jl Usosl) a35all s nibsall gy Lols VPN Olucgoll jasy elliss o
ras sl plasid Lasmsall Ologlanll 0555 &) Cogll #8190 9l palgsdl s

Muaie 0555 OF duzdl (o . J5tall (3 VPNelasd J) Ll zlimiw oYl oda (§ o
Alaas die Bl 8T 09S¢l oYl jus VPNESL

10. Use a VPN

e Use a VPN (virtual private network) whenever you’re connected to a network that you don’t
control, as Wi-Fi at co-working spaces, cafes, & airports .

e Some organizations have their own VPNs for offsite employees to access certain servers or
websites that store information meant only for internal use .

* In those cases, you'll also need to use a VPN at home. It's a good idea to be VPN connected

as often as possible, because you're always safer when it’s on. @_Ml
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11. Socialize With Colleagues

* Loneliness & isolation are common problems in remote work life, especially for
extroverts.

 Companies with a remote work culture usually offer ways to socialize, as chat
channels & meetups.

e Even if you don’t like socializing, give a few interactive experiences a try so that
you’'re familiar with them if you ever decide you want them.
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12. “Show Up “to Meetings & Be Heard

* Certainly, you'll take part in video conferences & conference calls, but it’s a good
idea to attend optional meetings sometimes, too .

* Be sure to speak up during a meeting so everyone knows you’re on the call .

III

e Asimple, “Thanks, everyone - Bye! ”"at the close of a meeting will go a long way
toward making your presence known.
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13. Get Face Time

e Ask to have an annual or semiannual trip in your contract .

* |t could be for annual planning, training, or team building .

* Or business event, such as a yearly fiscal meeting, conferences, or office holiday party .

* For those unexpectedly working from home, set up a video call with your colleagues or
manager
once a week to check-in.

* Don’t wait for someone to invite you to the office or an event. Be proactive.
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14. Take Sick Days
* When you’re not well, take the sick time you need .

* |[fyou're a freelancer who doesn’t have paid sick days, it can be very easy to fall
into the time-is- money trap & try to work through illnesses .

* |n most cases it’s best to rest & get better so that you can be your most productive
self in the long term.
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. 15. Look for Training Opportunities

* When you’re not in an office, you might miss out on training & skills courses that are
taught in person.

40

* Your company might even forget to add you to its online training courses.

. * |t can be tempting to regard this a mercy bullet, but you might be missing out on an
. opportunity to learn something useful.

[.] e Speak up & make sure you’re included.
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16. Over-communicate
* Working remotely requires you to over-communicate .
* When you finish a project or important task, say so.

e Over-communicating doesn’t necessarily mean you have to write an essay to
explain your every move, but it does mean repeating yourself .

* A joke about how you managed to negotiate with the client, you may have already
mentioned it once before, but mention it again and again.
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17/. Be Positive

* Clear messages are great, but the less face time we have with people, the less they
know how to interpret our tone in writing.

* You must be positive, to the point where it may feel like you’re being overly
positive.

e Otherwise, you risk sounding like an introvert. It’s unfortunate, but true .
So embrace the exclamation point! Find your favorite emoji, You're going to need
them.
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18. Take Advantage of Your Perks
* Every week, do one favorable & new stuff, such as bake a loaf of bread. Why ?
* Because we enjoy it &we work from home, so we can!

* Working remotely comes with unique perks. Take advantage of them. You deserve it.
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19. Don’t Be Too Hard on Yourself
* The most successful remote employees have a reputation for being extremely disciplined .
* Everyone has their thoughts drift sometimes.

 |f you find yourself working one minute & booking flights for your upcoming vacation the
next, don’t reprimand yourself too harshly .

* Instead, ask yourself whether people in an office do the same thing. If the answer is yes,
cut yourself some slack, then get back to work.
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20. End Your Day With a Routine

* As you should start your day with a routine, create a routine to close the
workday .

* Do log off a business messaging app, an evening walk, or a 6 p.m. sport class .

e Something as simple as shutting down your computer& turning on a favorite
podcast will do.
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Habits & Tricks

In Remote Team Management
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. Setting Up Your Workspace

m * Set up a designated space to work. Whether you set up your equipment in a separate
room or a section of an existing room, it’s important to have a true “workspace “just
like you would in an office .

