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Hello Leader!
At the beginning of the pandemic, I trained a number of leadership teams, how to
effectively and efficiently lead remote teams. In addition, I wrote 4 articles through my
LinkedIn Profile on the subject matter. 

This e-Book is a compilation of these 4 articles.

Included at the end are links to 2 extra articles: one on addressing burnout whilst
working from home, and for those who provide online services to customers, what to do
to maintain trust and connection with your clients. 

My name is Barbara Mutedzi. I am a Conscious Leadership & WellBeing Coach, working
with Business Owners and Leaders, helping them sharpen their conscious leadership
skills for higher performance, impact and return on investment. 

What this results in, is an ability for them to create psychologically safe and conducive
environments for the people they lead, serve and look after, to step in, flourish and
contribute at even higher levels. 

My life purpose is to help people harness and control the power they have within, to live
a life of and on purpose. 

Introducing the
author

LEADING CONSCIOUSLY
HTTPS://DESIGNYOURLIFEFOUNDATION.COM



LEADING CONSCIOUSLY
HTTPS://DESIGNYOURLIFEFOUNDATION.COM

Part 1: The Blueprint
Are you are a leader, a
manager, someone who is
now faced with leading
people remotely? 

Is this a cause of concern for
you in this time of social
isolation and social
distancing? 

Are you worried, concerned
and anxious on how you are
going to do it? 

How are you going to change
from in-person management
of your people to effectively
managing them remotely,
yielding the same level if not
a higher level of performance,
of impact and revenue? 

If these are questions you or
fellow leaders are wrestling
with at the moment, this
article is for you.

What I can tell is that, it does
require a lot of trust, discipline,
dedication and a strong sense of
belonging and teamwork for each
of your staff members.

It does take you as a leader to
step up, harness the strength you
already have within you, seek out
help from your staff and work as
part of a team.
 
Everything starts with you. Your
team is only as strong as your
leadership.
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The Blueprint
Most of the traits mentioned, i.e.
trust, discipline, a sense of
belonging and teamwork are
habits, behaviors and attributes
that take time to develop. 

We are in isolation now. 

What do we do? 

How do we continue providing
our clients services?
 
How do we reassure them of our
promise to them, especially that
they are also going through this
same process as you? 

How are we showing strong
groundedness, accountability and
agility that comes with change? 

How do we stand out so that we
continue to be of higher level
impact and value to our clients; at
the same time bringing in the
revenue to keep us and our
business partners afloat? 

What do we do in this case?

The best place to start is
always the beginning, making
sure our foundation is indeed
grounded, yet flexible. 

From there we join the dots,
we build the pillars that join
the skillset of each of our
team members. 

Your foundation, your starting
point is the organizational
strategy, specifically the
purpose, vision, mission and
values. 
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The Blueprint
Are these areas clear to you as the leader? 
Are they clear for your team as a whole and for each member?
 If the answer is no, re-evaluate them, make them clear.
If the answer is yes, here are follow up questions to address (you are
welcome to print and use the next page to respond to the questions):

When you look at the 5 elements of your business and organizational strategy: 

What is the role of my team, in line with the purpose of the organisation?
What is the vision of my team in this regard?
How am I and my team going to achieve this vision, i.e. what specific
activities are we / do we need to engage in (the mission/s) in order for us to
achieve the vision. List all of these down.
What are our values in the organization and how can we uphold them in the
specific activities of each team members' role
For point number 3 above, list all the members of your team. Against each
person: (a) list down the person responsible for each activity; (b) Make sure
that each can see how their role affects the other – think cross silo
management* and leadership; (c) Have timelines that allow activities to be
achieved. 

1.
2.
3.

4.

5.



Questions 1-4 Date:

LEADING CONSCIOUSLY
HTTPS://DESIGNYOURLIFEFOUNDATION.COM



Questions 5 

Activity Person
Responsible

To be achieved
by (timeline)

Resources required
for activity to be

achieved

Tick if person responsible
has all the information, skills
and resources to achieve the

task by the given timeline 

     

     

     

     

     

     

     

     

     

     

     

     

Date:
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Effectiveness
Make use of online collaborative tools for high performing teams. 

