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COURSE INTRODUCTION / OVERVIEW:

The global shift towards flexible work arrangements has made the hybrid office a permanent fixture in the modern
corporate landscape. This transition, however, presents unique challenges in leadership, communication, and operational
efficiency. This course is meticulously designed to equip professionals with the strategic framework and practical skills
needed to navigate this new reality successfully. Drawing on foundational concepts from experts like Tsedal Neeley,
author of "Remote Work Revolution: Succeeding from Anywhere", we explore the multifaceted nature of managing
distributed teams. The curriculum moves beyond basic tool tutorials, focusing instead on the human dynamics of remote
collaboration, fostering an inclusive culture, and maintaining high levels of engagement and productivity. Participants will
learn to build resilient hybrid teams, optimize digital workflows, and implement effective performance management
systems tailored for a non-traditional office environment. At BIG BEN Training Center, we provide a comprehensive
learning experience that transforms the complexities of hybrid work into a competitive advantage for your organization,
ensuring seamless integration and sustainable success in this evolving world of work. This program is your definitive guide

to mastering the art and science of leading in a hybrid-first world.

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 IT Managers involved in digital workplace implementation.
e Executives and Senior Leaders shaping company policy.

¢ Anyone responsible for managing or coordinating remote or hybrid teams.
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TARGET SECTORS AND INDUSTRIES:

e Technology and Information Technology.

Financial Services and Banking.

Healthcare and Pharmaceuticals.

Professional Services, including Consulting and Legal Firms.

Education and E-Learning Institutions.

Telecommunications and Media.

Government Agencies and Public Sector Organizations.

Retail and E-commerce.

TARGET ORGANIZATIONS DEPARTMENTS:

e Human Resources and Talent Management.
e Operations and Administration.

e Information Technology (IT).

e Project Management Office (PMO).

e Marketing and Sales Departments.

e Customer Service and Support.

e Finance and Accounting.

¢ All departments transitioning to or operating within a hybrid model.
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COURSE OFFERINGS:

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

¢ Develop a strategic framework for implementing and managing a successful hybrid work model.

Master effective communication techniques for both synchronous and asynchronous collaboration.

Lead and motivate distributed teams to maintain high levels of productivity and engagement.

Select and implement the right digital tools to support seamless remote and in-office workflows.

Design and enforce fair and effective performance management systems for hybrid employees.

Cultivate a strong, inclusive, and positive organizational culture that transcends physical location.

Create robust remote work policies that address security, compliance, and logistical challenges.

Facilitate engaging and productive virtual meetings and collaborative sessions.

Address common challenges such as proximity bias, digital fatigue, and employee burnout.

COURSE METHODOLOGY:

This training course from BIG BEN Training Center employs a dynamic and interactive learning methodology designed for
maximum knowledge retention and practical application. We believe that mastering hybrid work management requires
more than theoretical knowledge; it demands hands-on experience and collaborative problem-solving. The training is
built around a blend of expert-led presentations, real-world case study analyses of companies that have successfully
navigated the transition to hybrid models, and interactive group discussions where participants can share their unique
challenges and insights. A significant portion of the course is dedicated to practical workshops and role-playing scenarios,
allowing participants to practice new leadership techniques, facilitate virtual meetings, and handle difficult conversations
in a controlled environment. We will engage in hands-on exercises with various digital collaboration tools to build
confidence and competence. Continuous feedback from the instructor and peers is a core component, ensuring that
participants can refine their skills throughout the five-day program. Our approach is designed to be immersive, ensuring
that attendees leave not just with notes, but with actionable strategies and the confidence to lead their hybrid teams

effectively from day one.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF THE MODERN HYBRID WORKPLACE

Defining the spectrum of hybrid and remote work models.

Assessing organizational readiness for a hybrid transition.

The core principles of trust, transparency, and autonomy in hybrid teams.

Understanding the impact of hybrid models on company culture and employee experience.

Key challenges and opportunities in the hybrid office environment.

Developing the business case for a flexible work strategy.

e Anoverview of legal and compliance considerations for remote work.

UNIT TWO: LEADERSHIP AND COMMUNICATION IN A DISTRIBUTED ENVIRONMENT

Adapting leadership styles for managing remote and in-office employees.

e Mastering synchronous vs. asynchronous communication strategies.

Setting clear goals, expectations, and deliverables for hybrid teams.

Techniques for building and maintaining trust with remote team members.

Conducting effective one-on-one meetings and team check-ins.

Giving constructive feedback and recognition in a virtual setting.

Strategies for preventing proximity bias and ensuring equitable opportunities.

UNIT THREE: MASTERING DIGITAL COLLABORATION AND TOOLS

Evaluating and selecting the right technology stack for your hybrid team.

Best practices for using communication platforms like Slack and Microsoft Teams.

Leveraging project management software for visibility and accountability.

Techniques for effective virtual brainstorming and whiteboarding.

Establishing digital communication etiquette and protocols.

Ensuring cybersecurity and data protection for a distributed workforce.

Training your team for digital fluency and tool adoption.
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UNIT FOUR: FOSTERING CULTURE, ENGAGEMENT, AND WELL-BEING

o Strategies for building a cohesive and inclusive culture across locations.

e Designing virtual team-building activities that foster connection.

e Monitoring and promoting employee engagement and morale remotely.

e Recognizing the signs of burnout and digital fatigue.

e Implementing strategies to support employee work-life balance and mental health.
e Onboarding new employees effectively in a hybrid setup.

e Creatingintentional social interactions to combat isolation.

UNIT FIVE: STRATEGIC IMPLEMENTATION AND THE FUTURE OF WORK

e Developing and documenting a formal hybrid work policy.

Defining key performance indicators (KPIs) to measure the success of your hybrid model.

Managing office real estate and redesigning physical spaces for collaboration.

Change management principles for a smooth transition to a hybrid model.

Analyzing data and feedback to continuously optimize your hybrid strategy.

Exploring future trends in remote work, automation, and the gig economy.

Creating a personal action plan for implementing course learnings.

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.
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SOMETHING TO THINK ABOUT:

As automation and Al increasingly integrate into the workplace, how might the principles of hybrid team management

evolve to balance technological efficiency with human-centric leadership and employee well-being?

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

This course distinguishes itself by adopting a holistic, human-centric approach to hybrid work management, moving far
beyond a simple overview of digital tools and scheduling software. While many programs focus on the logistical aspects,
we delve into the complex psychology of leading distributed teams, emphasizing the critical skills needed to build trust,
foster psychological safety, and cultivate a truly inclusive culture where every employee feels valued, regardless of their
physical location. Our curriculum is deeply rooted in contemporary organizational behavior research, including insights
from leading academics in the field, but is delivered through highly practical and interactive methods. We prioritize real-
world case studies, situational role-playing, and peer-to-peer problem-solving over passive lectures. Participants will not
just learn about concepts like proximity bias and asynchronous communication; they will actively develop strategies to
combat and leverage them. The focus is on creating a sustainable, high-performance hybrid ecosystem, equipping leaders
with the strategic mindset and emotional intelligence required to navigate the future of work, rather than just managing

the present. This strategic depth ensures a lasting and transformative impact on both the leader and their organization.
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