_ygo} |

* Work near a window if possible. It can be nice to glance outside to stretch& rest your

. ball
. eyeballs.
(<]
|\

e Aresearch made in the Us shows that the most demanding thing for employees was
to sit in front of windows.
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* Find a comfort shoes just for this purpose. It sounds strange but it helps you feel more
productive.
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* Think about what you want your “meal plan “to look like for the day. It helps to treat
\ meals like they would in the office, & block 1 —12for lunch.

* |f you have a roommate/spouse also working from home & are in a small space,

the night before.

. coordinate call times ahead of time so that there are no surprises. Plan ahead from
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e Tool as Saent which uses a mouse-like device that blocks distracting computer

apps, social media and websites, sends alerts for “time blocking ”strategies and

suggests methods to increase productivity for the individual worker.
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* Use video whenever possible, & turn on your video when you join a video call .

It creates more connection than staring at a blank screen with a stationary picture on it.
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* Schedule meetings with your colleagues in-person. Whether it’s chat, video or a

phone call, don’t wait for a “work reason “to reach out to someone.
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 We don't have to answer an email at 9:00 p.m. when I'm sitting on the couch with our
families.

* |f an emergency arises, you can, of course, make an exception, but try to limit your
work
to business hours only.
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* One the favorites: “I will be happy to look at this tomorrow with a fresh set of eyes
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Tools Every Remote Manager Needs
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m Choose Your Tools

* |s the tech infrastructure in place, and does everyone on your team know how to
use it?

V4

* |f not, productivity will slump and tensions will rise .

* In short, get your team’s input when developing your tech strategy; then make
[.] sure that everyone has the necessary resources and is empowered to use them. |
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. Create a dedicated announcement channel

* |[t's important to have a single place where all employees can go to get information.

40

* You might consider changing the posting permissions & the name
)to something like #announcements or #team-updates).

e Create channels for each project, job or team.
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Google Meet is a video conferencing app .

* |tis the business-oriented version of Google's Hangouts platform & is suitable for
businesses of all sizes.

* The service includes a number of valuable features like screen sharing, recording
options & the ability to dial into a video conference by phone.

Google
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Turn on captions
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White-boarding
» Perfect when we’re remote .

* For visual thinkers, it can be a difficult habit to break when working out of the office .

* We sketch out ideas on a piece of paper, then take a photo with our phones & upload it straight
to conversation.

« We've found that making slides to communicate an idea visually can take too much time-
all that fiddling with font sizes, box widths & arrow alignments.
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White-boarding
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Communications Y Lasy|
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« Easy app el Jguo Baskas @

Voice & video calls, meetings Olelaizly g 4 gse Olel&a oy o

Up to 40 minutes for free, or subscription &3 Jlisk ¢l (o 8T~ Llors 4285 40 (5>
plans

dislall 45l oy @

Screen sharing

Good in training Q ol (§ o

Z00m
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o0& 9l WhatsApp

Emails are still a formal communication vs. WhatsApp or other ones.
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Define all your most-used apps together in one convenient place

oF
33
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Outlook Calendar
Communication

Dropbox
File management

Salesforce
Customer Support

&
box
=
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Google Drive
File Management

Box
File Management

Jira Cloud
Developer Tools
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Adopt Shared Channels

Whether you’re working with a vendor on a project, a customer on a contract or a
partner on a campaign, you can use a shared channel to connect your two
organizations together.
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Always Make Good Calls

e Calls are ideal for one-to-one communication & remote meetings

* Everyone needs to have a quick face-to-face conversation on occasion,

& sometimes a larger, ad hoc group meeting is best.
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Zoom
Communication

Skype
Communication

Google+ Hangouts
Communication

:% GoToMeeting
Communication

© o0

Cisco Webex Meetings
Communication
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- Project Management

e Tools such as Slack (which separates communications by topic so that employees can stay
informed about the projects concerning them)

40

* Looking for an easier way to communicate with team members in real time and over the
Web ?
It has some overlapping functions, but Slack isn't technically a project management and
collaboration tool the way those two are. Its primary purpose is to serve as a messaging
platform.
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Acmelnc. v
) Sharon Robinson

All unreads
Threads
Mentions & reactions

Show more

® Marketing team

design-crit

design-team

Hubspot
social-media

team-chat

™ Announcements

announcements

media-and-pr
released

team-sf

v "7 Pals

Florence Garret
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B Arcadio Buendia, Leland Ygle...

