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ﬂ Virtual Teaming

|
VIRTUAL]‘TEAMING”JON RERORTS AND PROPOSALS

Reports tend to be written in teams
because they represent the
research done by a team of people.
\‘/ Proposals also represent the
;i information gathered by a team and

decided upon for presentation. In

technical workplaces, people rarely
f have time to meet in person to work
d on a report or proposal. So, they
collaborate virtually through their
computers.

Here are some strategies for improving your work in virtual teams.

PLAN VIRTUAL MEETING TIMES

E-mail is useful for staying in touch, but you might also use instant messaging, phone conferencing, or
video conferencing to talk about the progress of the project. To hold a virtual meeting, set regular times
when everyone can participate in an instant messaging conversation or a phone or video conference.
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ASSIGN RESPONSIBILITIES TO MEMBERS OF THE TEAM
One reason why team projects fail is because people are not sure what they are supposed to be doing.
Team responsibilities should include a project coordinator, researchers, a document designer, and an
editor. The coordinator or person who assigns roles (usually based on team members' strengths) must be
certain that the designated responsibilities are clearly delineated. It is a good idea to ask each member on
the team if he or she understands what his or her responsibilities are. Everyone on the team should help
to create the final document, but some people, owing to their specific responsibilties, will be leading the
project at various times. For example, the designer and editor may be waiting on the researchers to move
the project forward. The project coordinator should oversee progress based on the project schedule.

SET A PROJECT SCHEDULE

Reports and proposals need to be written in stages, so setting timelines and due dates along the way
towards completion is a good way to keep the team on task. To establish a project schedule, the team
sshould work backward from the due date. For example, the team can chart when each part of the report
should be completed. As the team works on the report project, these dates on the schedules will become
milestones to signal whether the project will be completed on time and produce a professional quality
document. There are groupware programs for planning, such as Microsoft's Project; however, Microsoft
Office and other software programs have usable planners and planning templates as well.

DON'T LET SLACKERS RUIN YOUR EFFORTS

There are people who will let you do all of the work, giving all kinds of excuses. You will find them in the
classroom and in the workplace. The secret is to not let them sabotage the project. When starting a
project, the team needs to decide how itis going to deal with slackers. Often, if the team coordinator asks
a slacker to start contributing to the project, he or she will

In some cases, you may need to call in a supervisor or instructor to mediate a slacker situation. However,
the team should preplan possible contingencies for slacker situations.

BE HONEST

Virtual teaming relies on the honesty of team members because checking up on each other is difficult. As
ateam, stress the importance about being honest about the progress of work. In other words, agree
‘among yourselves not to tell team members that something is finished when it isn't. If anyone is having
trouble completing his or her part of the project, that person should be honest and tell the team. That way,
someone else can help out. Honesty ensures that one person won't let the team down.




