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[bookmark: _Toc456901515][bookmark: _Toc511311653]Introduction 
In this assignment I will be doing an academic report on managing remotely and I will reflect on what I have learnt. I will mention learning logs, use models of reflection and action planning. This assignment is important as we are in a pandemic where many of us are forced to work from home. This is managing us remotely by making us change our routines and daily lives. I will exaggerate on the importance of managing remotely and how it could affect our lives at work. Also, I will talk about what I would do differently if I were in a manager’s position and how I would manage remotely.  

learning: 
Learning logs are all about your experience, it is about how you felt about a situation, what your thoughts were and if you learnt anything new from it. With the use of learning log’s, it can help you to find out how you learn and what methods are best for you. In my workplace, in a care home I am always learning something new. I have realised that I learn better with repetition, for example learning to use charts and graphs on the computers to insert resident’s information. Learning new skills and becoming experienced in an area could be time consuming as you learn though repetition. Many people find using learning logs can be beneficial as they can question themselves where they think they are not doing so well and where they are doing well. 
Model reflections such as gap analysis helps us to understand where we are in learning and knowing where the gaps are to reach our desired targets. It makes it clear to us how we would like to fill in the gaps in order for us to reach our targets and goals. It makes us question ourselves by asking us:
· Where are we now? 
· What do we want to do?
· Which area are we lacking in?
· How do we fill in the gaps to reach our desired target?
· What can we do differently next time to make sure there is no gaps or difficulties next time?
Managers should use GAP analysis to know where they need to progress and keep track on their performance as a manager. They can look into how the company is doing and how they are cooperating. 
[bookmark: _Toc456901517]Action planning is also very important, it is a way of keeping track on your goals and helps you stay organised. You should keep note of your plan explaining what you would like to get out of your desired goal, write down your goal and explain how you think you could get there. Come up with different methods that you could use to get there and if any one of the methods do not work keep trying others just like trial and error. This is the best way to find out what way work best for you to get where you want to. We should also think of the resources we could. Set a time or date where you think you may be able to reach your goal by and you should prioritise by putting the important things first then the less important things. Having support from family and friends could keep you going as they will constantly remind you of your goal and encourage you to reach it. Sometimes children can be a distraction to your work especially if you are working from home, therefore having a family or friend that can help you out by looking after your children could encourage you to concentrate on your work. You should use SMART objectives. These stand for specific, measurable, attainable, realistic and time bound. SMART objectives are supposed to be realistic and doable. If they are unrealistic, you may not be able to reach your preferred goal. Goals cannot always be achieved which is why it is essential when action planning, we understand and make notes of how exactly we can reach those goals successfully. It is a good idea to have a backup plan if we are unsuccessful in something as it then creates a higher chance of succeeding the second time round. Back up plans increase the chances of you reaching your goal.
Positives and negatives of managing remotely?
There are many positives and negatives of managing remotely, working remotely can affect us in both good and bad ways. A positive point could be remote workers would learn new things all the time such as learning how to manage time properly, how to be flexible and manage their duties to best of their ability. According to (Evanish,2019), the biggest benefit that managers and employees see of working remotely is having a flexible timetable and this was 32% while all the other benefits were all that amount. I agree with (Evanish,2019) because employers and employees who work remotely can work whatever time it suits them best. They could work during the morning, afternoon, or at night. 
On the other hand, there are negatives points of working remotely as sometimes both managers and employees must work although they have finished their shift. Working outside working hours can cause problems between families as family time could be minimised. Socialising with friends and families could be disturbed by calls from work, emails or any issues which need to be dealt with as soon as possible. If you are working from home, it would be much more difficult than working at an actual workplace as noise will come in between and disturb you, having kids in the background can also affect staff or customers as they may not be able to hear you properly. It could be challenging at times which can cause stress. Too much stress can lead to people having a bad mental health, this can cause lack of attention on work.
Managing a team in a standard / traditional way
Managing a team in a standard way could be done by having good and effective communication between a team, show appreciation for all the good work and understanding your team as individuals and not as a whole. Managers should show their employees that they are thankful for what they do as this keeps them going, showing appreciation makes a team work better and enjoy their role. Employees should feel like they are being trusted with a task. A team should understand that they have the same goal and that they need to work together to reach it, a way to help a team bond could be by managers organising activities for teams to spend time together and get to know each other. Having a good bond between everyone in a team could encourage them to work better and improve team working skills. This is the reason why it is very important for managers to think of these points in order to manage their team traditionally and in an effective way. 
Managing a team in a virtual team
Managers should try to successfully manage virtual teams, to do this they need to ensure the team is given freedom of how they would like to carry out tasks instead of being told directly what to do and what not to do. A team is more successful when they are not being told what to do. My manager gives myself and the rest of the team in the workplace responsibilities, however it is our duty to fulfil those responsibilities in a successful way, we are given the duty to do complete the responsibilities using our own methods while working together. We are in a time where we having to communicate through online video calls rather than going into work. Those who are not key workers communicate with colleagues and their employers over video calls, this is because they are not allowed to enter their work building as a whole due to the current pandemic. Using online video calls is a virtual way to manage your teams because it is the closest method to speaking face to face, sending emails or text messages could cause misunderstandings which is why using video calls are more benefiting to teams. The benefits of communicating through video callings in the modern workplace is that it is more flexible for employees and reduces costs for employers at the workplace. Due to the pandemic, it is better to work from home, this is seen as remote working and it reduces the chance if employees and employers of getting ill. You are still going to feel associated with all other staff as you are still able to see and speak to them verbally, although this would just be from your own home. You can also record your video calls and come back to them later for anything you have missed out. 

