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[bookmark: _Toc67739078]Part 1

[bookmark: _Toc67737914][bookmark: _Toc67739079]1.1 Introduction

This report is going to look into managing remotely, what benefits there are to this style of managing and also the negative side to it. As technology moves forward in the 21st century are we finding it easier and more productive to manage in this way? Are your colleagues and hierarchy much happier communicating remotely. More importantly, is this the best way forward for business and growth. I will research these theories and produce this in my report.


[bookmark: _Toc67737915][bookmark: _Toc67738334][bookmark: _Toc67739080]1.2 How to manage a remote team

In this research I will find out the upsides and downsides of managing remotely, compare them and come to a conclusion whether this system is a better way of working for managers than the traditional way in office buildings etc.
Horne (2020) questions CEO’S from a variety of companies and finds out what benefits work when remote managing from the interview process onwards. Horne finds that you aren’t limited by geography when seeking a talented workforce all you need is a computer and stable internet connection meaning you could be hired from anywhere in the world miles away from each other, on the downside you will not get non-verbal cues from that person such as body language and passion for the role which you would get in a face to face interview. Also another plus side is that you don’t need to pay for office space for your team therefore saving of thousands of pounds potentially for that company.
There is an argument whether your employee’s get a better work-life balance working remotely as Batyr (2019) explains. She currently works at Zima media which has seven employees all over the world and believes there is a case for both sides of the argument. She asks a number of entrepreneurs from different industries in her blog about their thoughts and feelings and finds that it is most important to get the work-life balance correct to enjoy it, as you have control of your time. When using your time effectively by taking breaks, socializing with friends and engaging in exciting projects then this works well for the employee. On the downside it can cause you to be isolated and lonely, make it easy for you to keep working late into the night and waking up and checking emails or messages instead of a normal routine of having breakfast and spending time to plan the day ahead. Managers would need to make time for end of day sessions possibly to gather thoughts and feelings of employees to ensure productivity is to a maximum.
In house distractions can also be a negative when working remotely, your manager may need to speak to you and all of a sudden your doors being knocked or maybe the house phone is ringing. Therefore making a longer day at work and as a manager you may not to be able to get an answer from that employee therefore setting you back also.
Therefore the upside of managing remotely are working from home and enjoying a better work/life balance, being able to plan team meetings and only doing this when necessary. An increase in productivity. Parikh (2019) finds in a study over 9 months that workers were 13% more efficient than in-office employees also 6 of the 9 people included in the study took significantly less sick leaves and the remainder did not take any at all. So here they have found that flexibility increases productivity as remote workers have 24 hours to finish set tasks whereas those in office don’t have these privileges.
However this way of managing can adversely effect your colleagues as they are isolated and don’t share passive information (helpful tips from other colleagues and general new information) with face to face interaction. Going to online meetings that may last longer then expected due to high volume of issues or an information sharing session that genuinely don’t apply to you. As a manager you are also not able to gage whether the employees are having a bad day and something may be on their mind therefore affecting their work.



[bookmark: _Toc67737916][bookmark: _Toc67738335][bookmark: _Toc67739081]1.3 The pros and cons of managing a remote team 

