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[bookmark: _Toc66705469][bookmark: _Toc66740461]Executive Summary 
Academic and research skills are one of the most important segments for people to achieve a productive and successful career. The report has been conducted based on this academic and research skills focusing on the managing remotely segment. On the prospect of managing remotely in the communication part – report writing, effective note – taking, constructing an academic argument, and oral presentation has been analysed. On the prospect of managing remotely in the interpersonal skills – active listening, networking, and collaboration has been analysed. On the prospect of managing remotely in the organisational skills part – time management, effective planning and prioritising tasks has been analysed. In the research skills segment, the data analysis part has been conducted based on the primary research. In the reflective report, my personal experience of learning and feeling has been represented in the Gibbs cycle model while conducting the research on the segment of managing remotely. 
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[bookmark: _Toc66740462]Introduction 
Managing remotely is about managing the employees to work in the different circumstances productively so that their performance level can increase but doing so requires proper academic and research skills. Academic and research skills are one of the most essential segments which people can achieve for achieving success in their profession and career. Academic is about the learning process which is primarily achieved through studying in educational institutions. The educational institutions have the responsibility of building academic for making people prepare for organisational jobs and other professions. Research skills are about identifying the problems for discovering new things and create an innovative solution for the betterment of human living and also for prospering in the business world where the demand and supply have been brought out to be the most fact for conducting business profitably. In this report, the communication, interpersonal skills, organisational skills, independent and innovative thinking segments are going to be discussed and analysed on the basis of managing remotely. And for representing the research skills the data collection and data processing segment is going to be analysed. After that, a reflective report is going to be represented explaining the occurred experiences that have been achieved through the implementation segment of managing remotely. 