Q Search Acme Inc

#social-media ®
®

821 %1 Track and coordinate social media

&1 1 51 @1

@ Zoe Maxwell 11:56 AM
No! It was my pleasure! Great to see the enthusiasm out
there.
Acme Team APP  12:45 PM
=48  Event starting in 15 minutes:

Team Status Meeting ./
Today from 1:00 PM to 1:30 PM

@ Harry Boone 12:58 PM
™ Quick note: today @Liza will join our team sync to

provide updates on the launch. if you have questions,
bring ‘em. See you all later... er, in 2 minutes &

a, Lee Hao 12:58 PM
W Meeting notes from our sync with @Liza

Post ~

1/9 Meeting Notes

Last edited just now

Zenith Marketing is in this channel

Aa @ © 0

W

w

~
b

?
|

Details X

#social-media

Ex =a &

Add Find Call More
About b d
Topic

Track and coordinate social media

Description

Home of the social media team

a Created on October 18th, 2019

Members 21 >

Organizations . 2.
Pinned ;
Shortcuts 1>
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Plans and Pricing
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Slack has a free option as well as two tiers of paid plans

PROS

Excellent private backchannel. Great
for nonessential communication and
discussion. Wonderful, rich set of
tools and options.

CONS

No calendar, task-management, or
other collaboration features.
Requires thoughtful use to be
effective.

o Josl — dbgazme Goaxll puar

BOTTOM LINE

Slack is an excellent online
communication tool with a rich
collection of settings and options.
It's not a soup-to-nuts collaboration
tool, but there's nothing better for
messaging and back-channel chat.
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® Asana
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Asana

Which allows us to share quick and efficient status updates on each of our

projects to be indispensable.
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ﬂ Design Requests

List Board Timeline Calendar Progress Forms  More..,

New Requests ~ In Progress ~

[otmm—_g

Infographic on productivity

"5 Jul 19 20D
p—

e
Case study layout designs p—
a Aug 47 10 Social media assets

g Monday 5 2
fo=——o]
Poster for volunteer event PR
g Aug 16 ®) Homepage design update

a Today 14 D

JENE/JEONE /N E

Complete ~

Pv— 4
0 /

Featured blog image

(|
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Reference ~

How this project works

Templates and specs

Archives
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Cons & Pros
* |t lacks built-in time tracking and advanced project timelines as a deadline.
* Excels at task management, with a highly intuitive and flexible interface that

makes it easy to work within teams of any size.
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Pricing and Plans

dedzdl o Obgiue dayl 44u) Asana

Asana has four tiers of service

30 Ll @
* Basic (free) (A=)
5)lias]| ®
* Premium )
, Jlocl o
* Business
. ZLM; L
* Enterprise >
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Discord

* Discord is the only real new entry in the apps industry .

e Born as a software to enable voice communication for gamers all around the world.

* |t quickly evolved to support all kinds of communities and now it’s one of the
favorite communication clients worldwide.

* Free
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Figma
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Figma
* Figma is a design tool for delivering pixel screens and interactive user flows
* Live collaboration
* Impressive performance, neat shortcuts, effective smart guides, design tokens

(text styles/colors), win/mac support
* Afree version, and then professional, and organization
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Fiters

£S5 100% ®

Tierrs Wvoce

B Swowinesports

Vassages
T Lecal Sty
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Export - J
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Notion

* Notion is a project management tool for teams or individuals looking to create their own
workspace to get things done.

* The three core features include wikis, documentation and task management, but its flexibility
allows for it to be used in an infinite number of scenarios (just look at their templates section
to see what it can do for youl!) .

