[bookmark: _Hlk37683589][bookmark: _GoBack]BEST pRACTICES FOR WORKING REMOTELY #3:  clear, consistent communication and video conferencing 

Prioritize Clear, Consistent Communication

1. Our work situations may be very different now, and we are challenged to maintain both productivity and good relationships. How do you do that? 

Start by making a list of all the people you typically communicate with in person, then add the most frequent email and phone contacts you have. Consider what is lost because you don’t have that daily voice, visual, or even email presence with those key “customers, internal or external”.  That is why it’s important to have a plan to keep connected with people at least once a week.  Our professional and personal social connections support our mental health, as well as the exchange of critical work information. 

If you are managing a remote team, this exercise is fundamental to keeping in touch with team members. 
Now is the most important time to clarify expectations. You can conduct mini-check ins to maintain the connection and support accountability.

2. Have you noticed that some of your work emails have a tiny bit more of a personal touch in them? That’s not only okay, it’s very useful.  We were all thrown into isolation of many varieties, and some of it has come at lightning speed. So, the challenge is how to both humanize our current work relationships and still get the desired work products. Stay aware of generational differences and preferences in how we communicate.  Ask yourself, “How can I still personalize my contact with this coworker even with distanced communication?” 
3. Carefully proofread your emails. With so many things on our minds during this time, it’s easy to forget to manage the tone of our messages.  And, using the “review” function on your emails pays big dividends in maintaining your professionalism.
[bookmark: _Hlk38457903]3.   Be one of those people others want to communicate with. 
Everyone is carrying extra stress during this crisis. If you are being polite, friendly, professional in all your communications, people will seek you out.  Notice the natural strengths this person brings to their work. Mention those strengths, gifts, or “superpowers” to them in the form of a compliment.  It might sound something like, “Linda, your responsibility gift/strength is in full play as you continually update tons of data.  Then, you audit it to make certain it is correct.  That adds so much credibility to our team.  Thank you for being so conscientious, especially on huge, detailed data management projects that impact thousands of County employees.”  Mark Twain said it well, “I can live for two months on a good compliment.”


Videoconferencing  Use
1. Use these tips to be your best self on video conferences, which many of us are experiencing for the first time.
	Your Remote Meetings Don’t Have to Feel Remote (Harvard Business Review)
Virtual meetings can often feel impersonal, awkward, and isolating, but there are ways to make them feel more intimate. For starters, if you’re the host, arrive a bit early to the video conference so you can greet people as they pop up on your screen and engage in a bit of friendly small talk. Encourage attendees to turn on their video — let them know ahead of time if it’s a requirement so they have time to prepare (or look presentable). Use people’s names and invite them to participate, if they feel comfortable doing so. Create warmth by looking directly into the camera to make “eye contact” with your participants. And make sure that the camera angle is at a comfortable level for others to see you — you don’t want your audience to have a great view of your nostrils! Remember to smile, insert an occasional laugh, and convey a friendly, engaging tone. It might feel awkward at first, but it doesn’t have to feel phony. You’re creating an inviting atmosphere and helping people feel present and connected during a trying time for all. 

This tip is adapted from “Virtual Meetings Don’t Have to Be a Bore,” by Andy Molinsky



2. If you are using Teams on  Office  365, you can find helpful tips in a video on CountyIdeas.  Click on Office 365 at the bottom of your KeystoneYOU home page to access it.
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