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Remote working is where we are not co-located or in the same mind space as other colleagues. There 
are three types of remote working, these are: 
 

 By location 
 By time 
 By culture or language 

 

Remote working offers many advantages as it allows for increased flexibility for homeworking around 
childcare issues for example, it allows for greater coverage of time through shift working.  It is a very 
common and increasingly common method of working, but it does have some drawbacks that we need 
to be aware of.   Communication and connection are the two biggest issues any remote manager will 
face.  When you are not located with somebody you miss the ‘chatter’, that provides such vital 
information regarding progress and general wellbeing of our teams.  Replacing that communication 
and connectivity is the most effective method to overcome the drawbacks and realise the true 
advantages.  Here are 10 tips for effectively managing colleagues as a remote manager. 
 
1. Set a cadence for regular communication. Each day begin with a short 
stand-up for your team to check in with one another. If someone can't 
make it, let them text or Slack their updates to the team or yourself and 
offer to speak on their behalf. Secondly, set consistent team meetings. Adjust the frequency based on 
what's needed. Always provide an agenda ahead of time and follow it. Thirdly, allow time for one-to-
one meetings with direct reports. Be sure to include two-way communication so that you're getting the 
information you need from them and they are getting the information they need from you. 
 
2. Ensure you have the right tech and tools in place to communicate frequently and effectively. With 
all the app and mobile options, don't rely solely on email. If you decide to add a new app or 

communication channel to the mix, make sure your employees know 
how to use it. I once heard a manager tell her employee, "Email me if it's 
not urgent. Text me if you need me to get back to you in a couple of 
hours. Call me if I need to pick up right away." Think of the whole picture: 
What tools and communication channels can you use for general 
conversation, collaboration on documents and managing projects? 

 
3. Always use video calling when you can. "Face-to-face" time provides a lot more 
context. It isn't an exact substitute for the real thing, but video calling allows you see 
your co-workers’ emotions, facial expressions and quirks. Video calling can make 
you forget you are remote from co-workers and provides many bonding 
experiences. 
 
4. Communicate any rules, expectations and norms. One of the perks of working remotely is that you 
can throw that lingering load of laundry in while you're taking a call. But be sure to communicate any 
rules and norms and be the example for what you expect from your employees. If you need to run out 
for an appointment or errand, set your online status to say so and provide alternative ways for your 
employees to contact you. 
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5. Be respectful of others' time and situations. There's nothing like 
staring at a computer screen 10 minutes after when a meeting was 
supposed to start or being muted because of an echo when you 
wanted to say something. Be empathetic to others' remote situations 
and ensure factors like timeliness, a good Wi-Fi connection and 
dependable collaboration tools. 

 
6. Be flexible. Many remote employees are working across different time zones and have various 
obligations. In some cases, team meetings need to happen at night to ensure all participants can be 
present. Rather than setting them for 6:30 p.m., when one group of employees is having dinner with 
their families, offer to make it earlier or later. 
 
7. Increase communication around tracking KPIs or goals. Send 
out regular weekly reports to all employees contributing. Ping 
your team daily on your instant messaging system. Or, shoot out 
a celebratory text when a goal has been met. Don't let your 
employees veer off track because you're not consistently 
reminding them of what they and the team are working toward. 
 
8. Be intentional about setting a culture. Beyond the obvious, share with your team what behaviours 
are being rewarded and what ones are being punished. Exhibit the behaviour you want to see in them 
and then be consistent. 
 
9. Do the small things. Post a funny gif on someone's birthday. Send an e-card or e-gift card if they're 
celebrating a life event. Ask how their day is going or what they did on the weekend. If they're sick, 

send soup to their home. It's the small things that 
people always remember and talk about. 
 
10. Have real face time. If you're a remote 
manager and you have a team working in an office, 
visit them whenever possible — once a month, 
once a quarter, as frequently as possible. Once 
you're there, spend time with them. Take them to 
lunch, engage in conversation or intentionally plan 
collaboration sessions. 

 
Working remotely can be as enjoyable for yourself and your employees as you want to make it. These 
considerations will give you a leg up in the game. But above all, stay consistent. Humans tend to be 
creatures of comfort and certainty; they like to know what to expect and what is expected of them, 
especially in the workplace. Finally, have fun with it. Your playful nature will come across and make 
everyone's time more enjoyable. 


