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Tips for Productive Working from Home

• Start and end your workday on purpose
• Eat and drink regularly and healthily

• Work regular breaks into your routine
• “50+10” minute rhythm
• Schedule longer breaks (2@30 minutes each) and Lunches (60 minutes)

• Create a workspace that works for you

• Make sure you have the equipment and supplies you need
• Connect with co-workers for business and social conversations

• Plan tomorrow at the end of today

• Reach out when you need help and support



Tips for Managing Remote Employees

• Follow the “Tips for Productive Working from Home”

• Make sure your people have the tools they need

• Plan more carefully than ever with detailed weekly plans

• Do a daily team check-ins to ensure alignment

• Use a team messaging system and keep it running all day

• Offer virtual team work sessions 

• Create a new culture

• Foster Solidarity and Inclusion

• Reset expectations and allow a new work rhythm to emerge

• Make incremental changes for remote work as a permanent option



TODAY’s 
Agenda 

• (1) Challenges to Managing a Remote Workforce: 
• Lack of In-Person Supervision

• Distribution of Information

• Increased Distractions/Decreased Productivity

• Overcoming Social Isolation & Motivation Issues

• (2) Best Practices for Virtual Meetings

• (3) Harnessing Opportunities for Increased Company 
Performance  



Lack of     
In-Person 
Supervision

Challenges: 
• Current Management Systems & Controls Often Require in-person 

interaction
• Informal Meeting Structure & Organizational Processes are 

ineffective
• Loss of Focus on Individual Management 

How to Address the Challenge:
• Review Each Department & Establish Weekly/Daily Meeting 

Structure
• Use Forms, Checklists, & Formatted Meeting Minutes to Ensure 

Required Items are Discussed and Transparent
• Review an Organizational Chart, Document Management Controls 

and Distribute to Managers & Front-Line Employees
• Establish One-on-one meetings between supervisors & front-line 

employees. Require that these check-ins are documented.



Distribution of 
information

Challenges:
• Difficulty in Keeping Entire Organization Systematically Informed
• Avoiding Redundant Communication while Overcommunicating

How to Address the Challenge:
• Requiring Weekly Individual Check-ins will ensure miscommunication is 

avoided
• Form a Small Task Team to Disseminate Company Information
• Communicate Swiftly and Cohesively.
• Do your Ground-Work, Communicate with Your Managers!
• Provide Regularly Scheduled Company Wide Updates (even when 

there is no update)
• Make these updates interactive and use video conferencing when 

available 



Increased 
distractions 
& decreased 
productivity 

Challenges:
• Engaging Employees in Value-Add Activities

• Maintaining Focus amidst at home distractions

• Holding Employees Accountable to Productivity Expectations

How to Address the Challenge:
• Focus on Employee Development & Training Programs

• Engage Employees in Special Projects & Company Initiatives

• Utilize Increased Reporting for Daily Goal Setting & Task 
Management

• Set Higher Expectations for Systems Responsibilities.

• Reinforce Company Schedules & Daily Rituals (Company Wide), 
Allow for Communicated Flexibility (Individually) 



Social isolation 
& motivating 
your people

Challenges:
• Lack of In-person Social Interaction
• Managing Individual Stress, Anxiety, and Fear
• Maintaining a Highly Cohesive Team
• Maintaining Employee Retention & Loyalty

How to Address the Challenge:
• Engage in Social Team-Building Exercises
• Understand & Practice Your Understanding of What is Happening “Off Screen”
• Establish Employee Appreciation Programs that Support Current Personal 

Challenges
• Support Key Personnel and Supervisory Managers through Training on topics such 

as Emotional Intelligence and Sensitivity
• Provide Key Personnel and Supervisory Managers with a defined escalation path 

as issues arise.
• Communicate internal (and external) resources for employees



Best practices for holding remote meetings:
• Establish Ground Rules & Group Norms

• Examples – define roles & responsibilities / should we be conducting other work while in 
the meeting? / do we require video conferencing?

• Test technology beforehand & ask others to enter roughly 5 minutes prior to 
beginning of meeting

• Fill in “Watercooler Talk” with casual conversation prior to beginning meeting. Do 
not just jump into the agenda.

