
How to effectively work outside of the office!



THE GUIDE TO WORKING 
REMOTELY

For most South Africans, well everyone around the globe, the 
concept of working remotely is as bizarre as a life without Biltong 
and Braai. But worldwide remote work is becoming more and more 
popular and with the advent of the current Corona Virus outbreak, 
it may fast become a reality for many South Africans, unable to 
attend their jobs at their place of work. Our team are experienced 
remote workers, with well over a decade of experience in working 
from home or remotely. This
Seminar will share everything we’ve learned about working 
remotely and running your team remotely. We will assist you with 
how best to acclimatize from working in an office environment, to 
managing your work flow from home or remotely. 

Who Is This Guide For?
Whether you currently work in or run a remote team, or you hope 
to work in or run a remote team in the future, this guide will have 
nuggets of wisdom that you can apply to your current situation.

The Full Guide & Consulting
If you feel this short guide has assisted you and your business, why 
not get hold of me to work with your business and staff? I will 
consult on remote work solutions for your business, no matter 
what the industry and assist you and your staff with a full web 
seminar on effective remote working. Details at the end of the 
guide.



THE INGREDIENTS NECESSARY FOR A 
SUCCESSFUL REMOTE WORK SETUP
Moving from a stable office environment to remote work is not easy or going to be a fast process. It is however going to 
happen and if you follow the right procedures it will be successful. We’ve found there are three important ingredients to 
making working remote work: Team, Tools, and Process.

1. Be part of a Team

2. Be an I can Person

3. Be Trustworthy 

4. Writing Skills must be developed

5. Ensure you have a social support group



THE CORRECT TOOLS FOR 
PRODUCTIVITY WHILE WORKING 

REMOTELY 

1. Use a Chat Room amongst the Team

2. Use Project Management and Task 
Management Software & Web Tools

3. Make use of online Collaboration Platforms 

4. Video Conferencing for all meetings



HOW YOU WORK 
1. Weekly Socials 
Every week, choose one day to get together for a team meeting online. These
socials are a chance to say “hi!” to folks in your team, that you normally would have 
engaged with in the office environment.

2. Office Buds
You no longer see each other every day at the office, it can now be harder to know 
all your colleagues. Setup weekly “Office Buds” pairings that can chat, support and get 
to know one another. 

3. Weekly Manager One on Ones 
In every job anyone has ever had (even office jobs), there wasn’t enough feedback 
between worker and supervisor. So we suggest setting up a recurring weekly online 
chat with your manager/boss, or with your staff if you are in that role.

4. Team Updates and Accountability 
People often ask “how do you know if employees are actually working?” An easy way 
to know is with Friday updates.



KEEPING THE CULTURE OF 
THE OFFICE ALIVE

With a group of people working remotely you know going in that culture will be 
hard to build. As a remote team, you don’t delude yourself thinking that culture 
will magically happen. You go in eyes wide open. With that in mind, how can you go 
about building culture when the team are separated by distance?

1. Culture Is About More Than Just Ping Pong
The first thing to realize is that your culture has to be built around more than just 
ping pong tables.

2. Culture Is About How You Work
Everyone at your company has to buy into the belief that you come to work for 
the work, not for the ping pong. Most of your time at work is going to be work, so 
the work has to be rewarding by itself. 

3. Tools Allow for Collaboration and Fun
An office develops its own personality through inside jokes, shared experiences, 
and a collaborative environment, such as a meeting room with whiteboards.  A 
remote team needs to develop something similar:
- Whats App Group 
- GIFs and Memes 
- Hangouts, Office Buds 

4. In-Person Meet-ups Are Still Important

5. Trust Is the Foundation

6. Getting Things Done



HOW TO BUILD STRONG 
RELATIONSHIPS IN YOUR 

REMOTE TEAM
If you work in a remote team, one of the aspects you quickly notice is the importance of communication. Finding the best 
ways to communicate with your team is imperative when you’re not working face-to-face, because you’re missing most—if 
not all—of the context of each person’s situation.

1. Building Rapport while Communicating Remotely
Let’s start with some standard methods for building rapport, and look at how we can apply them to a remote working 
situation.
• always Greet people and ask how they are doing. 
• set a finish time before starting a conversation with someone 
• listen without interrupting or sharing your own stories - make it about them.
• ask short, open questions

2. Using Text the Right Way
Here are three suggestions for connecting with remote team members through
text:
• Stay Up to Date 
• Remember Hanlon’s Razor.  A razor is a concept used in philosophy to help us strip/cut away possible explanations for a 
phenomenon. Hanlon’s razor refers to the idea that we should always assume ignorance before malice. 

• Asserting Yourself. Perhaps the hardest, yet most obvious, way to compensate for the lack of context in remote 
communication is to be more forward and open than you normally would.



YOUR REMOTE OFFICE 
One of the benefits we talk less about when 
it comes to working in a remote team is 
that you have complete control over your 
workspace. But it’s one of the most 
important benefits. In a traditional office 
space, you’re forced to work in a one-size-
fits-all environment, which isn’t ideal for 
everyone.