Examples may include: Zoom, Skype, Slack, Asana, Trello and Google
Docs. 
More resources can be found online, for example at:
https://resources.workable.com/tutorial/collaboration-tools. 
You can also draw up a Gantt chart or simplified excel sheet against
timelines, using formulas that change with each input.

Once all is clear and everyone is in agreement, call a meeting (can be an
online meeting using platforms such as Zoom, Skype and Group voice
calls) to discuss what needs to be achieved: every day, every week, every
month. 

Then move through the period with ease and with constant feedback. 
Make sure feedback times and updates are established so that
nothing falls through the cracks.

1.
a.

b.

c.

2.

a.
b.



Timelines: agree on a reporting structure so that the team platform is either
updated in real time by each staff member responsible for each activity; or
by yourself as the leader. 
Updates and feedback times can be updated in real time, i.e. as each
activity is completed; and or at the end of each day or week depending on
the type of work being done and the length of time it takes to be completed. 
Have daily or weekly check-ins with everyone on mental health,
adjustments to working from home, scheduling and keeping time.

As a manager and leader, your role is to provide a conducive
environment where your staff to use the skills you hired them for, and for
you to monitor systems, making sure that they are flexible and agile
enough to allow your staff members to do their work efficiently and
effectively. 
You are essentially playing the role of their coach; being a catalyst for
growth, change and progress. 
This will increase performance, impact and revenue or other Return On
Investment parameters.

1.

2.

3.

a.

b.

c.

LEADING CONSCIOUSLY
HTTPS://DESIGNYOURLIFEFOUNDATION.COM

Efficiency



RESOURCE RE-ALLOCATION 

Communication gadgets: does everyone have access to a phone and a
computer, internet and communication costs.

What do you usually use in the office that you don’t use as much when
people are working remotely. Can we reallocate these funds to make sure
employees have access to the above within their remote locations?

Some of these can include, the water bill, the electricity bill, the
organisational inbuilding communication bill, teas and coffees usually
taken in the office, transportation bill etc…

Do you need to train your staff on the use of some of the online programs?
Zoom, Google Docs, Skype, Excel formulas etc…

What is the turnaround time for these resources – you may need to have a
discussion with your accounts department. 

Make sure to list all expenses required, then suggest where money can be
repurposed. And where possible, show how the way you have set up your
team, will in effect, reduce the costing
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Resource re-allocation: 
It is important to note that with remote working, there may be some
resource allocation required without spending outside of the current
budget that you already work with. ‘New’ resources that would be
needed, include:



SUMMARY

The above is a blueprint that any organization, team, group can follow. A
good blueprint to use even after this period of social isolation and

distancing. 
 

All activities in a team, a department, an organization, should be aligned
to the organization strategy, i.e. the purpose and vision of the

organization. 
 

Effective teams use this as a foundation to higher performance, higher
levels of impact and effectiveness. Clarity of purpose and related

activities being the crux of it all. 

LEADING CONSCIOUSLY
HTTPS://DESIGNYOURLIFEFOUNDATION.COM

Align team strategy with organizational values
Align each person’s roles with team strategy
Establish roles and timelines against each activity
Establish reporting times
Train team where required
Reallocate resources
Check in with your team

1.
2.
3.
4.
5.
6.
7.

Article First Published on LinkedIn by Barbara Mutedzi on 2 April 2022. Link to original article:
https://www.linkedin.com/pulse/managing-remote-teams-part-1-blueprint-conscious-leadership-

coach 

https://www.linkedin.com/pulse/managing-remote-teams-part-1-blueprint-conscious-leadership-coach
https://www.linkedin.com/pulse/managing-remote-teams-part-1-blueprint-conscious-leadership-coach
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Part 2: The Practicalities
of Working from Home
“Okay Barbara, so we have followed
the Blueprint as you laid out in
yesterday’s article: Managing
Remote Team. Part 1. 

Okay, now how do we manage
people who have (a) never worked
from home and (b) have family and
others disturbing them at home, (c)
family and others who themselves,
may not have an idea or
understanding of what working from
home looks like?” 

This is what we will address in
today’s article.

My quick response would be: 

Ask them to set up an ‘office’ space in the home, perhaps to find the quietest time
in the house to do some concentrated work? 

Can they invest in noise cancelling headphones, or use earphones with some
background music that will help them focused on the tasks at hand. But are these
tips helpful? 

