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Introduction 
 
It’s clear from current research and experience that distance teams and 
teamwork is a growing reality for most organizations. In short, the remote 
workplace isn’t going away.  
 
When you are physically separated from your team as you typically are 
when remote work is a significant part of your workplace dynamic, 
managing team relationships and getting the job done can be more 
complex than when you’re face-to-face or co-located.  Therefore, it is in 
your best interest to take responsibility for establishing, nurturing, and 
maintaining relationships with your team members.   
 
This booklet is designed to make your job of working with your team and 
managing those relationships easier for you. Through a series of tips to 
provide quick memory joggers or ideas for you to act on, this booklet will 
help you be more effective and productive while working remotely. 
 
 
 

Establish trust 
 

1. Be consistent and reliable in all your actions. In order to be 
trusted, you need to be predictable. People need to know and 
understand how you will behave when they interact with you. 

 

2. Honor the commitments that you make. People trust those who live 
up to their commitments. Making good on your commitments, e.g., 
meeting deadlines, is crucial to building trust. 

 

3. Be available on a consistent basis and maintain those hours. You 
need to maintain regular office hours. Others need to know when they 
can reach you and that you will respond. 

 

4. Be honest in everything that you do. Sometimes easier said than 
done, but it is a cornerstone of trust. 

 

5. Maintain confidences. No one trusts a gossip. Develop a reputation 
for holding secrets by not sharing them with others. 

 

6. Avoid whining about others or the organization. Being positive 
takes a lot less energy than being negative. People tend to trust those 
who have a positive outlook. 
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7. Be consistent with how you interact with others. Try to keep an 
even emotional “keel.” Being moody makes you unpredictable to 
others. 

 

 

 

Keep your boss informed 
 

8. Maintain frequent contact with your boss. While you may crave the 
independence that remote work offers, keeping your boss informed is 
simply good judgment. 

 

9. Never surprise your boss. Keep your manager informed about the 
good and the bad. Better he/she hears bad news from you than from 
someone else. 

 

10. Use every available means to keep your boss informed. Don’t rely 
on just the phone to stay in touch with your manager. E-mail and voice 
mail are also extremely effective ways to stay in touch. 

 

11. Send your boss informational updates frequently. Send your boss 
informational updates on a regular basis—particularly as it relates to 
your goals and objectives. 

 

 

 
Know your team 

 

12. Identify who is on your team—beyond those that are formally a 
part of it. Look beyond your immediate co-workers to identify who 
else supports you or is critical to your success. For example, the folks 
in Information Technology may be critical to your success, even 
though they are not in your department. 

 

13. Who do you need to involve in order to be effective? Think 
systematically about whom you need to involve in order to be 
successful. Actively nurture that network. 

 

14. Stay connected to members of your team. Too often, if they don’t 
hear from you, people assume you’re not working or not interested in 
them. 
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15. Stay in touch with your team for both task and social reasons. 
Don’t assume that working effectively with your team is all task 
related. Make an effort to connect with people for social reasons as 
well as work reasons. 

 

16. You have to take the initiative to connect—don’t assume that 
others will take action. You have to be proactive in connecting with 
others—simply sitting back and waiting for others probably ensures 
that nothing happens. 

 

17. Make connecting with your team part of your daily to-dos.  
Connecting with someone on your team should be a daily activity. The 
more you connect with them, the more they will reciprocate. 

 

18. Remember special events (birthdays, etc.) of teammates. It 
doesn’t take much time, and people appreciate it—and remember it. 

 

19. Attend team events in person whenever possible. Make the extra 
effort to participate in person whenever possible.  

 

20. Volunteer for projects to keep your name in front of others. 
“Visibility” doesn’t hurt. Making the extra effort to volunteer keeps you 
visible and connected. 

 

 

 

Be accessible 
 

21. Be accessible by multiple communication methods. People need 
to know that they can reach you when they need your help or input.  
 

22. Use all the technology available to improve your accessibility. 
Give yourself the best possible chance to be easy to reach. Be 
creative in making sure you are accessible. 

 

23. In order to be seen as accessible you must be responsive—
return communication ASAP. Under commit and over deliver on 
this. 

24. Network constantly—both inside and out of your organization. 
Set a goal each week to add at least one person to your network. 
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25. Keep in touch with people by “checking in” on a regular basis. A 
simple call to just see how someone is doing can really works 
wonders in building rapport—and in letting them know you’re 
accessible. 

