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Giving and Receiving Feedback

meml)  Feedback given to participants of a conference call
should be made available to the whole team even if
tisintendedforasingleindividual

Itis ok, on a conference call, to provide feedback.

Ina virtual organization, feedback should be given by
the manager to the direct report, not the other way
around
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Tips for Your Communication Plan

+ Communication always flows better if there is a good relationship. Keep
everyone included to avoid feelings of inequalities in the team.

+ Communication creates communtty. If you want to buid a real team, make
communication essential and easy.

* Communicate both ways — not everything needs to come from the team leader.
Delegate communication responsibilities throughout the team. Don't become a
barrier!

+ Communication needs a plan. Have an agenda of regular communication
elements. This then enables the team to raise other (perhaps small) issues
‘while you are on the phone...

+ Don't communicate only when there's a problem; occasionally communicate to
see how their week was.
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Discussion — Email Usage in Virtual
Organization

If you could change one thing about the way email
is used in your virtual organization, what would it
be?

When is Email inappropriate?

What is an example of a unique or clever way you
are using email to support the operation of your
virtual team?
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Advantages of Web Conferencing

Advantages

— Ability to address many participants at once without having to email
documents or files

— Ability to discuss, solve problems and brainstorm, not just exchange
information

— Opportunity to increase contact and a sense of belonging to a team

— Way to collect messages in a common index where they do not get
lost or misfiled and are more accessible and retrievable

— Provides time for reading, translation, reflection and response
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Advantages, Disadvantages, Suggestions and Best Practices
for Video Conferencing

+ Advantages
Abilty to see and hear people from dispersed locations

Makes a meeting into a real event; reinforces the group as an entity
Helps put a face to each person

Good forum for asking questions

+ Disadvantages
~ Not everyone may have equal access
~ People need to be trained on how to use the technology effectively

+ Suggestions and Best Practices
— Be prepared with materials, agendas

Use a faciltator to keep on track

Have people speak slowly and clearly

Avoid fidgeting and moving around

Understand the hierarchy of speakers, send out an organizational chart ahead of time

Careful scheduling to minimize discomfort for allinvolved
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Session Summary

‘When communicating in a virtual environment, we must be certain that
the message is understood

Processes for clarifying and collecting feedback are essential in a virtual
environment due to lack of face to face contact

Adjust your communication to the communication styles and
preferences of team members

A communication plan for each virtual organization is a valuable tool to
build success in the remote, virtual world.

Apply the most effective communication method for each situation

The key to success is trust. Instill trust in all your virtual
communications.
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1. Nowthat you have taken this course, how comfortable will you be regarding your
virtual communications?

Uncomfortable

Comfortable Very Comfortable

2. Theareal need to focus on most, based on today’s webinar is: (choose one)
a)  Avoiding misunderstandings
b) Giving and receiving feedback

©)  Using technology better to meet communications needs.
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1.Now that you have taken this course, how
‘comfortable will you be regarding your virtual

2.The area I need to focus on most, based on
today's webinar is: (choose one)
© a.Avoiding misunderstandings

Yourpoll has been subritted.
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