Your team, like you, are only human (said in the utmost respect of the immense
potential that us as humans have), dynamic and likely from different socio-
economic backgrounds, ages and gender. 

What then? This is a very good question. Conscious Leadership comes to mind.
Let’s look at a few scenarios and options that you could explore. Note that they are
all centered on collaborative conversations; a co-creation of ideas for collective
growth: 

https://www.linkedin.com/pulse/managing-remote-teams-part-1-blueprint-conscious-leadership-coach/
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Self & family meets
Is there a way we can sit down with
our families and map out a daily or
weekly schedule? 

A way which conveys that, even
though we are at home, we are
expected to deliver on our work? 

Could everyone in the family,
household and property, also plan
what they would like their day to
look like for the next day? 

In this way, we can work at making
sure everyone is given the space, the
environment and resources they
need to accomplish their tasks and
activities? 

Have a schedule for yourself and the
family. 

Once we have aligned all resources
needed for us to perform our tasks
as indicated in Part one of this series
of articles in managing remote
teams, we can now follow the
schedule as much as is possible. 

Flexibility and agility always a factor
of course. We are never completely
in control of everything, if at all. We
can only strive toward a goal.

If you have children, include them in
these discussions. 

What activities can they and would
like to engage in during the next
day?

 Have a discussion on all the
resources that the children will need
for tomorrow, and match quiet
activities with the times set for
online work meetings. 
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Office set-up
Having a separate office would be ideal. 

One where you can shut the door, or one furthest away from the play space. 

Perhaps one where a note can be placed on the door for when they can come
in for questions, and when there is an ongoing call. 

We need to sit down with them and explain the importance of why you are or
need to work. 

We also need to actively and deliberately find time to engage with them in this
time as well. 

Your presence may be their joy and they would like to engage with that. 
Perhaps plan the main meals of the day together and or carve out some play
time.
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Office set-up

Extend the work space
In home environments with limited indoor space, are there options to extend
work and play areas into the outside area? 

Again at designated times. 
Are there options to do concentrated work activities whilst for example,
children are napping, the household is sleeping and they have gone to shops? 

A step back into talking about office space. 
If you have office documentation in the house, is it protected and lying around
all over the house. Especially when we handle clients’ personal information;
should the information even be at the house? What are we doing to uphold
confidentiality agreements with our clients. 

All these are questions that need to be addressed. 
How can we protect ours and our clients property. Your legal and risk
assessment departments should you have one, may need to relook at all these.
It should be part of their process.
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Household Staff

Note that your household staff are also part of the family. The time they clean
certain parts of the house affects your work. You don’t want to have the washing
machine, the tumble drier, the hoover, the lawnmower and any other gadgets
going off in the background when you are on a call. 

Make sure you also sit with them and find out how best you can all schedule
activities that don’t disturb one or the other. Notice that everything is centered on
collaborative conversations that consciously respect all parties. All people and all
these things matter. 
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Remainging professional

In all actions and decisions, we
have to remain professional. 

If the team have a scheduled
time for calls, is there a way
that these become more set at
a specific time so that your
team members are also able to
plan accordingly with limited
disturbance in the background? 

This is an important discussion. 

Have you ever had a call with
someone and they either have
a noisy television, radio, video
game or people having a loud
conversation either with
another person or on a call in
the background? 

It may make it a tad bit hard to
focus on the call you are
having. 

An etiquette protocol may help,
and these rules can be set with
the group together. 

Exploring etiquette protocol

What works and what doesn’t?
And sometimes a trial and error
phase can help the team. 

Together, let’s try and see what
will work. 

We are human, we are dynamic,
we can’t control everything – so
we adjust as we go along. 

An ongoing ‘rule’ board can be
kept and updated
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Compassionate leadership
Now remember, as a leader that the first few weeks may take time for all of us to
settle in, into this new routine. Like most new habits, it takes time. 

Our role as leaders is to help our staff, to provide them with a conducive atmosphere
whether online or in person, for them to flourish in the way only they can. 

Always ask yourself, how can I help my people adjust in this time? We are there to
serve them. In that we create a strong culture of interconnectedness and trust. 

From that, our teams are able to perform better for themselves, their families and for
the organization. 

It does take time, patience and continual check in with them at all levels from
personal to professional and business.

What structures have they put in place to make their home space a productive work
environment for themselves and their household? 

