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Module 5 – Skills and tips for productivity in teleworking 
 

Short overview of the module 

A variety of factors within any organization affect productivity and engagement in the 

workplace. The key issue for HR professionals is to identify key motivators and 

demotivators affecting e-workers and their managers in their work, and find 

opportunities, ways and means of providing incentives to productivity and tackling the 

organizational barriers. 

In this module we will take a look at certain fields in which HR professionals can help 

boost the organization’s productivity, among other beneficial influences, by 

implementing simple solutions within the organization’s varied workforce 

departments and teams. These are mostly soft-skill based tips to establish and nurture 

a healthy, efficient and safe working environment. 

 

Objectives of the module 
Familiarizing learners with various tips and skills to provide for healthy, efficient and 

safe working environment that boosts productivity in teleworking, such as: 

- creating a positive organizational culture, encouraging organizational climate, 

and supporting work environment; establishing and co-creating office culture; 

- procurement of education training and development opportunities for all 

employees in various levels of the organization; provision of adequate and 

useful tools and technology; providing for a healthy working environment; 

- provision of clear organizational structure by defining all company processes; 

setting clear boundaries 

- employee wellness and wellbeing; clear, frequent, thoughtful and engaging 

communication through various channels. 
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Learning outcomes of the module 

 

 

MODULE 
# 

After the completion of the training, the participants are 
expected to … 

Knowledge Competences 

MODULE 
5 

● Identify ways in which HR 
professionals can help team 
leaders/managers /supervisors, 
based on their needs for support in 
their position and coping with 
management of a remote team to 
boost productivity 

 

 

● Apply various techniques and 
interventions in e-working 
teams to establish and 
nurture a healthy, efficient 
and safe working 
environment 

 
 

 

 

Module Content 
There are various factors that affect productivity and engagement in the workplace. 

The key issue for HR professionals is to identify key motivators and demotivators 

affecting e-workers and their managers in their work, and find opportunities, ways and 

means of providing incentives to productivity and tackling the organizational barriers. 

 

1. Creating a positive organizational culture, encouraging organizational climate, 

and supporting work environment 

Help employees create a healthy work environment, where they can develop healthy 

work habits and contribute to creating a productive workspace. 

To help build and retain a learning culture within an organization, HR professionals 

need to involve all levels of the organization. By actively including all levels of the 

organization, aside from assuring the entire organization is involved, HR professionals 

also make sure they have support from high-executives and decision-makers that 

understand their view and will help explain values of the organization to the rest of 

the employees; ensure managers and supervisors pass this message on to their teams, 

as well as support all workers to share and co-create the company culture, also 

providing for potential ways of improvement or change in the organizational or other 

processes. 
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2.  Give employees on all levels education, training and development 

opportunities 

These might include activities such as new employee orientation, manager training, 

leadership programs, personal and professional development programs, and various 

forms of re-skilling and up-skilling. 

 

3. Provide organizational structure by clearly defining all company processes 

Establishing clearly defined organizational structure and establishing effective, 

organized and efficient ways of dealing with all organizational and work processes will 

assure each individual as well as teams will work more productively, as they will have 

a clear understanding in the rules, roles, ways and responsibilities of each of the 

employees or employee structures involved. 

 

4. Provide for employee wellness and wellbeing 

Caring for your team members physical and mental health has become an increasingly 

important part of any organizational culture within the last years, and it has been only 

emphasised in the wake of the effects of COVID-19 pandemics, where individuals 

struggled with various issues, including threats to physical health (COVID, health risks 

of working in a suboptimal working environment from home) as well as mental 

wellbeing (stress, depressive moods, dealing with social distancing and isolation, 

dealing with uncertainty, job security, at-home conditions, child-care, …). 

Aside from developing and supporting safety training, maintaining various types of 

logs, certificates, records and data, and intervention in the event of injuries or fatalities 

that happen at work, creating a safe working environment that helps employee 

wellness encompasses more than compliance with regulations. Creating a wellness 

program, encouraging e-workers to put their welfare first and leading a healthier 

lifestyle will help create healthier and happier employees, boosting their productivity. 