Questionnaire: Managing remotely 

1. Do you work remotely?
Yes		No
2. Does your manager manage remotely? Please explain your answer
Yes 		No


3. If you work remotely how does this benefit you?


4. In your workplace how do you help your teamwork remotely? 



5. Do you think your manager can improve in the way they manage remotely?

Yes 		No

6. How is your experience with managing remotely?

Okay          Good        Excellent       Poor       Very Poor






[bookmark: _Toc511311656]
I have created a questionnaire and I have given it out to 10 participants who all work in full time or part time jobs. The participants vary in age and are male and females, age and gender has no effect on the outcome of the questionnaire therefore this will not be a challenge and it will not affect any results of the questionnaire. When collecting data from others, it is very important that names should be always kept private and confidential. Before collecting data from participants, you should always explain to them that their information will be kept private, this includes their name, age, gender, and all the data they give. Those collecting data should notify participants about the type of data they will be collecting and if the participants want to opt out, they can do so at any point they wish. The questionnaire is on general questions about managing remotely and what the participants experience is with working remotely. After gathering all the responses, the results show most of the participants enjoy working remotely. In question 1, I had asked if participants work remotely and from the displayed graphs, I had gathered that all 10 participants had circles yes that they do work remotely. I had asked whether their manager works remotely or not, 7 had circled yes and 3 had circled no. this could be affected by the relationship between managers and their staff, if they have a good relationship then they could be working remotely. It could also be affected by other factors such as how organised managers are in the workplace, however their experience of working remotely was not bad at all as none of the participants have not circled poor or very poor. 5 participants have said they think their managers should improve in the way they manage remotely and 5 have had said there is no need for improvement. Some participants have said their managers need to improve in areas such as keeping a team together, making things more organised, planning etc. Overall, the feedback from the 10 participants was good overall as there was not many major negative comments. Most like to work remotely and believe it could benefit their performance at work. 
It is very important to collect both primary and secondary data. The difference between the two is that primary data is present information, it is expensive, and it is time consuming to collect. On the other hand, secondary data is information from the past, it is not too expensive, and it is less time consuming unlike collecting primary data. In the above graphs I have used data which is easy to see and read. I have used both quantitative and qualitative data, these involve words, number’s, graphs, and charts. It is important that these data are easy to read so anyone who reads it can understand it with no hesitation. At this stage, someone understands what is written or shown then with an evaluated description it goes into the wisdom stage. In this stage you can tell the difference between good and bad which can then help make decisions at a person’s workplace or just in general. 
[image: See the source image]

