
Work from Home, The virtual team 

In Thai (below) and English.  

Working from home will change how you 
communicate with your colleagues and 
customers. 

In the office, you can go to your 
colleagues’ desk and chat or have a 
meeting in a meeting room or go to visit 
the customer. These activities still need to 
occur, they will just happen differently. 

One on One discussions you can have a 
voice call (mobile or internet) or you can 
chat.  Always follow up with a 
confirmation email. 

A group meeting will now become 
conference calls or my favorite, video 

conference calls. With digital technology available today, video conference calls very simple and 
a better way to interact if you are remote; you get to see other people. 

Video conference calls normally have a few meeting rooms connected by the call but during 
“business continuity work from home” you can expect everyone to be in a different location. 

Here are the tips we can provide to help make successful calls and ensure they run smoothly; 
remembering you are all in different rooms: 

• Always have an Agenda. 
• Send the agenda out a day before the call or minimum a few hours before the call. 
• Ensure it is clear who will be talking to the topics of each agenda item. 
• If you do not have meeting etiquette guidelines, then you suggest you should create some. 

These guidelines should note 
o the participant should ensure their device is set up correctly, 
o have a headset, 
o the moderator controls the meeting (follow their lead), 
o remind people to be respectful, 
o allow others to finish talking, 
o have a mechanism to request to speak (it might sound silly, but hands up just like 

at school), 
 



o ensure your environment has little or no noise (you do not want to be in a noisy 
room as it will impact everyone), 

o watch your computer so you can monitor who wants to speak. 
• The moderator should give simple instructions on how the meeting will run at the beginning 

and then follow the agenda. 
• Take minutes of the meeting and make sure there are clear actions at the end of the meeting. 
• There should be a meeting owner who can be the moderator, but this role can hand that task to 

someone else. 
• Duration, keep the meeting to 30 to 90 minutes. Have multiple meetings if needed. 

Try also to keep the meeting to a maximum of 20 people, around the 10 number is probably 
better. 

Devices for this are mobile phones, tablets, computers and generally, your company will have 
defined social media and other tools such as Microsoft Teams which should be used. 

I do not recommend using a mobile (except as a last resort) for a meeting with many 
participants as it will be difficult to see others and any of the activities in the call. 

We hope this helps. 
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