* Simple onboarding, neat mobile app, live collaboration features, and 3rd party
implementations
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Notion

= P Tasks &Issues

§ Tasks & Issues

[ Board by Status - Properties
£3 No Status 1 ‘s Next Up
B Button blue hover color [ Fix keyboard shortcuts
# Important Bug ¢ Important
£ Mike Shafer 7 Brian Park M Brian Park

[® Desktop push notifications

Android QA

 Shawn Sanchez

oW Jes] — dbgae Bgaxdl e

Group by Status  Filter

In Progress 2

Offline mode polish

i0S QA

£} Leslie Jensen

Add avatars

Polish

£) Leslie Jensen

Share Updates Favorite ess

Completed

Rename archive to trash

Polish

f Shawn Sanchez
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Notion has four pricing tiers—a Free plan, a Personal plan for $4 a month, a Team plan

at S8 per member per month, and an Enterprise plan at 520 per member per month.
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* Invision is a workflow and project design platform primarily developed for those

creative or design fields, but also used by companies such as UBER who employ a

remote workforce.

.
c m

B3ision - o B
P - =
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IDoneThis
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IDoneThis

is a visually simple productivity app that offers status reports, updates and
management tools for any type of remote team.

iDoneThis Ninjas Cotondar Tags Visums  Sotioos

on Cotocber 2, 201322

2 cxarensts o Eoreun On aster €8

4 October 2013 » Wed Oct 2 2013
"4 i done this R
6 7 8 L] 10 " 12
13 14 15 16 "7 18 19

Tt Afh Drent, Fis man FIRaioondeest Was procuct integrations. - . ==
20 21 22 23 24 25 26

27 28 29 30 N

n Janet Chol
5 Members Shehes a0

D Yo Vet s

WhAt'( yOu G2 SOre On Wedresaiy, Octobes 27

o8 v sty got word chayrg virlusize Chte study. edited, Queued LD & resdy 1o
SO tonece o

e Chan o et

-
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* Invest in a LED ring light, plants, a Zoom or BluelJeans video conferencing account

&a good microphone .

* You'll be surprised how far this goes during video calls. You'll look like a beauty

YouTuber.
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A Tip For Small Teams

You can work across online document sharing platforms like Google Drive
and have one online to-do list (such as Wunderlist or Asana) to collaborate on tasks

and projects.
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Preparation is Everything

* Groups, documents, & processes should be prepared down to the very last detail .

* |f you know exactly what to do, it is likely that the people you are guiding through

the process will do too.
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m * The good news is that 39% of employees working remotely from home complete their

tasks faster than those in the fixed workplace, according to researches.

* In order to set them up for success, managers should make the expectations crystal

clear by discussing their duties and responsibilities and let them know:
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The top priorities, and what can wait for now

The project or task that should be done - a well-defined deliverable
The quality standard expected, and how to maintain it

The deadline!
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Continuous Communication

* To keep the team-spirit up, it is crucial to have constant check-ins .

* |n project teams, usually have daily stand-ups in the morning, & check-in over the
app you use as Slack many times over the day .

« Remember to talk to one another, as the social distancing can make people feel
quite lonely.
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* Our coworkers can no longer see when we’re away from our desks, so set a custom
status to let everyone know that you’re stepped away, or that we’re offline, or on
calls.
* Use custom statuses (and associated emoji) heavily, to let people know at a glance if

we’re out on vacation, in transit, in @ meeting, or say, working remotely.
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* For a weekly meeting, set a specific time of the day by which everyone should

post their status in a channel for that project.
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* Individual communication is better if you need to follow up on every single employee.

* Direct messages also play an important role .
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e Say it with emoji. Instead of repeating “thank you,” “you made a good job “or
“nice work.”

* Small things matter, good or bad word affects our psyche
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* You can use video conferencing to recreate social contact .
For example, the whole team can meet for a a gnirud llac oediv etunim-30

lareneg ni efil tuoba tahc ot kaerb hcnul dezinorhcnys.
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* Make sure that everyone gets heard .
* Ask questions to specific persons.
* Do a proper check-in, & a proper check-out to make sure that everyone is on the
same page &to keep people updated .
* Another thing that is great to do is to check that people are hearing by merely
asking one person, “Ahmed, do you hear me.”?
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e The duration of the stand-up meetings should not be longer than 15 -10 minutes .
e Separate meetings should also be scheduled on a weekly and monthly basis to track

the progress of projects.
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A clearly Formulated Action Plan

* Whenever you are leaving a meeting, decide on what needs to happen until the
next time.