[bookmark: _Toc66740463]Managing Remotely
Managing the employees remotely is about monitoring them and guide them for increasing their performance level even when the employees are working in different offices and places. Especially in the present Covid – 19 pandemic situation, the employees need to work from home and this when the managing them remotely in an effectively becomes one of most important segment. For managing the employees remotely proper communication is important and the different segments of communication has been provided below – 
Report Writing – In organisational works, report writing is one of the most important things to do for reflecting the issues of the business conductance and also for figuring out the solution and enlist it properly. According to Gustiani et al. (2021), effective report writing will help the employees for conducting enough knowledge about the manufactured product and goods and also about the market place of the product. This will help the employees to understand the process of business conductance and it will direct them to figure out the major issues and identify the required changes which can be made for the betterment of the organisational business. This will help the company to improve their products and services and also to increase their sales. As a result, the profitability of the company will increase and the revenue will increase along with it too. This is the reason, for managing the employees remotely, it is necessary to instruct the workers to submit a report on the overview of the work. This will also help the manager to understand and monitor the work proficiency of the employees and guide them to conduct their work more accurately. 
Effective Note – Taking – Effective note - taking is about enlisting the required information which will be helpful for the employees and executives for remembering the key features of meeting and conducting the work more effectively. The behaviour of note – taking should be built in the working place so that the employees can pay more attention to the meeting and also on the other convenient conversation. According to the statement of Soumokil et al. (2021), the remote worker is the one who can work in different offices and different parts of the countries and even overseas. This is why there can be a lack of communication regularly and the proper monitoring system will not effective in this kind of circumstance. Therefore, the employees and executives should note down the important and effective points from the conversation and meetings so that the memory of that meeting can revive while watching over the notes and the work conductance can be easy and effective. 
Constructing an Academic Argument – The academic argument will build the skills of analytical thinking and this will also improve the discussion ability of the people. As an example, the debate can be a good academic based constructive argument segment that develops the knowledge of the thinking process of the people. In the prospect of managing employees remotely, the constructive argument is necessary which will increase the productivity of the working place and also increase the collaboration and understanding between the employees. According to Reijven and Townsend (2021), in the managing employees, it can be considered that the employees can be from localities of the country, different genders and ages of people which increases the influence of having conflicts because of the different opinion among the employees. If the employee’s lack, constructive academic argument then there will be conflicts and if a democratic environment can be created in the working place then the employees will respect each other and help them to express themselves reliably. This will establish an effective environment for the employees where they will be to conduct a productive discussion which will be able to help the employees and executives for finding a better and innovative solution to the occurred problems. 
Oral Presentation – Oral presentation is about giving out a short briefing on the relevant topic which can be represented in front of the employees and other people with the visual figures. 
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Figure 01: Oral Presentation 
(Source: Farabi et al., 2017)
For having this, effective presentation skills are essential which will help to make an effective and efficient short talk in front of many people confidently. The oral presentation needs to be informative and understandable for all the employees which will gather their attention in the working place and influence them to figure out the effective problems. According to the statement of Boetje and van Ginkel (2021), this will help to manage the remote employees and executives for understanding the organisational business and market place and the strategies will be implemented for increasing the productivity of the company or organisation. 
These communication segments can be conducted over online and therefore, these are going to be an effective for managing the employees remotely. 
The interpersonal skills are also important in the time online based work as there is a distance between the employees for having the collaborative work and help each other for conducting the work. Interpersonal skills are required for working as a team effectively and to collaborate with other members. This is about improving the teamwork ability which is essential for the organisational business and for managing the remote employees effectively. Three of the essential segments of interpersonal skills are going to be analysed below which can assist in terms of managing the employees remotely – 
Active Listening – According to the statement of Friston et al. (2020), the active listening segment can be considered as one of the important segments in terms of conducting organisational work as a team. In the democratic behaviour, the listening segment has been given the most priority which is why it became important for the people to listen to everyone in the meeting first and after analysing them, speak out their informative points which is a wise way of joining a meeting and working as an effective team through providing respect to everyone’s opinion by listening to them properly.
Collaboration – For managing the remote employees, collaboration is necessary which can be developed through improving the communication skills and proper understanding with them (Ivanova et al., 2020). Without collaborative work, the employees will not be able to follow the proper organisational behaviour with each other and this will decrease the productivity of the company and as a result, the profitability of the company decreases significantly. 
Networking – The networking segment has been the most crucial part of the organisational business especially in the present pandemic situation. Employees and executives of the companies and organisations are now not being able to join the regular working place for conducting their work because of the social distancing segment. Therefore, the networking system of the company needs to be effective for conducting the organisational reliably and connect with the employees effectively. 
The organisational skills are important for conducting the allocated works provided to the employees to accomplish. Three of those organisational skills are going to be represented below – 
Time Management – The time management segment is necessary for the employees to maintain or else the productivity of the company or organisation will significantly decrease. Therefore, for managing the employees remotely, a particular time frame needs to be decided for the employees to accomplish their assigned tasks (Ahmad Uzir et al., 2020). It will also help to manage the monitoring segment of the work which has been weak in the online based works. 
Effective Planning – De Block and Vis (2019) said that effective planning is about creating an effective plan for accomplishing the works in the given duration of time effectively and also in the provided budget. Therefore, the remote employees need to be bound with the proper pan of tasks so that they deliver their tasks effectively and efficiently without occurring any significant error (Ivanisevic et al., 2020). 
Prioritising Tasks – Prioritising tasks is about providing proper attention to the work accomplishing them with quality. This will help the organisation or company to gain customer loyalty in terms of providing them with good quality products and services (Grogan et al., 2021). Therefore, for managing the remote employees effectively, a sense of concern needs to be built in their minds about prioritising tasks the most. 
These segments will help to manage the employees remotely and increase the productivity of the work conductance. 
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For determining the primary data, the employee’s wages record has been selected. 
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Figure 02: DIKW Pyramid Model 
(Source: Frické, 2019)
According to the DIKW model, the data needs to be collected for gathering the required information and then from the information, the knowledge can be harnessed (Harrison et al., 2019). After that, wisdom can be developed from gaining sufficient knowledge. 
Here the data has been collected from the employee’s wages records and from that the wages state of the employee’s information will be conducted. The data has been analysed below – 
The salary of 7 employees has been collected, and now the mean, mode and median of those data will be represented here. 
[image: ]
Figure 03: Salary of the Employee’s List and Calculation 
(Source: Self – Made)

Figure 04: Graph of Salaries 
(Source: Self – Made)