Not being in the office with other colleagues and also managers makes communication top priority, therefore having the appropriate tools are essential. Firstly a laptop with a good internet connection then applications such as Skype and Zoom to video call your team. Which will be important for team meetings and also any updates within the workplace. Secondly chat tools such as Slack or Skype for quick answers from colleagues you may need help from such as a different department, a manager or someone regarding information on a topic you are discussing with a customer. 
As a manager it would be of high importance to plan and communicate correctly with employees. Making time such as in the morning and after work even if it is 15 minutes or so daily, to answer any questions employees have and also any issues whether it be personal or something totally random it is imperative to make sure everyone is ready to begin the next day with a clean slate, as Gleeson (2020) explains in his theory  “This may seem like overkill, but for managers and teams new to remote working, this is key”
Organising a work plan for your team whether it be weekly or monthly, by setting team goals and individual targets. This is to make sure your team knows what you are set out to achieve and the time you are going need to achieve it by. There are also things you need to consider when leading a meeting as Mesaglio (2020) explains such as the length of the meeting, does it have to be long or can you finish within a short time frame and make it more it productive and to consider when a meeting is necessary. Are your workforce happy with the amount of meetings or do they prefer to keep it minimal to make sure work targets are met.
Set a team building exercise to build confidence within your team and enhance trust between each other as this is very important as you want to know your colleagues can trust your way of managing whether it be an exciting project online, meeting face to face once a month so they can get to know each other and giving positive feedback more often too boost team morale is also needed after working alone for long periods of time. Sowierszenko (2020) explains how important it is to have a working relationships to improve communication between colleagues, find any hidden talents and break down barriers between individuals within the team.
It is said that 50% of the UK workforce will work remotely by 2021 and trust is a fundamental requirement between two parties that do not see each other. Bannister (2020) argues that trust is key and also key to any successes withing the team, more meetings and colleagues sharing information is imperative.
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Overall I have concluded that it there are many benefits to managing remotely as you can scout talent from all over the world therefore getting the best of the best to work for your team and also open up your brand to more countries. You can check in with your team easily during skype meetings, deal with employees just as well as you would in the office and enjoy a work-life balance as you would have a bit of both.
Also be aware this way of working is not for everyone, you may miss great employees that are nearby as they don’t want to work in this way. Also you can tell what mood certain individuals are in visually when they are in the office building with you, if they were home you may find it difficult as to why they were having a bad day if they did not confide in you via chat or a phone call.
There are many pro’s and con’s as to why this way of working is great or it is not. It all depends whether the manager can use their skills to make it beneficial and take advantage of all the plus sides of managing remotely and turn the down sides into something positive for themselves and their team. I will review this in my reflective report and analyse how we can do this.
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[bookmark: _Toc24394961][bookmark: _Toc67739084]2.Personal Reflection on Managing Remotely 

In the second part of my report I will follow Gibbs (1988) reflective cycle to show how managing remotely works for me and my team and conclude whether managing remotely is the way forward.
[image: ]

[bookmark: _Toc24394962][bookmark: _Toc67738339][bookmark: _Toc67739085]2.1 Remote managing in current workplace

At B.T we have numerous systems in which we use to manage remotely, we connect by using Microsoft Teams in which meetings are held twice a week. One meeting is to find out how the team are performing which usually happens at the start of the week to talk about the previous weeks results and productivity and the second being at the end of every week for any questions for the manager and any updates within the company. We also use skype to liaise with different departments within the company and within our team also. As a company we use these two applications and find these are useful when working remotely and helps us to keep in constant contact by using them a lot throughout the working week. We found that the systems used were effective and the team were more than happy with this way of communicating, also the team were happy with the amount of time they had to complete tasks as it was more flexible than being in the office as they did not only have they’re time on shift, but a whole 24 hours to go back and finish anything important as they’re work equipment such as laptops are with them at home or wherever they were choosing to work remotely.
However I did find performance tracking more difficult as I weren’t so familiar with using Microsoft excel amongst other performance tracking applications that other managers used so I did have to research how to use them effectively. After taking time to use these applications I will be able to have one to one sessions with all colleagues being managers and my own team, also to produce regular reports and feed this back to my team in how to move forward when meeting deadlines and targets.
[bookmark: _Hlk66707323]Rakesh Mahajan & Nick Foggin (2006) have produced a great report for us at B.T to show all positives and negatives of working and managing remotely and how we work within the company to make sure flexible working is a success. However as great as the report is and how helpful it is this not necessarily the correct way of managing and working remotely I believe it is up to the individual to work to a structure that suits them individually.
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As a team we find that we can communicate efficiently within the team, we use face to face meetings with headsets on Microsoft teams. For staff working out of office they do find it difficult to connect sometimes as they do not have a high speed internet whereas in the office are systems are really efficient and rarely drop in connection. We also have I.T staff to deal with any issues on connectivity and fix any PC issues. For colleagues working from home they have to be self sufficient and troubleshoot issues individually, I feel that these staff may need extra support on occasions where they are unable to connect to the internet therefore not being productive.
Limiting off work distraction also is important such as limiting time on social media, being overwhelmed by too many tasks and not setting daily targets also effected my team but we managed to overcome this by being open and honest during meetings to find what was working well and what weren’t, then using this information and putting together a constructive plan as a team to overcome issues and work towards ours targets as a team and individually.
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There are many things we have to think about when working in the office and managing a team remotely, I have collected telephone numbers to keep everyone up to date with information new and old via email mainly. When teaching new practises to your colleagues and your team it can be difficult as Lowy (2020) explains, low-bandwidth communication is one challenge that exists this basically means that email and chat is not as effective when sharing information as face to face interaction is as Lowy found in a study, a face to face request is 34 times more successful than an email and non-verbal signals and also extra questions and information sharing happens during this type of communication. Another challenge with remote working is unnecessary meetings as time is essential within the company and these unnecessary meetings stop high productivity and possibly loss in earnings to the company if it were in the sales division due to the time taken not on call. I also found that there was less sick leave from my employees and that overall my team had more time to complete daily tasks and hit targets as they were at home with their work, whereas in office they would have they’re shift to complete task whatever that may be, would not add up to the time they would have at home.
Setting goals and time management are really important as Gleeson (2020) explains in his theory “Set clear expectations and request feedback to ensure alignment. Don’t simply assume the team understands where they need to focus their energy. So as you can see in appendix 2 we used a goal and targets graph. This helped us as a team keep track of where we were during any day, month or year. To show how close we were to achieving our targets short and long term.
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I have constructed a gap analysis for myself as a manger and a colleague who is part of my team to find out what we are good at and what we need help with.

