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COURSE INTRODUCTION / OVERVIEW:

The global shift towards flexible work arrangements has made mastering the hybrid office a critical competency for
modern leaders. This course provides a comprehensive framework for managing the complexities of a blended workforce,
where some employees are in-office while others work remotely. It moves beyond basic remote work tips to address the
strategic challenges of maintaining productivity, fostering a cohesive culture, and ensuring equity across distributed
teams. Drawing on principles discussed by experts like Tsedal Neeley in her book "Remote Work Revolution", the program
delves into practical strategies for effective communication, digital collaboration, and performance management in a
hybrid setting. Participants will learn to navigate the nuances of asynchronous communication, combat proximity bias,
and leverage technology to create a seamless and inclusive work environment. BIG BEN Training Center has designed this
curriculum to equip managers and leaders with the skills to not only adapt to this new reality but to thrive in it, building
resilient, engaged, and high-performing hybrid teams. This training is an essential investment for any organization

committed to succeeding in the future of work.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Team Leaders and Supervisors.

e Department Heads and Managers.

e Human Resources Professionals.

e Project Managers.

e Operations Managers.

e C-Level Executives and Senior Leaders.

e Entrepreneurs and Small Business Owners.

e Anyone responsible for leading or coordinating distributed teams.
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TARGET SECTORS AND INDUSTRIES:

Information Technology and Software Development.
Financial Services and Banking.

Consulting and Professional Services.

Healthcare and Pharmaceuticals.

Education and E-Learning.

Telecommunications.

Marketing and Advertising Agencies.

Governmental and Public Sector Organizations.

Non-Profit Organizations.

TARGET ORGANIZATIONS DEPARTMENTS:

Human Resources.

Operations and Administration.
Information Technology (IT).
Project Management Office (PMO).
Sales and Marketing.

Customer Service and Support.

All departments with managerial or leadership functions.
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COURSE OFFERINGS:

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

e Develop a strategic framework for implementing a successful hybrid work model.

e Master communication techniques for engaging both remote and in-office employees.

e Implement fair and effective performance management systems for distributed teams.

e Foster a strong, inclusive culture that transcends physical location.

e Leverage digital collaboration tools to maximize team productivity and innovation.

¢ Identify and mitigate common challenges such as proximity bias and digital burnout.

e Design effective virtual and hybrid meetings that achieve clear outcomes.

o Create flexible work policies that support both organizational goals and employee well-being.

e Lead with empathy and emotional intelligence in a virtual environment.

COURSE METHODOLOGY:

This training course employs a dynamic and interactive learning methodology designed for maximum engagement and
practical application. At BIG BEN Training Center, we believe in learning by doing. The program is built around a blend of
expert-led presentations, real-world case study analyses, and interactive group discussions that encourage participants to
share their own experiences and challenges. A significant portion of the training is dedicated to hands-on workshops and
role-playing scenarios, allowing attendees to practice new skills in a supportive environment. Activities will focus on
solving common hybrid work dilemmas, such as conducting difficult conversations remotely or designing an inclusive
onboarding process. Participants will work in teams on practical projects, receive peer and instructor feedback, and
develop a personalized action plan to implement back in their workplace. This immersive approach ensures that
theoretical concepts are translated into tangible leadership competencies, empowering participants to confidently lead

their hybrid teams.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF THE MODERN HYBRID WORKPLACE

Defining the Hybrid Work Model and Its Variations.

The Business Case for Hybrid Work: Productivity, Talent, and Cost.

Assessing Organizational Readiness for a Hybrid Transition.

Key Principles of Hybrid Work Success: Trust, Autonomy, and Flexibility.

Understanding the Legal and Compliance Aspects of Remote Work.

Common Pitfalls and Challenges in Hybrid Environments.

Change Management Strategies for a Smooth Transition.

UNIT TWO: LEADING AND COMMUNICATING WITH DISTRIBUTED TEAMS

Adapting Leadership Styles for Hybrid Management.

Establishing Clear Expectations, Goals, and Communication Protocols.

Mastering Asynchronous and Synchronous Communication.

Running Effective and Inclusive Hybrid Meetings.

Techniques for Providing Constructive Feedback Remotely.

Managing Conflict and Miscommunication in Virtual Settings.

Building Trust and Psychological Safety in a Distributed Team.

UNIT THREE: CULTIVATING CULTURE, ENGAGEMENT, AND WELL-BEING

Strategies for Building a Cohesive Hybrid Team Culture.

Onboarding Remote and Hybrid Employees for Success.

Combating Isolation and Fostering a Sense of Belonging.

Promoting Employee Well-being and Preventing Digital Burnout.

Recognizing and Rewarding Performance in a Hybrid Context.

Organizing Virtual and In-Person Team-Building Activities.

Driving Innovation and Collaboration Across Locations.
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UNIT FOUR: TECHNOLOGY, TOOLS, AND OPERATIONS FOR HYBRID SUCCESS

e Evaluating and Selecting the Right Digital Collaboration Tools.

Optimizing the Digital Workplace for Seamless Integration.

Best Practices for Cybersecurity in a Remote-First Environment.

Designing the Physical Office for a Hybrid Workforce.

Creating Equitable Access to Resources and Opportunities.

Workflow Automation for Distributed Teams.

Data-Driven Decision Making for Hybrid Model Optimization.

UNIT FIVE: PERFORMANCE MANAGEMENT AND THE FUTURE OF WORK

e Developing Fair and Unbiased Performance Metrics for Hybrid Teams.

Conducting Effective Performance Reviews for Remote Employees.

Career Pathing and Professional Development in a Hybrid Model.

Addressing Proximity Bias in Promotions and Opportunities.

Analyzing Productivity Data to Refine Hybrid Strategies.

Future Trends: The Four-Day Work Week, Asynchronous-First, and Al.

Creating a Personal Action Plan for Hybrid Leadership Excellence.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOW 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.

SOMETHING TO THINK ABOUT:

As we design hybrid models to offer flexibility, how do we ensure they do not inadvertently create a two-tiered system that

disadvantages remote workers in terms of career progression and informal networking?
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WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO

OTHER COURSES?

This course distinguishes itself by moving beyond the logistical setup of remote work to tackle the deeper, more complex
human elements of leading a hybrid team. While many programs focus heavily on technology and tools, this curriculum
places a strong emphasis on the psychological and cultural shifts required for success. It offers a nuanced exploration of
issues like proximity bias, digital burnout, and maintaining equity, providing leaders with the behavioral science-backed
strategies needed to build a truly inclusive environment. The content is rooted in contemporary research on distributed
work, focusing on building trust, fostering psychological safety, and leading with empathy. Rather than offering a one-size-
fits-all solution, the course methodology, through its use of case studies and interactive problem-solving sessions,
empowers participants to diagnose their unique organizational challenges and design a bespoke hybrid model that aligns
with their specific culture and goals. It is a strategic leadership program, not just a technical guide, designed to future-

proof management skills for the evolving world of work.
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