Here is a brief explanation of each stage of the data, information, knowledge, understanding, and wisdom diagram.
Data: data is symbols such as numbers or codes, it does not have any value to it if you do not understand the meaning behind it. For example, ‘030’ could be a code that staff in a workplace would understand however customer would not.
Information: information comes from data which is processed which then leads to people asking questions such as 'who', ‘what’, ‘when’ and ‘where’? after these questions it becomes easier to understand the data which then has a little bit of value to it than it did in the data stage. Information can be facts if the data is 100% correct.
Knowledge: knowledge is data and information put together which leads to the question ‘why’?  Knowledge could be uncertain as it is about the persons understating from the information which is then put into their own knowledge. Everyone’s knowledge could be different depending on how they interpreted the information given. 
Understanding: understanding is asking ‘why’, asking ‘why’ is asking for a reason or explanation to learn something. 
Wisdom: wisdom is the last stage where we assess the understanding, in this stage we see whether a decision we make is right or wrong. We use wisdom at work to come up with a decision and it help during problem solving.   

Note taking/planning:
[bookmark: _Toc511311657]Managing remotely involves being organised and knowing what is going on or being aware of important information. Note taking and planning could help with managing remotely as we note things down to not forget. Managers like to take notes on factual information, main ideas and the purpose of an idea. Taking notes and planning makes you become an active listener as you first listen then think and then write down what you have understood. When writing down information, you should develop on the main idea or purpose and make it more detailed. Information should be broken down into small bits so it is easy to read and understand. We all have our own way of making notes and planning, you can take notes using bullet points, mind maps, tables, calendars, boxes etc. These notes should be editable so you can come back to enlarge on them and develop on your understanding. After every lesson, meeting, or training conferences you should ask yourself questions about what you have learnt, what questions you should ask to your managers or teacher and you should use your notes to come up with an overall summary of what you have learnt and understood. 


Personal reflection:
Gibbs (1988)
[image: ]
I have used Gibbs (1988) reflective cycle for personal reflection on managing remotely. The reflective cycle (1988) helps me to understand how I would do things differently to manage remotely, how I can improve and what I would do differently if I were in a manager’s position. I have learnt a lot about managing remotely. Managing remotely has taught me to work in practical methods such as working together as a team or individually and having a good relationship with the people I work with. If I were in a manager’s position, I would ensure that I always work remotely by creating goals and targets and finding ways to reach it. I would create a routine and ensure it is realistic. Keeping a routine can help a lot in manging remotely as it keeps you up to date for everything and be aware of what is happening in the workplace. Every now and then it would be a good idea to have a short meeting with all staff individually as it feels more personal, also it would make you closer to each person as you get to know them a bit more in an individual way. My favourite part of the assignment was when I had to create graphs and charts as it was different to the rest of the assignment and it is an easier way to understand the information. This topic is very important to me as it could also help me while I am working. At the care home, I can apply all this knowledge and use it to improve my remote working skills. It can show me how I am working and is it helping me reach my desired goals at work. Also, in the future if I want to work up to a manager’s position, all this information about managing remotely can help me understand my responsibilities as a manager and understand my responsibilities towards my employees. It could even help me when it comes to hiring new people and to see whether they have the correct skills to be taken on as an employee. 

[bookmark: _Toc511311658]Conclusion
Overall, from this assignment, managing remotely plays a big role in our working lives as it guides us to the correct skills we should be using at work. It improves our intellectual skills and our social skills with all the people we work with or interact with as we are constantly thinking and making decisions. We often fall into problems where we need to manage remotely and make a right choice. Managing remotely results in staying associated with your staff to strengthen your team. This would be the most important part of managing remotely, keeping yourself and your team happy and together, you do not always need to say yes or no to your team when it comes to making decisions, just as long as you make the right one and one that is suitable enough for you to reach your goals. Managing remotely is the key to help you get to your targets but also for a strong team. 
[bookmark: _Toc456901523]
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How is your experience with managing remotely?

Okay	Good	Excellent	Poor	Very Poor	1	4	5	0	0	Okay	Good	Excellent	Poor	Very Poor	Okay	Good	Excellent	Poor	Very Poor	Okay	Good	Excellent	Poor	Very Poor	Okay	Good	Excellent	Poor	Very Poor	



Do you manage remotely?	Yes	No	10	0	


Do you think your manager can improve in the way they manage remotely?

Do you think your manager can improve in the way they manage remotely?	Yes	No	5	5	



Does your manager manage remotely?	
Yes	No	7	3	
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