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P (Dies' favourite tools

® To communicate:
¥ Slack messages and huddles
7 Meetings

% Emails
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® To seek information within own team & other teams:

¥ Slack channels
7 Confluence

5 Google Drive
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} Expected response time:

Using an asynchronous
tool

25% A couple of hours later
19% Immediately
19% On the same day

Hardly no answers:
1-5 days later
More than 5 days later

Using a synchronous
tool

48% Immediately
48% On the same day

*by mistake, the option “A couple of hours later” was
not correctly setup for some participants from the

beginning of the survey. My apologies for this. - Elsa M.

Hardly no answers:
1-5 days later
More than 5 days later
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Using a synchronous
tool on a NMW

22% Immediately
9% A couple of hours later

6% On the same day

Hardly no answers:
1-5 days later
More than 5 days later

Answering:
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} Asynchronous communication@Remote, focus, inclusion

“Asynchronous communication “Asynchronous communication “Asynchronous communication
frees up time for me to do deep opens up space for me to think neutralizes time zones and
focus work”. about my responses”. increases inclusion”
75% 95% 85%

% agreement
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l Confluence: the challenges

“(...) outdated information is not being removed.”
“It is not very well organized {...)
“(...) a page is created then the following discussion happens in Slack.”

“Confluence (...) was developed for the developer and product community (...) and not as a
collaboration or comms fool for a company.”

“duplicated confent between Google Drive and Confluence.”

“(...) good for storage of information, not as a collaboration fool.”
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} Suggested actions

Documentation on Confluence

Block half day per month for documenting
Managers: make this a recurring topic on your 1:1

Take ownership and do some housekeeping:
Do you see something irrelevant? Align with your team and
clean it.
Do you see something messy2 Organize it.
Use your “Learning & Development” budget to get better
at it

(ex. Remote-How, Coursera, Class Central)
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Communication on Slack

Set up workflows

Record audio and video clips

Use threads

Use the right open/public channels
Use groups (find them here)

A discussion/decision on Slack should be followed by an
update of the documentation on Confluence

Strive for accessibility and inclusion
Update your status &2 @ A

MOSTLY Al


https://remote-how.com/course-catalog?tab=browse&topics=collaboration&page=1
https://www.coursera.org/specializations/effective-business-communication
https://www.classcentral.com/search?q=asynchronous
https://slack.com/help/articles/360053571454-Set-up-a-workflow-in-Slack
https://slack.com/help/articles/4406235165587-Record-audio-and-video-clips-in-Slack
https://slack.com/help/articles/115000769927-Use-threads-to-organize-discussions-
https://slack.com/help/articles/360058495654-Collaborate-effectively-in-channels
https://mostly-ai.atlassian.net/wiki/spaces/MIT/pages/604864829/Email+groups+Slack+Groupsil+groups+Slack+Groups

} Supporting materials on the Employee Handbook:

® Asynchronous communication

® Confluence 101

® No Meetings Wednesday

® Slack etiguette
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https://mostly-ai.atlassian.net/wiki/spaces/MH/pages/598114305/Asynchronous+communication
https://mostly-ai.atlassian.net/wiki/spaces/MH/pages/598114360/Confluence+guidelines
https://mostly-ai.atlassian.net/wiki/spaces/MH/pages/580419593/Introducing+No+Meeting+Wednesdays+NMW
https://mostly-ai.atlassian.net/wiki/spaces/MH/pages/547618817/Slack+Etiquette

www.mostly.ai

¥ Are you up to the
challenge?

Thank you for reading.
Now let’s get to it. s
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