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COURSE INTRODUCTION / OVERVIEW:

The global shift towards remote and hybrid work models has fundamentally transformed the professional landscape,
demanding a new set of skills for effective communication and leadership. This course is meticulously designed to address
the unique challenges and opportunities of the virtual workplace. It moves beyond basic tool tutorials to explore the
nuanced dynamics of digital interaction, focusing on building trust, fostering engagement, and driving productivity across
distributed teams. Drawing upon principles from experts like Erica Dhawan, author of "Digital Body Language", this
program delves into interpreting cues in a text-based world to prevent miscommunication and strengthen relationships.
Participants will learn to create a psychologically safe and inclusive virtual environment where every team member feels
connected and valued. BIG BEN Training Center has developed this curriculum to equip leaders and professionals with
actionable strategies to not only manage but also inspire high-performing remote teams, ensuring that geographical
distance does not hinder collaboration, innovation, or organizational culture. This training provides a comprehensive

framework for mastering the art and science of leading effectively in the digital age.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

Team Leaders and Supervisors.

Project Managers and Program Managers.

Human Resources Professionals.

Department Heads and Senior Managers.

Remote and Hybrid Team Members.

Operations Managers.

Entrepreneurs and Small Business Owners.

Anyone transitioning to a remote leadership role.
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TARGET SECTORS AND INDUSTRIES:

Information Technology and Software Development.
Financial Services and Banking.

Healthcare and Telemedicine Providers.

Consulting and Professional Services.

Education and E-Learning Institutions.

Marketing and Advertising Agencies.

Governmental agencies and public sector organizations.

Non-Profit Organizations.

TARGET ORGANIZATIONS DEPARTMENTS:

Human Resources and Talent Development.
Project Management Office (PMO).
Information Technology (IT) and Operations.
Sales and Business Development.

Marketing and Communications.

Customer Support and Service Delivery.
Research and Development.

Administrative and Executive Support.
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COURSE OFFERINGS:

By the end of this course, the participants will have able to:

e Develop clear and concise communication protocols for remote teams.

Master the art of digital body language to enhance virtual interactions.

e Implement strategies to build and maintain trust in a distributed workforce.

e Lead engaging, inclusive, and highly productive virtual meetings.

¢ Design effective workflows for both synchronous and asynchronous collaboration.
e Foster a positive and connected remote team culture through virtual activities.

e Manage remote team performance and provide constructive feedback effectively.
e Resolve conflicts and address communication breakdowns in a virtual setting.

o Create a comprehensive remote work policy and communication plan.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to be highly interactive, practical, and engaging,
ensuring that participants can immediately apply their learning to real-world scenarios. This course utilizes a blended
learning approach that combines expert-led presentations with hands-on activities. A significant portion of the training is
dedicated to case studies of organizations that have successfully navigated the transition to remote work, allowing for in-
depth analysis and discussion of best practices. Participants will engage in collaborative group exercises and role-playing
simulations to practice skills such as facilitating difficult virtual conversations and providing remote feedback. Interactive
workshops will guide attendees in using various digital collaboration tools to solve complex problems. Peer-to-peer
learning is heavily encouraged through structured discussions and feedback sessions. The facilitator will provide
personalized coaching and actionable feedback throughout the course, ensuring that each participant develops the

confidence and competence to lead and communicate effectively in any virtual environment.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF HIGH-IMPACT VIRTUAL COMMUNICATION

UNIT TWO: LEADING AND MANAGING HIGH-PERFORMING REMOTE TEAMS

UNIT THREE: MASTERING VIRTUAL MEETINGS AND DIGITAL COLLABORATION

The paradigm shift from in-person to remote collaboration.

Identifying and overcoming common virtual communication barriers.

The science of Digital Body Language and interpreting digital cues.
Choosing the right communication channel for the right message.
Establishing clear communication protocols and expectations (netiquette).
Crafting clear, concise, and actionable written communication.

Active listening techniques for the virtual environment.

Defining the role of the modern remote leader.

Building and sustaining trust and psychological safety from a distance.
Setting clear goals, roles, and responsibilities for distributed teams.
Techniques for effective remote delegation and empowerment.

Managing performance and productivity in a remote context.

Delivering impactful feedback and conducting remote performance reviews.

Onboarding new team members effectively into a remote culture.

Planning and structuring results-oriented virtual meetings.

Techniques for maximizing engagement and participation in online meetings.
Facilitating inclusive discussions where all voices are heard.

Leveraging collaborative tools for brainstorming and decision-making.
Differentiating between synchronous and asynchronous collaboration.

Best practices for managing asynchronous workflows and communication.

Documenting outcomes and action items for clarity and accountability.
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UNIT FOUR: CULTIVATING CULTURE AND ENGAGEMENT IN A DISTRIBUTED

WORKFORCE

e Strategies for building a cohesive and positive remote team culture.

e Designing and implementing virtual team-building activities that work.
e Recognizing and celebrating achievements in a remote setting.

e Promoting employee well-being and preventing burnout.

e Managing and resolving interpersonal conflicts within virtual teams.

e Fostering innovation and creativity across geographical boundaries.

e Conducting effective virtual one-on-one check-ins.

UNIT FIVE: ADVANCED REMOTE LEADERSHIP AND THE FUTURE OF WORK

e Navigating cross-cultural communication challenges in global teams.

Leading and integrating hybrid teams (in-office and remote).

Advanced strategies for stakeholder management in a virtual world.

Ensuring data security and privacy in remote operations.

Developing personal resilience and adaptability as a remote leader.

Anticipating future trends in remote work and virtual collaboration.

Creating a personal action plan for continuous improvement.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOWw LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.
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SOMETHING TO THINK ABOUT:

How might the evolution of digital communication tools fundamentally alter the psychological contract between an

employee and an organization in a fully remote future?

WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO
OTHER COURSES?

This course distinguishes itself by focusing deeply on the human-centric aspects of virtual leadership, rather than merely
providing a technical overview of collaboration software. While many programs focus on which tools to use, this training
emphasizes how to use them to foster genuine connection, psychological safety, and a strong organizational culture. It
integrates cutting-edge concepts from thought leaders like Erica Dhawan, providing a robust framework for
understanding and mastering "Digital Body Language" to prevent the misunderstandings and disengagement common in
remote work. The curriculum is built around practical application, using real-world case studies, interactive role-playing,
and peer-based problem-solving to ensure skills are not just learned but internalized. Unlike generic courses, this program
is tailored to address the nuanced challenges of building trust, managing performance, and resolving conflict when
physical presence is not an option, equipping participants with the sophisticated emotional intelligence and strategic

communication skills required to lead successfully in the modern distributed workplace.
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