• Increase communication touch points through structured meeting follow-up

• Rely on a proactive structure for meeting regularity and abandon a reactive 
structure 



“Never let a 
good crisis go to 

waste”

-Winston churchill

Productivity — Teleworkers are an average of 35-40% more 
productive than their office counterparts and have measured an 
output increase of at least 4.4%.

Performance — With stronger autonomy via location 
independence, workers produce results with 40% fewer quality 
defects.

Engagement — Higher productivity and performance combine to 
create stronger engagement, or in other words, 41% lower 
absenteeism.

Retention — 54% of employees say they would change jobs for one 
that offered them more flexibility, which results in an average of 
12% turnover reduction after a remote work agreement is offered.

Profitability — Organizations save an average of $11,000 per year 
per part-time telecommuter, or 21% higher profitability.

Forbes, 2020



NETWORK SECURITY
secure connections and why they are important



WHY SMALL BUSINESSES 
ARE PRIME TARGETS

Source: Symantec 2019 Internet Threat Report

q Budget – SMB’s Spend 10% Of Their Annual Budget On 

IT (Including Support).  They Can’t Afford A $40,000 

Firewall And CISO On Staff.

q Low IT Skill Level or No Support Unless Something 

Breaks

q Aging Equipment And Unpatched Devices

q Owners Wear Many Hats and Don’t Focus On Security

q SMB’s Don’t Believe it Will Happen to Them

q SMB’s Believe Their Data is Not Valuable

q SMB’s Far Behind Enterprise in Educating Employees

Source: Verizon 2018 DBIR Report





Stolen Credentials Are Sold Here

Stolen Credentials Are Used to 
Test for Open Door Access Into 
Corporate Networks

197 Days: The Average Length of 
Time it Takes for Organizations to 
Identify a Data Breach

Cybercrime on the Dark Web



Cybercrime on the Dark Web



Phishing –
Lucrative Payoff



Threat Vectors
(How The Bad Guys Get In)



Don’t Be Click Happy
Think About What You Might Not Have on Your Home 
Computer, That is Probably on Your Office Network:

q Office 365 Advanced Threat Protection which Serves 
as a Primary Filter for Infected or Malicious E-mails

q E-mail Filters Via (Vendor) for Infected Attachments 
and Known Malicious Links

q DNS Filtering for All Requests Sent From Your 
Computer to the Internet, Blocking Known Malicious 
Websites and IP Addresses

q Advanced Endpoint Protection Which Stops 99.9% of 
Ransomware Activity, as a Final Layer of Defense



VIDEO CONFERENCING



VIDEO CONFERENCING SOFTWARE:
ARE YOU USING THE RIGHT ONE FOR YOUR COMPANIES NEEDS?

Things to think about:

• Short term vs. long term action plan

• Is it secure?
• “Zoom bombing”

• Popular Secure Platforms





VIDEO CONFERENCING TIPS:

• If you are hosting a meeting – set the start time 10 
minutes earlier and allow guests to enter the room
• Gives everyone a chance to chat with co-workers

• Head to your call a little earlier than the start time
• You may need to download an updated software client

• Keep your companies culture alive
• Virtual happy hours/get together
• Host a trivia game – TriviaMaker.com



HOW TO LOOK AND SOUND YOUR BEST!
1. Lighting is key!

2. Camera angle

3. Put some effort into how you look

4. Keep your background tidy or use a 
virtual background – like 
chromacam

5. Look into the camera lens

6. Use headphones or headset

7. Youtube is a great resource



JOB SITE TECHNOLOGY



FACE RECOGNITION WITH TEMPERATURE MEASUREMENT  

No Mask, No Access Abnormal Temp, No Access Normal Temp, ACCESS



JOB SITE AV





Tailored for real-time teamwork
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Most importantly, in this time of crisis, keep yourself, your family and your community safe. We 

are in this together.  Please feel free to reach out with any questions that you have.

http://jec-llc.com
http://doriangroup.com
http://inspiredtc.com
http://inspiredtc.com
http://inspiredtc.com


Thank you for joining us.
If you have any remaining questions, please send your inquiry to 

questions@abcma.org and we will respond to you as soon as we can.

Get online with us:

@ABCMASS

www.abcma.org

http://abcma.org