Working remotely or from home helps 
everyone optimize their environment in a 
way that suites them best while not 
distracting others on the team. Make sure 
that your work space is exactly that, a place 
for you to work. It should be removed from 
your household environment so that you 
have a a clear separation between home and 
work (This is one of the most crucial 
elements of working from home).



HOW TO CREATE YOUR OPTIMAL WORK 
ENVIRONMENT AND HEIGHTEN 

CREATIVITY 
The most important thing to understand about 
productivity is that embracing what works for you, is the 
best way to get more done. If you’re struggling to improve 
your own workflows, here are three areas to start 
experimenting with:

1.Work Hours - As you are now working from home, you 
have more flexibility to work at the times when you’re 
most productive.

2. Environment - Adjusting your environment where you 
work to make you more productive is easy to 
underestimate, but can actually make a huge difference.

3. Managing Your Workload
- Chunk Your Tasks 
- Just Get Started 
- Set Yourself a Challenge



HOW TO AVOID BURNOUT 
AS A REMOTE WORKER

Working remotely is a wonderful thing. It allows 
you to work in your best environment, giving 
your teammates and company the chance to have 
your best work. It also lets you call your own 
shots, leaving you more creative, happier, and 
healthier (No germs spreading around an office!).

When you’re part of a remote team, what’s the 
best way to balance the great aspects about 
remote working with the sometimes-not-so-
great parts?

1. You need a routine! 
2. You need Boundaries between work and life. 
3. You should take breaks!  
4. You need to interact with others. 
5. You need a Hobby 



WORKING REMOTELY 
TOOLKIT

There are a wealth of Productivity Apps and 
Tools to help you work smarter, not harder! 
Everyone could use a good productivity tool or 
two. 

Here are the categories of apps and tools you’ll 
likely need, with some recommendations:

1. Tools for Staying Connected and Plugged In
- Mobile Hotspots 
- Remote Desktop Software 
- Real -time Communication Apps 
- Remote Collaboration Software 



2. Tools for Staying Secure
Don’t yawn. Information security isn’t the most exciting topic, but it’s as important as internet connectivity for 
remote workers—especially because we often store business information on our laptops and smartphones.

- File and Disk Encryption: Encryption software scrambles data so that even if it gets into the wrong hands, 
thieves won’t be able to read your files without the encryption key or password. 

- Password Manager: Hardly a week goes by these days without news of yet another security breach 
involving stolen passwords, credit cards, and other sensitive data. 

- Two -Factor Authentication (2FA): Password leaks are going to continue to happen, but you can add an 
additional layer of security by turning on two -factor authentication for all the services that offer it. 

- VPN: Finally, any time you’re using an insecure network, such as a free public Wi- Fi at the airport or coffee 
shop, we suggest using a VPN. 

When you work remotely, you have the freedom and the flexibility to do your best work in the environment 
that bests suits you. But you still need the right tools to overcome the challenges that remote work presents



CHAPTER 8: CORONA VIRUS
Many Companies are taking the step of allowing their staff to work from home whilst the 
Corona Virus Pandemic grows. This is a smart decision and will help to “break the curve’ 
as we, as humanity try to deal with this virus. 

If you are quarantined due to worries that your are infected, you will have to work from 
home. Whilst quarantine can be challenging, remember this is not forever - hopefully, after 
Lockdown you'll be able to return to work, and reminding yourself that this is temporary 
and really important. 
Equally, panic, concern and poor mental health can be just as much of a problem as the 
virus itself. If you're reading about the virus, read trusted sources, voices of authority such 
as NHS and WHO, and avoid speculating articles with leading headlines. Keep track of any 
concerns by writing them down in a notebook, and then try to let go of the worry.

Hopefully this guide (The full seminar will really help), will equip you with the tools to 
manage your time working remotely and who knows, maybe you enjoy it so much you 
keep working remotely… 



BOOK TODAY - TO CONSULT YOUR 
BUSINESS AND PRESENT THE FULL 

ONLINE SEMINAR
Well there you have it, your basic and laid out procedures and guide lines to getting your 
business running with remote workers. While the process of allowing your workers to 
leave the “safety net” of your office space will at first seem quite intimidating, you may well 
find that this situation leads to higher productivity and much happier staff in the long run. 
Many companies have started allowing workers to work remotely in a time of crisis, only to 
realize that their staff became happier and more efficient while working out of the office. 

I hope you embrace this opportunity to work outside of the “old” regime and that 
embracing technology, freedom and your own creativity will allow you to thrive working 
remotely. 

Remember that I am available on email for any questions or queries you may have. The full 
guide is available as a Web Seminar and PDF, you can book for yourself or your company 
today. 

I am also available as a consultant to help set up your remote work systems, to look at goal 
orientation and choosing the right outcomes over lockdown and working remotely, as well 
as guiding your team through this new challenge. 

If you would like to book an initial consultancy session, please email me. 

Contact:
Kai Linder
kaisurf@yahoo.com 
+27 74 1542618 

mailto:kaisurf@yahoo.com