Figure 05: Pie Chart of Basic Statistics
(Source: Self – Made)
The above data which has been provided in figure 07 is reflecting the fact that there is a certain variance in the salary of the employees. This can represent the fact that the organisation has been providing sufficient remuneration to the employees based on their performance and productivity level (Sardjana et al., 2019). This will motivate the other employees to increase their productivity and gain the promotion and this entire process will work as a motivation for the employees. But on the other hand, the average salary is about 12857.14 which has a quite big difference from the maximum salary that is 20000. This can create a contradictory and egoistic environment in the working place which will decrease the productivity of the company or organisation. Therefore, the remuneration providence to the employees should be in the huge differential segment. This will help the company to increase their employee’s performance effectively and also enhance the productivity of the company.
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The secondary research is about looking for the required information in which another Arthurs and research teams has already conducted a significant amount of research (Harrison et al., 2019). Looking for the existing researched output can be described as the secondary research process. According to the statement of Franco and DeLuca (2019), employee’s wages can be used as a motivation segment for increasing the employee’s performance and also for enhancing the production process of the work. But it has been seen that in the manage remotely segment the employees does not always faces each other as the maximum works are done over online and therefore, the transparent promotion cannot be able to make significant difference here. But the high difference in the wage of the overall employees can be seen as a demotivation for employees which is why a discrimination issue can be brought out in the organisations. This is why, a perfect balance in the wages are required for managing the employees remotely in an effective way. 
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The advantages and disadvantages of the managing remotely segment has been provided below – 
	Advantages
	Disadvantages

	Managing employees remotely decreases the utility cost of the working place.
	Lack of supervision reflects over the employees. 

	The employees can conduct their work independently and reliably (Franco and DeLuca, 2019). 
	The productivity of the employees decreases because of the absence of proper monitoring segment.  

	This influences the innovation segment in the work conductance. 
	The chances of fraudulent activities increases in the work conductance segment. 
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Gibbs Cycle 
The reflective report has been presented using the Gibbs cycle model below –
Description 
I have experienced significant circumstances while managing the employees remotely and also being managed remotely. This has influenced me to gain certain skills which will help me to achieve success in my profession and this has been developed the quality of teamwork in me. Therefore, I have become more confident about conducting organisational work more effectively and efficiently. The achieved skill of teamwork will assist to build a productive team that will be able to conduct the organisational goal reliably and thus, the success rate of the organisation will be increased. 
Feelings
I have experienced the feelings of discovering the exciting ways of being managed remotely. I have faced that the superior of my team has been always helpful to me. They have provided me proper assistance in terms of conducting the organisational works properly. I felt that I have been instructed to give the most priority to my assigned tasks as this is going to represent my proficiency level. This has developed certain skills time management and effective planning segments in my behaviour. Therefore, my productivity for accomplishing has increased significantly. 
Evaluation
The research on managing remotely segment has taught me certain things about managing people and also about developing my skills. The key ways of increasing the performance level of the employees have been grasped. I have learned that effective communication is important for managing the employees remotely. Because proper communication will increase the chances of developing skills and enhance the learning segment (Khan et al., 2017). The more the learning process of the work conductance will be reliable to the employees, the less the chances of occurring errors in the work will have appeared. I have also learned about presentation skills which have provided me the confidence of speaking in front of a significant amount of audience. My time management and collaboration skills have also developed by learning the importance of these segments for conducting organisational works effectively and achieve success. 
Conclusion 
I have been able to manage others remotely after developing certain skills which have helped to assist my fellow teammates. I have tried to establish a democratic environment in the working place for reducing conflicts and increasing the acceptance level of the employees. I have figured out that this strategy has helped the team to work in an effective collaborative way and also increasing productivity significantly. I have also managed to build a high functioning networking segment in the working place for managing the employees remotely in an effective way.
Action 
When I will get the opportunity of doing the research work again, I want to explore the organisations and companies in reality and make the report which will be ensured with the actual facts of the working place. In this way, I will be able to learn more about the business activities of the organisation and management. 
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Managing remotely is important for the organisation for increasing the performance level of the employee to enhance the productivity of the organisation. For managing the employees remotely in an effective way, proper use of the communication segment is important. The report writing, effective note – taking, constructing an academic argument, and oral presentation can be used for developing the communication segment in the organisation and also increasing the productivity of the teamwork. The interpersonal skills of the employees will develop collaborative characteristics in the employees and this will develop the productivity of the organisation. In the same way, organisational skills, independent and innovative thinking is important for managing the employees remotely in a productive way. I have managed to develop certain skills while conducting research on the managing remotely segment that will help me to achieve success in my career.
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