All of these activities should be done considering e-working possibilities – such as 

providing an online physical activity course, offering wellbeing education and training, 

team building exercises, … 

 

5. Provide the necessary tools and technology 
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Technology has become an integral part of all working processes, but proper 

technology is even of greater importance in e-working. Accessible, supported, user-

friendly, efficient, and easy-to-manage technological solutions should be at the 

forefront in the organization’s managing e-working solutions. Technologies that 

facilitate collaboration and engagement are preferred for e-workers for their boost of 

employee engagement, while easily accessible, cloud-based technology that allow for 

“anytime, anywhere” e-working will allow for efficient time-management of the e-

workers. 

However, the best technology and tools alone do not boost productivity – the workers 

need to be properly trained to manage said technology and/or tools. 

 

6. Engage in communication frequently and through various channels 

While too much communication might lead to employees feeling overwhelmed, 

micromanaged and might even lead to communication burnout, frequent 

communication is key in establishing and maintaining various types of social bonds 

between employees and between employee and their manager. It is important to 

communicate informally, in addition to formal meetings. Varied communication 

channels are preferred, as employees differ in their preferences and communication 

styles, however, video interactions offer the most information about body language 

and expressions that can be a meaningful insight in understanding an employee’s level 

of engagement and state of mind. 

Speak to the workers individually to see how you can best support them. Often, not 

only official company avenues are the support they need, but instead small, internal 

changes can help them function better – such as perhaps moving a specific deadline a 

few days in view of a difficulty a worker might be going through (e.g. sick child). 

 

7. Find ways of establishing, sharing and co-creating office culture 

While e-workers are less likely to participate in physical meetings/in person, it is 

important to commit to sharing office memorable moments via videos and pictures or 

similar activities. This will help the employees understand office culture and be part of 

it, boosting their engagement and productivity. Get to know your people within their 

work setting. 

 

8. Set clear boundaries  
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Establish a clear vision of the expectations the organization has of any workers working 

remotely and communicate this with the employee. This should also include ways of  

setting up communication channels, scheduling for meetings and video conference, 

limits and possibilities of their time-management to fit the needs and requirements of 

the organization and so on. Be mindful of possibilities of maintaining work-life balance 

– including carefully planning team meeting to fit potential time-zone differences, 

showing respect towards time e-workers time off. Clearly communicate when other 

team members, other departments and yourself can be reached – setting clear 

boundaries is a two-way street. When working remotely, the worker never gets to “go 

home”, so turning off their computer for the day might be difficult. Reassure yourself 

and your coworkers that you cannot solve every problem immediately, and that you 

all need time off. 

 

9. Remember that we are all humans first 

While there are certain ways working environment compels us to act to meet the 

expectations of various stakeholders – from other employees, managers, high-

executives, to clients – at our core we are a human being first, an employee and 

company representative second. Make the effort to express yourself and let your 

personality shine through even within the working environment. Genuine and 

authentic ways of interacting with our colleagues offers ways of establishing trusting, 

meaningful and candid relationship – and as social beings, this helps boost our work 

ethic, morale, engagement and productivity. 

 

 

Activity 1: 

Out of the tips and skills covered in this module, choose three and prepare a small-scale 

action plan for intervention in your workplace environment. Bear in mind that the steps 

you take should be based on your specific work situation, needs of your e-workers and 

their managers, and be viable for execution within the existing tools framework of your 

organization. 
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TIP DESIRED OUTCOMES STEP-BY-STEP ACTION PLAN 

 
 
 
 
 
 
 
 
 

  

   

   

 

 

 

Suggested Reading 

- Coronavirus Essentials: 9 Tips for Managing Remote Employees 

- Performing the Core Functions of HR Remotely  

- 12 Things Remote Working Employees Care About the Most  

- 7 Creative Ways to Show Remote Workers You Care  

 

https://www.stampli.com/blog/leadership/managing-remote-employees/
https://www.cornerstoneondemand.com/resources/article/performing-core-functions-hr-remotely/
https://inside.6q.io/things-remote-working-employees-care/
https://www.flexjobs.com/employer-blog/ways-show-remote-workers-you-care/