Have they put in breaks in between for coffee / teas, lunch and support? Have they
put in time in between to check in with everyone in the house so that there is
continual communication at home on progress in this new routine.
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Managing Diverse Teams

If you look at all of the above information, it is centered around higher levels of
self-leadership. 

Once we make it routine to lead ourselves better in different situations, the
home and personal spaces being the starting point, it becomes easier to
engage at higher levels in other areas. 

We become the directors of our own lives, making decisions each day that
lead us on the path to self-sufficiency and valuable contribution to our home
and work team. 

Imagine if you had a team that was completely made of these highly
engaged, conscious way of living and working? What sort of personal,
intellectual, communication, mindset and collective leadership outputs would
you all enjoy? 

I would love to know what you and your team put in place, to effectively adjust to working from
home? Do share in the comments section in the LinkedIn profile where this article was first published.

Details below: 
 

Article  First Published on LinkedIn by Barbara Mutedzi on 3 April 2022. Link to original article: 
https://www.linkedin.com/pulse/managing-remote-teams-part-2-practicalities-working

https://www.linkedin.com/pulse/managing-remote-teams-part-2-practicalities-working
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Part 3: Monday Check-ins
MENTAL HEALTH CHECK-IN

Monday: A good day to have a
scheduled start-of-the-week
meeting. A time to check in on how
everyone faired over the weekend, if
at all - because, was it even a
weekend? 

It may just have been like any other
day because of the quarantine
period. 

Your people may not even be feeling
tired from the actual weekend, but
from the prospect of another week in
isolation, distancing and working
from home. What then? 

Mental health is an important check-
in meter, as some cultures are not
taught to speak up about what no
one cannot ‘see’, even if it is
affecting behavior. 

This is where your training and
knowledge around managing
diverse teams comes in. 

One of the most effective way of
managing diverse teams is by
asking questions, learning through
them, seeking to understand from
their perspective – all in the same
way that you yourself would like to
be understood when given the
opportunity to share. 

Empathy. Compassionate
leadership. 

Put yourself in your staff’s
shoes in relation to being
understood. 

Everyone has a voice, a
perspective, a worldview. 

Assumptions are not helpful.

As the saying goes: seek to
understand before we are
understood.
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Connecting
Connection is a big factor in our lives. We are essentially interconnected, whether we
choose to believe it or not, whether we are aware of it or not; whether we choose to
learn how to practice it or not. It’s a fact. Could we try to work in its awareness?
What extra support does your team need to make it through this week. 

This is also a good time to monitor and evaluate together with your team, what may
have worked and what did not work on the work front in the past week working
from home. A good time to make adjustments as needed, whilst staying on track
with the vision and goals of the organization and the team. 

As a leader, take this time to see who may not have performed well in the past week
and who did well. Make time to inquire, to listen and support as needed. Make time
to learn, to grow and to share from those who did well. 

Use this as a starting space to connect with your people at individual level if you’re
not doing so already. Where needed, allow for rest and recollection. 

The collective consciousness of the global and national communities is affecting all
of us differently. One of the effective ways to know is by asking and or creating
spaces for these conversations. 

We all need to be heard. To feel taken care of and understand. When we feel safe
we tend to be productive. 



Reducing monotonous tasks by changing up activities that each staff
member is performing?
Providing an opportunity for each to sharpen different areas of their
skillsets, such as communication?
A change up of group / team leadership every so often to keep
everyone interacting with different people each day or week may help
Increasing team cohesion by suggesting and creating a buddy system
between team mates to check on each other. This also removes sole
responsibility of only you doing this when you are needing a quick rest
yourself
A sharing of strategies around working from home?
Allowing for mental health check-in, rest and recovery 
What else can you think of that may help you and your team?

As time moves forward in working in isolation and away from the office
and with close proximity to each other, there may be a tendency, a need to
get back into the office. 

This restlessness may be difficult to address. 

What can we do as leaders? 

What may help our teams get through the restlessness as we adjust to
this new way of working? 

Could the following change in activities help you? 

(Feel free to print and use the worksheet on the next page to brainstorm):

1.

2.

3.

4.

