
 



 

 
 

 

Communicating With Your Team 
 

Whether you’re hiring someone for the first time, you have a virtual assistant or you have a 

team of workers assisting you, it’s important that you have a way to communicate with them. 

 

This will help you with: 

 

- taking care of any problems before they get out of hand 

- keeping track of your team’s progress 

- asking and answering any questions to avoid any misunderstandings in relation to your project 

or company goals 

 

Those who work with you will appreciate knowing that you are available to them if they need 

you.  You will also have the assurance that you can get in touch with them when necessary or 

inform them of any changes or additional tasks needed to complete your projects. 

 

Given modern technology, there are quite a few ways for you to effectively communicate with 

your team.  As you go through the hiring process, you may want to agree upon what methods 

will work best for both parties. 

 

  



 

 
 

 

Instant Messaging 

 

Instant messaging is where you can have an online chat in text form in real time via an internet 

connection.  It is available through a variety of software programs and applications.  Here I will 

cover some of the most popular methods. 

 

Google Hangouts 

 

In Module Four, I touched on how you can use Google Hangouts to interview potential workers 

during the hiring process.  It has a variety of additional uses - one of them being an instant 

message feature. 

 

 
 

Google Hangouts is easy to use and is available to download for free on most devices.  This 

makes it convenient to keep conversations going regardless of where you or your workers are or 

what your preferred device is.   

 

With Google Hangouts, you can communicate with your workers any time of day and they will 

receive notification of your message as soon as they are logged in.  It is also easy to switch from 

their instant messaging function to a live video call if necessary. 

 

https://www.google.com/+/learnmore/hangouts/


 

 
 

 

Skype 

 

In Module Four we also touched on using Skype to interview potential candidates.  Just like with 

Google Hangouts, Skype is also an excellent way to keep an open line of communication with 

your team.   

 

 
 

Like Google Hangouts, Skype is also available for free download on most popular devices.  If the 

other party is logged in or isn’t available when you send your message, it will be viewable to 

them once they log in.  The messages you send can either be in text or video format. 

 

For additional fees, you can also send text messages to someone’s phone or make actual phone 

calls to mobile phones or landlines.  Their fees vary but you will probably find that using their 

free video or text chat features will be sufficient to communicate with your team. 

 

  



 

 
 

 

Facebook Messenger 

 

The majority of people have a Facebook account and visit it regularly so it may be convenient to 

use the Facebook Messenger function. 

 

 
 

Facebook Messenger is also a free feature and can be used across a number of mobile devices.  

It can be used directly from logging into the Facebook site and it will show as an email within 

their system or through an app that is installed for free on your device of choice. 

 

Any of these applications are a good option to keep in constant communication with your team.  

Choosing which one is best will mostly depend on both your team’s as well as your preferences 

for communicating.  All of these options also provide a variety of other methods for keeping in 

touch that should work well regardless of your location or how many people are on your team. 

 

  

https://www.facebook.com/mobile/messenger


 

 
 

 

Collaborating With Your Team 

 

In addition to communicating with your team, there will also be times that you will need to 

collaborate with them for various reasons.  As you build your business, you will want to be able 

to share access to projects and work together to make your documents represent the best of 

everyone’s efforts. 

 

Google Docs 

 

Google Docs is free when you sign up for a Gmail account.   

 

 
 

Within Google Docs, you can create materials and save them as if they were processed through 

the Microsoft Office Suite.  For example, when you create a spreadsheet you can save it as an 

Excel spreadsheet and open it in Excel to modify the content or include more information. 

 

  

https://docs.google.com/


 

 
 

 

In addition to its compatibility with popular software, Google Docs allows you to share any 

document that you choose with your team.  To get started, you will want to create the 

document of your choice within Google Docs. 

 

 
 

As you can see, you have the same options as you would with programs like Microsoft Office. 

 

 
 

  



 

 
 

 

For this example, we will choose Document which is compatible with Microsoft Word.  Once you 

select your choice, you will want to create a name for your document and decide if you want to 

keep it as a private document or share it with members of your team.  You perform both of 

these functions within the File section of the drop down menu on the top of the screen. 