* |tis also crucial to write this down & shared in the group so that no

misunderstandings occur.
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Protect Your Prime Time
* Make sure the first 60 to 90 minutes of your day are dedicated to your most
important tasks.

* |dentify your prime time and block it out; avoid distractions during that time.
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* Making too many decisions in the morning will slow you down and drain your
brain for the rest of the day .

* Prepare from the day before
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e Focus on results, as a constant reminder of the team’s purpose

oW Jes] — dbgae Bgaxdl e

Joc!



G gl 91 Aungy Dlglas o dsdiall (3o O @)l eliael (o g5 K @
S 32,80 Slghas ) BLAYL cabgo JS)
* For every type of team member, it will be helpful to set either daily or weekly

milestones for each worker within their assignment, as well as team milestones.
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* Try to keep routines that proved productive in the past, such as weekly report
rounds and coffee breaks to discuss best practices.

* Cancel meetings that are no longer helpful.
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m Manage Expectations & Rumors

* Your company is losing revenue, and layoffs may be inevitable.

* So, what do you tell your employees? No use in scaring them but lying isn’t an
option either.

* Just communicate what you can with honesty and clarity. Counteract gossip and
misinformation with facts; make only those promises that you can keep.

4
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* Time spent learning and understanding the communication styles of your team will
have an exponential effect on your efficiency - especially now that we are all
working remotely .

* So, connect with your team daily, and make time for 1-ot-1s.

* Virtual teams suffer when the boss is seen to be favoring certain individuals,
granting them better access to information or resources.
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Connect With Your Clients
e Use this time to communicate with your clients proactively .
* Give them updates, helpful strategies for coping in their market.
. * And keep in mind that many of your clients are sitting at home right now looking
for quality digital content .
. * |Instead of canceling that event, can you just move it online?
* |In short, get creative with virtual possibilities. You might find a new product line
just waiting to be developed. agapts)
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Use The Disruption To Innovate
* The crises are being blamed for pushing some companies into insolvency.

e Butit’'s also creating a business boom for others. Amazon is hiring 100,000
workers to meet new e-commerce demands, and groceries.

* |f you offer video conferencing or medical services, it’s a no-brainer.
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Managing A Sales Team Remotely
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Besides sales metrics, managers need to keep in mind aspects such as:

* Sales processes
e Communication

* And especially the creation of a remote work culture that employees are committed to

do everything they can to make it work for all stakeholders: bosses, coworkers, and

customers.
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e This is the time to leverage the capabilities and advantages of cloud-based technology.

e Data doesn’t have to be siloed, or resting in computers that only a few employees have
access to.

e Data is here to be used, to optimize everyone’s work and, most importantly, to make

decisions that help your company grow.
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* The technology is there, and in order to get the most out of those investments and
truly make a difference in the company, a new culture needs to emerge .
* Just as Rome wasn’t built in a day, no change can come unless managers and
employees take the first step towards a culture that embraces innovation and

seizes new opportunities and trends.
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Tracking People’s Time

e This is especially important if your employees are hired per hour .

\  How can you make sure that they're working the corresponding hours each
day/week ?

. * There are time tracking apps such as Screenshot Monitor, that will allow you to see

how many hours your employees are working on projects, and compare it with the

ol | rgol |

aogalsl

J-o-<l

o Jes] — dbgaze Bgaxl paxr W

[.] invoices they send or the contract terms.



& James Hetfield @

< jJanuary 2019 »

7h 58m

Veok 3th4dm - Moath 55h 39m

12:45am - 2:40am O (S Text review

401 1 Fdol | rdol |

Screenshot Monitor

Time tracking software for remote, office and freelance employees

All times are UTC8 ©
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* |f your company doesn’t work on hourly contracts, but project-based or according to

JENE/sJENE

specific results, project management software such as Trello can work to track how

. many of those goals are met: how many calls were made, how many new leads,

. customers served, and more.
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Choose The Right People

* There are some attributes to consider, such as discipline, proactiveness, being a self-starter,
and efficient time and stress management .