	OBJECTIVE
	CURRENT POSITION
	DEFICIENCY
	ACTION

	What do I want to do?
	What can I already do?
	What am I lacking?
	How can I fix this?

	Set up meetings for colleagues using video sharing applications
	Download skype and Microsoft teams on the internet
	Using all functions of the application and instruct colleagues best way to use these features
	Watch YouTube videos and practise setting up meetings using these applications to be able to hold meetings

	Organising daily tasks for employees
	Use spreadsheets on Microsoft excel to make daily tasks for employees
	Best way to set out daily tasks, targets and performance for employees
	Find examples online on structured spreadsheets and ensure all tasks and targets are met by employees

	(Colleague - James)
Set team building exercises
	Be in constant contact with all employees to ensure they are having no issue working remotely
	Finding exercises for team building and confidence amongst workforce
	Set out a date once a month for team to meet up share ideas and gain trust with each other

	Make sure team has good productivity
	Use Microsoft excel to monitor times on call and monthly targets
	How to do this effectively and set out reasonable targets for colleagues
	Monitor all colleagues closely, find out what they need work on and what they are doing well and give feedback



[bookmark: _Toc67739089]2.5 Colleague surveys

I have surveyed 20 colleagues on my team and produced two charts to show what colleagues prefer and dislike when working remotely.

More work/life balance – 40%
More hours to meet work deadlines – 10%
Easy to use systems and video sharing software 20% 
Saving money not travelling to work – 30%


Communication issues with team – 15%
Isolation – 40%
Staying motivated – 30% 
Finding reliable internet connection – 10%
Being away from teammates – 5%
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I have found many studies and better ways of communicating with my team as time have passed and think this way of working will be the new norm in years to come. We have found it difficult with certain processes and procedures such as return to work forms for people that had sickness leave and collaborating with the HR department was not as easy as it would be in office. Also we found that the company had saved a lot of money due to not renting so much office space, an increase in productivity due to flexibility and also a low employee turnover as more employees enjoyed working from home than those who preferred being in office with other colleagues.
Planning your week is of utmost importance we found within the team. Employees needed time to get daily tasks done, time to exercise and socialise basically switching off from work as this is important also to keep your mind fresh, also planning for unexpected occasions such as an hour a day to sort out bills, daily chores or appointments etc. Appendix 1 was important to me when helping my team achieve success and personally I found these tips really helpful and also very important.
Overall I believe working remotely has more benefits then it does negatives, in years to come companies will end up saving money working this way and also if productivity stays on the increase as it has done with a lot of companies I can see more business’s follow suit working this way if they can all depending on the nature of the business
Is managing remotely the way forward? With the evidence and arguments I have found in this report, businesses that can work in this way will continue to do so and more businesses will follow in years to come.
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What is the biggest benefit working remotely?	More work/life balance	More hours to meet work deadlines	Easy to use systems and video sharing software	Saving money not travelling to work	8	2	4	6	


What is your biggest struggle working remotely?	Communication issues with team	Isolation	Staying motivated	Finding reliable internet connection	Being away from teammates	3	8	6	2	1	Column1	Communication issues with team	Isolation	Staying motivated	Finding reliable internet connection	Being away from teammates	
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