 

26. Volunteer for projects outside of your  area of responsibility. Not 
only will this improve your “perceived” accessibility, it may improve 
your knowledge and skills as well. 

 

 

 

Manage your career 
 

27. Make sure that your boss is aware of your career plans. Clearly 
communicate your intentions and goals on a regular basis. 

 

28. Hold periodic career planning discussions with your supervisor. 
At least once a year, initiate a discussion with your manager regarding 
your future. Place emphasis on what you could be doing to improve 
your skills. 

 

29. Take classes and seminars that will broaden your network and 
areas of competence. Manage your own development—set up a 
development plan for yourself and stick to it. 

 

30. Get results—people who get results are promoted. Nothing 
predicts future success like success in your current job. People who 
achieve get noticed. 

 

31. Make it clear to others in the organization that you plan on doing 
more than your current job in the future. Talk with your manager 
and other leaders about what you could be doing in the future. Make 
sure leadership knows you plan to do more. 

 

32. Be sure people know that you are committed to the 
organization—often people falsely perceive that remote workers 
are less committed to their work and the organization.  Help 
people understand that just because you’re working remotely doesn’t 
mean you’re not committed. (In fact,: if it comes up, you can point out 
that you’re more productive now!) 
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Ask for help 
 

33. You’re not an expert on everything even though you work 
alone—ask for help when you need it. Just because you’re working 
at home doesn’t make you knowledgeable about everything. Get 
assistance from others when you need it. 

 

34. Analyze your personal ROI—get someone else to do tasks for 
you that don’t maximize your time and effort. Too often when we 
work off-site, we take on tasks that aren’t good uses of our time or 
talents. Don’t assume you have to do it all yourself. 

 

 

 

Interpersonal skills 
 

35. Master good interaction skills to make the best use of your time. 
You waste your time and the time of others if your interaction skills 
aren’t effective. Practice being clear, concise and to the point. 

 

36. Listening is a critical skill when working from a distance—prove 
you’re listening by summarizing frequently. Simple silence or 
saying you understand does not convey that you’re really listening. 
Listening is an active process, and summarizing is a key part of that 
process. 

 

37. Establish a purpose and outcome for every discussion you hold 
with someone else. Being clear with someone from the outset of a 
discussion will contribute substantially to a successful outcome. 

 

38. If you’re just sharing information, use the most efficient tech tool 
available. While connecting ‘live’ by phone or other real-time methods 
can be good, it might be a time-waster for some information sharing. 

 

39. Eliminate background distractions such as TV, music, or pets. 
Not only does it distract you, it distracts callers as well. 

 

40. Ask questions. You get a lot further and gain more commitment from 
others if you ask for their ideas rather than immediately providing 
yours. 
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41. Remember, people can’t see non-verbal cues when 
communicating without visual connections.  Remember to express 
verbally any ideas, thoughts, or reactions your can’t share visually. 

 

 

 

Technology 
 

42. Use technology wisely to communicate with your team. In many 
cases, it’s quicker and more effective to connect by phone. (This is 
particularly true if email exchanges have become lengthy or negative.) 

 

43. Limit the number of people you copy on e-mails. Make sure you 
are sending messages to those who truly need the information. 

 

44. Use e-mail to exchange information, not for an extended 
dialogue. E-mail should be used for information exchange, not for 
discussions or decision-making – agree with your team members on 
the tools to use for different needs. 

 

45. Don’t e-mail when you should be talking. Particularly if you need to 
convey emotion, ‘live’ interactions are far more effective. 

 

46. Don’t try to convey emotional content in e-mails; emotions can 
be misunderstood in e-mail. If you have strong feelings to convey or 
listen to, connect using a real-time option. 

 

47. Update your calendar regularly regarding your availability. Team 
members need a clear understanding of when and how to reach you. 

 

48. Analyze when it is necessary to have a “live” conversation 
versus using e-mail or some other communication tool. The key 
here is using the tool that is most effective—not necessarily what is 
the quickest. 

 

 

Delegation 
 

49. Delegate to others when you can, both to ease the burden on you 
and to create a developmental opportunity for someone. While 
delegation can be tricky, consider to delegating to others when 
appropriate. 
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50. When delegating make sure you are delegating to the “right” 
person. Make sure the person you are giving a task to is capable of 
doing it. 