* Since they’re "on their own" it’s important they feel personally responsible for getting things

done, and communicate constantly with managers and coworkers as necessary.
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e Deadlines need to be defined according to detailed and realistic project timelines, so your team
knows what needs to happen now, and next, until the whole project is successfully completed .
e Action plan
* This cannot happen without remote team collaboration tools such as Google Suite and Quip

(Salesforce).
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& Google Cloud

G Suite
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* As they say it themselves, with Quip employees can be on the same page without
being at the same place. It combines documents, spreadsheets, and chat, to help
distributed teams to work together effectively .

» Salesforce has made Quip available for free for a limited version.
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Reporting and Tracking

* Some salespeople may neglect to document each meeting and relaying the
information to the head office.

 |f they are using a CRM system, this will still require data input at regular
intervals .

* A remote sales team member will have to be self-motivated to provide this
information, so that the overall team activity can be tracked and evaluated.
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e Using a CRM (Customer Relationship Management) system will allow your team
members to track all of the client contacts and activities, without relying on
written notes or verbal updates .
* A CRM system can monitor sales leads, activity, progress and outcomes .
 The numerous CRM system software programs available can be integrated with
other communication modes, and are available with mobile apps and desktop
browser capabilities.
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Underperforming Team Members

First of all, you can detect problems the team is facing that you maybe weren’t aware of:

« Communication problems among team members
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A tool not working correctly

W\wbb\j&by}j °

Non-cloud based solutions that cause double data entry

Duplicate efforts, errors, and data not synced between systems

Conflicts will increase if you won’t intervene between the two colleagues

No one solution can fit all
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Reward Your Thriving Team Members

* How about your top performers, those that consistently meet deadlines and reach -or
exceed - sales quotas ?

* In the working remotely, an “employee of the month “card in the office might not be
the best way
to show recognition.
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* Mentions in the company chat can go a long way to show someone he/she is
appreciated.
e Other perks such as rewards to meeting specific goals, bonuses,

training/certifications at no cost to the employee.
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* With a remote sales team, watching salespeople’s interactions with leads and
customers is not always a possibility .
* That’s why it's important to have processes in place that provide direction and clarify
what’s expected from them every step of the way. The road is always the most

Important.
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Milestones and Benchmarking

* No sales team can succeed with undefined goals.

* Sales forecasts are only meaningful if they are backed up with clear benchmarks for
progress
from the sales lead to close a new or recurring contract.

* Milestones can be reviewed at bi-weekly or monthly videoconference meetings to
encourage remote sales team members to be prepared with progress reports.
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m Ongoing Training
\  Remote salespeople may not have the same training opportunities as office based

staff.
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e Use a powerful project management tool such as ClickUp, that has features enabling

you easily to map your processes as project templatesand recurring tasks .
* You can have templates for processes such as sending a cold email, creating a

proposal, presenting a demo and so on.
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* |t's also vital that your salespeople judiciously allocate and spend their time on the

right opportunities .
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* There’s no point in getting distracted and spending excessive time on leads that are

. too small or have a low probability of conversion.

40
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* ClickUp pricing is $5.00 per month, per user .

 Thereis a free version of ClickUp .

Pros and Cons

@ Keeping tasks organized
@ It is extremely user friendly and offers a lot of help if you are lost.

@ It maybe could be more simple. Creating a task has so many features you can include
that it sometimes may be tough.

oW Jes] — dbgae Bgaxdl e

aogalsl

J-o<l
Ui

L ALY A AT Y



Hargdie lgde Jony (&) (oyally 2o)licedl 25 Time Doctor Jie cdg)l 255 3lal el o
OIS (s Lon 1 pgadl Byl @lle JShs A JB LSy e

* Use a time-tracking tool like Time Doctor to keep track of which projects and

opportunities your salespeople are working on .

* As management Guru Peter Drucker said: “What gets measured, gets managed”.
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PROS CONS
v Robust employee monitoring functionality. — Qutdated user interface (Ul).
v’ Ability to create invoices from within the app. — Stopwatch feature needs desktop application

v Ample integrations with services like Asana. or Chrome extension to work.
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