5.
6.
7.
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Flexibility



Brainstorming Date:

LEADING CONSCIOUSLY
HTTPS://DESIGNYOURLIFEFOUNDATION.COM



LEADING CONSCIOUSLY
HTTPS://DESIGNYOURLIFEFOUNDATION.COM

Inclusive conversations

In my work as a Medical Anthropologist, I have lead on a number of research
projects and accompanying programs. 

In all of them, I have taken advantage of the effectiveness of Gantt charts as a
great management tool. 

They are great tools in managing cross silo teams; and concurrently making it
easier to monitor progress, identify gaps and adjust on the go. 

They are also useful reference tools and conversation starters where you may
not feel too confident to speak to some of your team members, or if having
discussions with team members at individual level is something you are still
new to as a new leader. 

The conversation starts with a sharing of where the team is, relative to where
they need to be. 

It moves on to how each person’s contribution matters as everyone has a
skillset much needed to get the job done (this is of course if we hired correctly). 

From there we highlight where there may be gaps in work outputs and the
questions would be:
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Continuing...
1.     What can we do to support
you so you are able to bring in your
input as needed? 

2.     Is there something we can
change bar delaying the whole
process? 

3.     Are there any areas that we
may have overlooked in putting the
worksheet together?

The conversation is inclusive. Not a
blame game. 

These never work. 

Once one person, leader or team
mate, points a finger, everyone else
starts doing the same and before
you know it. 

No one takes responsibility or is
accountable and the work is either
delayed or not completed. 

Your customers take the slack. 

In a world full of choice for most,
your customers will move
elsewhere.

 You lose your positive reputation,
your market share and your
revenue. 

Companies, businesses and
organizations were built to
serve. 

And to be able to serve, we
need to be able to bring in
resources (finances, people,
buildings, equipment etc…) 

All these will help us to serve
our customers, our
communities, our families
and nations. 

Let’s preserve the need to
serve. 
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Summary

SUMMARIZINGTHIS 3RD ARTICLE
 
1.     Mental health check-in is important
2.     Collaborative teams get the job done
3.     Flexibility in systems and processes helps
4.     Inclusive conversations improve cohesion
5.     Program tools for management help with all the above

Great! Let’s now have an inclusive conversation as you comment within the
comments section where this article was first published. Tell me, What else

would you include from our topic today in terms of checking in with our
teams? 

 
 
 

Article  First Published on LinkedIn by Barbara Mutedzi on 7 April 2022. Link to original article: 
https://www.linkedin.com/pulse/managing-remote-teams-part-3-monday-check-ins-barbara-

mutedzi-

https://www.linkedin.com/pulse/managing-remote-teams-part-2-practicalities-working
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Part 4: Hello Leaders

Hello Leaders

How are you holding up today? 
Who is checking on you in this time. 
We are all on the same boat. 
We are also human. 

Experiencing the same challenges the planet is going through. How as leaders,
do we grow through this? 

We can only help others to the extent that we are helping each other, and to the
level to which we ourselves are. 

If our engines are running low on fuel, it’s going to be a difficult uphill battle, if at
all to encourage, motivate and inspire our own teams. 
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Personal Leadership

What support structure have you
put in place as you work and lead
from home? 

Good quality sleep, drinking lots of
water, eating energy rich foods,
exercising, getting fresh air, being
compassionate with yourself,
allowing yourself to rest? 

Are you keeping a routine? 

A diary with scheduled activities
does help keep you focused, and it
does help to schedule downtime
and reflective periods. 

Planning your next day as much as
is possible before you end this day
is a good idea so when we wake up
in the mornings, we are not in
reaction to the world. 

We are driven by an agenda that is
true to us, and most of, true to those
we have the privilege to lead, serve
and look after.

Having a morning and an evening routine
helps you feel centered as much as is
possible. It works wonders as something to
fall back on when you are not on track. 

Do you have someone who can check in on
you? Or someone you can reach out to? 

What do you do when you feel overwhelmed,
and are not clear of mind due to a lot of
internal and external pressure? 

My go to? A nap; I'm an avid reader, so taking
time out to read helps. 

The most important one is definitely keeping
up with my spiritual practice as a grounding
factor. 

Meditating. Breathing. A walk outside. All to
clear my mind. Creating a quiet space. 
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Spiritual Practice
My spiritual practice sometimes
encompasses all of the above. 

I have created a designated area in
my home to sit and meditate. 

What’s your spiritual practice? 