 

51. Be clear about what is being delegated and the associated 
responsibilities. Too often delegation fails because we are not clear 
about what is expected. When delegating, it is better to err on the side 
of more direction rather that less. 

 

52. Follow up is the key to successful delegation. Don’t assume that a 
delegated task will be completed without your follow up. 

 

 

 

Performance management 
 

53. Make sure that you have clearly established goals and that your 
team understands them. Your team needs to understand what your 
priorities are—both for clarity sake and because you may need them 
to help you achieve your goals. 

 

54. Document your own results and actions. Don’t assume that 
someone else is aware of what you have been doing. Keep your own 
records. 

 

55. Focus your actions on those areas that have the greatest payoff. 
Set your priorities and work on the high priority, high payoff items. 

 

56. Create clear agreements on all decisions you and your team 
reach. Summarize agreements in writing and distribute the 
agreements to your team. Eliminate ambiguity by keeping 
documented records. 

 

57. Clearly state the needs and expectations regarding any project or 
decision. You need to be clear about what resources you need in 
order to be successful and what help you will need from others. 

 

58. Document any agreements or decisions you and your team 
reach. You want to minimize confusion down the road when 
memories have blurred. Keep written records to avoid having to rely 
on someone’s less than perfect memory. 
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59. Live up to the agreements that you have made with your team. 
The surest way to erode trust and rapport among team members is to 
miss deadlines or not follow through on commitments.  

 

 

 

Conflict 
 

60. Take action to resolve conflicts quickly. Procrastination in dealing 
with conflict usually makes resolving the conflict harder, not easier. 

 

61. Conflict can occur due to personality, missed deadlines, or other 
factors—ignoring it makes it worse. Take action to address conflict 
or disagreements as soon as possible. 

 

62. When confronting someone about a disagreement or conflict, ask 
a lot of questions. You’ll go a lot further and faster if you ask for the 
other person’s ideas and perspective rather than just sharing yours. 

 

63. Listen to what the other person has to say and summarize what 
you are hearing. Summarizing is active listening. When you 
summarize, you let the other person know they have been heard. 

 

64. Recognize that some team members may resent you because 
you work off-site. Take action to address this if it occurs. 

 

65. Confront discontent. Don’t procrastinate on potentially unpleasant 
situations—delaying only makes things worse. 

 

66. Summarize your understanding frequently during a conversation. 
It’s not helpful to summarize at the end and not be accurate.  Check 
for understanding and summarize throughout a discussion to confirm 
that you’ve heard accurately.   

 
 
 

Holding productive meetings 
 

67. Learning how to hold productive, effective meetings is a critical 
skill for remote team members. To make good use of your time and 
that of your co-workers, plan for effective, efficient meetings. 
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68. Always establish an agenda and time frame for meetings you are 
leading. Setting an agenda (distributed in advance to everyone) and 
maintaining a schedule helps everyone focus and stay on track. 

 

69. Make sure that someone takes notes and distributes the notes to 
the team for any team meeting. It’s important to have a record of 
who’s doing what, decisions made and due dates that you and the 
team can use for reference. 

 

70. Make sure you involve everyone throughout the meeting—this is 
especially hard when people can’t see one another. For virtual 
meetings, you will need to call on people or poll people to make sure 
everyone is engaged and contributes their ideas. 

 

71. Make sure everyone has or has access to any materials or 
visuals for meetings. Advance planning is important. Part of the 
leader’s role is to make sure everyone has everything they need to be 
engaged and able to participate during the meeting. 

 

72. Establish guidelines for virtual meetings to minimize 
unproductive confusion.  Because we sometimes can’t see one 
another in virtual meetings, there is a tendency to “talk over” one 
another. Set ground rules for handling interruptions and facilitating 
participation. 

 

73. Remember that you can say “no” to taking on more work. We all 
want to be good team members, but sometimes you need to say no 
when the work doesn’t meet your skills or you can’t do it justice in the 
allotted timeframe. 

 

74. Team members may assume that you’re not doing much because 
they can’t see you doing it—communicate clearly and often 
about your accomplishments. Often you will need to do a little “horn 
blowing” when you work remotely to make your accomplishments 
known. 
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