BMSK4015 – Academic Research - Managing Remotely
Key Words Glossary
	Key Word(s)
	What it means simply
	Example linked to Managing Remotely

	SMART objective
	Specific, Measurable, Achievable, Realistic, Time-bound
	Instructions given in this format reduce confusion and clarify expectations. E.g. “Practice using this terminology for 10 minutes every day for one month.”

	SWOT Analysis
	Strengths, Weaknesses, Opportunities and Threats
	Identify Strengths, Weaknesses, Opportunities and Threats of managing remotely, or being managed remotely. 

	GAP Analysis 
	
Identify where you are now and where you want to be – then analyse the gap between the two. What needs to happen to bridge that gap?

	Use weaknesses and threats identified in the SWOT to analyse steps that need to happen for you bridge the gap between where you are now and where you want to be.

	PDP
	Personal Development Plan
	Use this to plan your steps identified in the Gap analysis, using a structure: What, How, When, With what resources and What does success look like? (A SMART objective in a table)

	Academic Research
	
Finding information from trusted sources (not guesses or opinions) to support what you say

	Reading journal articles about remote working instead of saying “I think it works better”

	Academic Report
	A formal piece of writing with a set structure
	Your Managing Remotely assignment must have a front page, table of contents, introduction, main body, conclusion, and references

	
Primary Research

	Information you collect yourself
	Creating a short questionnaire asking colleagues how they feel about working from home

	
Population

	Everyone researched (affected)
	The entire group you want to understand or draw conclusions about.

	Sample
	A manageable percentage of the population
	Needs to be representative of the population. contain a % of all groups affected by the topic. A smaller group selected from the population that represents the wider group.

	Statistics
	Science of collecting, analysing, interpreting, and presenting data to make informed decisions
	How many people still work remotely? How many work in a hybrid environment? Is this the same as before COVID? A graph presenting this data in a visual format. What does it mean?

	
Secondary Research

	Information already collected by others
	Using a Harvard Business Review article about managing remote teams

	
Qualitative Data

	Word-based information 
	Answers to the question: “How does remote working make you feel?” E.g. Interviews, focus groups

	Quantitative Data
	
Number-based information that can be counted or measured


	Survey results showing 70% of staff prefer hybrid working. E.g. numerical data, statistics

	APA v7 Referencing
	The official university system (style) for citing sources
	Writing (Maund, 2020) in your text and listing the full reference at the end E.g. Maund, A. (2020) Trust in teams, Sage

	Academic Argument
	
Making a point and backing it up with evidence

	Arguing that remote management needs clearer communication, supported by research

	PEEL Structure
	A way to build strong paragraphs
	Point: Remote work reduces organisational overhead costs.
Evidence: Research by X (2022) found a 30% reduction in office expenses.
Explain: This suggests organisations can reallocate resources elsewhere.
Link: However, cost savings may be offset by technology investments.

	CRAAP Testing
	
A way to check if a source is good enough to use

	Checking if an article on remote working is recent, written by an expert, and not biased

	   Currency
	How up to date the information is
	Using a 2022 article on remote working instead of one from 2005

	   Relevance
	How closely the source matches your topic
	Choosing research about managing remote staff, not just working from home, generally

	   Authority
	Who wrote the source, and whether they are credible
	Using research written by leadership experts rather than an anonymous blog

	   Accuracy
	Whether the information is correct and supported by evidence
	Checking if statistics about productivity are backed by real studies

	   Purpose
	Why does the information exist? The actual purpose of the research
	Avoiding articles that are trying to sell remote-working software

	Reference List
	A list of all sources you used that observes APA v7 referencing style
	A properly formatted list of full references at the end of your assignment E.g.: Williams, K., (2022) Book of Trust, Pingu Publishers

	Paraphrasing
	
Explaining someone else’s idea in your own words


	Reading an article on trust and rewriting it using your own language

	Plagiarism
	
Using someone else’s work as if it were your own


	Copying text from a source without referencing it

	
Third Person Writing

	
Writing without using “I”, “we”, or “you”

	“Managers may struggle with trust in remote teams” instead of “I think managers struggle”

	First Person Writing
	
Writing using “I” to describe your own experience


	In the reflection: “I realised I communicate less clearly when working remotely”

	PEEL Structure
	A way to build strong paragraphs
	Point: Remote work reduces organisational overhead costs.
Evidence: Research by X (2022) found a 30% reduction in office expenses.
Explain: This suggests organisations can reallocate resources elsewhere.
Link: However, cost savings may be offset by technology investments.

	Critical Thinking
	
Going beyond description to question and analyse


	Comparing the advantages and disadvantages of remote management using evidence; question, judge.

	Practical Application
	
Showing how research works in real life


	Linking theories or understanding to your workplace

	Reflection
	
Using a Reflective model (Gibbs, Kolb, Borton to reflect on an experience. Reflection is not just describing what happened; it explains why it mattered and what will change.


	Considering how being managed remotely changed how you feel about leadership. Structure it using the model of choice, as headings.
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