What grounds you, gets you re-
centered to clear your mind? 

Sometimes even 10 minutes helps
to regain composure, and to have a
renewed perspective. 

When it comes to your work
environment, do make sure you
have also created a conducive office
space in your home for when you
are working. 

The same suggestions for
establishing a home office and
space as suggested for your teams
may also help. 

Here is a link to the ARTICLE with
all the information shared.

Meditation, visualization, work to connect
with our inner power, to remember the
interconnectedness that is all of us together
and the planet - these are some of the parts
of the Conscious Leadership Program I
curated for leaders. 

Continually researched, developed and
adapted, it is a program that helps you re-
focus on your personal purpose, vision,
mission and values. 

Iron sharpens iron. The higher our own self-
awareness, emotional intelligence and
business acumen, the higher engagement,
performance and impact we make not only to
our own lives, but to those we lead, serve and
look after. 

How sharp is your iron? 
How sharp are your leadership skills?

https://www.linkedin.com/pulse/managing-remote-teams-part-2-practicalities-working/
https://designyourlifefoundation.com/packages
https://designyourlifefoundation.com/packages
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Captain of the Ship 

The role of the leader is the visionary. 

If we were to take the analogy of a ship, its captain and staff; you should be at
the realm of the ship, looking out to see that we are staying on track to the
destination, i.e. our purpose, our vision. 

Your team, depending on their role in the organization (and if hired correctly) are
in their related ‘departments’, doing what they know how to do best.

For increased collaboration amongst team members and departments, delegate
or have people delegate, nominate a team lead for each department. 

In this way information is shared across the organization in a systematic way to
help the organization move forward and in the same direction, as a whole unit.

Why not rotate the team leadership role if there is no specific job for that? 

Someone who collates all information from co-workers and presents it as needed,
updates the Gantt chart and ensures cross silo work with other departments. 

The ship moves forwards along its course, its purpose. 
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Inclusive culture

An inclusive culture where everyone steps up to the plate of change – or at
least the majority of them, especially the key influencers, helps. 

This kind of team would be super helpful in times when you yourself need to
take a quick step back to re-calibrate.

If you are leading from the front, a small and reflective step back should not
affect the team too much unless if you are in their way. 

If you are in their way, and their way is inclined to moving the organization
forward along its purpose, then the team and in turn the organization and
your customers are negatively affected.

If you are leading from behind and your team is moving forward ahead on a
pre-determined path, which is in turn moving the organization and customers
ahead – then all is well. 

In re-evaluating our processes, our focus would then be on increasing quality
and where needed planned growth. In all of these, clarity of purpose is
important. 



Inclusive teams
How can we start creating an inclusive team if we haven’t in the past, or at least
how can we rev up our game in this department? 

All these pertinent questions to ask. Perhaps a bit late in the game if you haven’t
done so already – but important ones none the less. 

As you have someone who checks in on you and vice versa, it is likewise important
to check-in with your team. 

Each person can also check in on the other. 

Supporting, collaborating and moving forward together. It reduces the need to
micromanage, allowing you more time and energy to concentrate on what you are
good at. 

Micromanagement chases good employees away anyway, and you don't want that
to happen. Here is an article that expands on that: HOW MICROMANAGEMENT
CHASES AWAY GOOD EMPLOYEES 

Alright leader. That's it for now. Let's keep chatting in the comment section of the
original article on LinkedIn. What other ways are you taking care of your personal
and professional space?

Original article was published by Barbara Mutedzi on LinkedIn on8 April 2020. Link
to article:  https://www.linkedin.com/pulse/managing-remote-teams-part-4-hello-
leaderlets-check 
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Working from home: Surviving burnout and mental health issues: LINK
Retaining and Regaining our client's trust as we use the digital space
more: LINK

Okay my dear friend.

I trust that all the above was super useful for you.
I have trained leadership teams on how to effectively lead remote teams.
The next page has snippets from the last presentation I put together on this
topic.

Should you have any questions, let me know.

In the meantime, here are links to 2 more articles as promised:
1.
2.

With kind joy, grace and gratitude!
Barbara Mutedzi
https://designyourlifefoundation.com
designyourlifefoundation@gmail.com
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Effectively & efficiently leading
remote teams - some slides

from past training 

With kind joy, grace and gratitude!
Barbara Mutedzi
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