 

 
 

  



 

 
 

 

For naming the document, you will choose the Rename option and to share it with team 

members, you will select the Share option.  Please note that your document must have a name 

before you can share it. 

 

 
 

  



 

 
 

 

Once you select the Share option, you can see that the document is saved as private initially.  At 

the bottom of the screen, you can enter the email addresses of the people you want to give 

access to. 

 

 
 

This also gives you the ability to give others the power to edit your document, comment on it or 

just view it.  Those you share your document with will receive an email stating that you are 

sharing the document with them.  Once they accept your invitation, they will be able to access it. 

 

If you are sharing a document with a worker who has the ability to edit it, you can view what 

changes they made and when. 

 

  



 

 
 

 

You can view this function by choosing See Revision History under File in the drop down menu.  

The following list will appear on the right hand side of your screen. 

 

 
 

This will show you the revisions made to the document, who made the revisions and when.  

While this give you an idea of your worker’s progress, it will be hard to detect exactly how much 

time they are spending on the particular document.  If you want to have this detail, I suggest you 

also use one of the project management or time tracking tools we discussed in Module Five. 

 

  



 

 
 

 

Apple iWork 

 

If you prefer to use Apple-based software, you can use Apple iWork to create and share 

documentation with your team. 

 

 
 

This is software that comes with every Mac and iOS device.  It gives you the capability of creating 

and sharing photos, movies, music, documents, spreadsheets, and presentations. 

 

Each portion has its own name and the document, spreadsheet and presentation features are all 

compatible with Microsoft Office so there’s no need to worry about what software your team is 

using.  Each of the apps will cost you about $19.99 but they will provide you with a lot of 

flexibility to share if you or members of your team prefer different applications. 

 

  

https://www.apple.com/creativity-apps/mac/


 

 
 

 

How to Communicate More Effectively With Your Team 

 

It’s one thing to have methods of communication setup that allow you to reach your team at any 

time.  It’s another situation altogether to ensure that when you communicate that you have an 

understanding of the other party’s culture as well as any barriers that can prevent effective 

communication. 

 

Understanding Time Zone Differences 

 

The more people you add to your team, the better the chances are that you will have to contend 

with varying time zones and schedules.  It will be important for you to know their local time and 

time zone compared to yours so you can coordinate project deadlines as well as times to 

communicate via instant message or video chat. 

 

Time Zone Converters 

 

Instead of trying to calculate what the time difference is between you and members of your 

team, you can go to the Time Zone Converter website and it does all of the work for you. 

 

 
 

  

http://www.timeanddate.com/worldclock/converter.html


 

 
 

 

All you need to do is simply enter in your location or time zone and the location or time zone of 

your team member and it will provide you with the information you need. 

 

 
 

As you hire people who are located in different time zones than yours, it will be important that 

you know their local time for scheduling purposes.  Not only will you need to have an idea of 

when they will be working but you will need to coordinate when your team is available for 

meetings. 

 

You will want to discuss any time zone difference with the members of your team and make sure 

they are comfortable with it.  A significant difference in time could mean adjusting schedules 

either earlier or later to accommodate both parties.  You will want to work with them to agree 

on times that will work best for both of you to communicate.  If there is a difference in 

schedules, it may be best to limit live conversations to once or twice a week and then use email 

when necessary. 

 

You can also download various apps that are available for tablets and other mobile devices that 

will help you convert time between time zones.  They are available for both Android and Apple 

operating systems and you can choose the one that works best for your purposes.  Most of the 

apps available are free but there are some that will cost you around $3 USD. 

 

 



 

 
 

 

Handling Holidays and Time Away from the Office 

 

With differences in time zones or locations, you may also have to contend with holidays or time 

away from the office that differ from what you are used to. 

 

On the same site I mentioned for converting time zones, they also have an area where you can 

view holidays in other regions. 

 

 
 

Having this information ahead of time may also help you to be proactive in planning what work 

may be delayed due to absent workers.   

 

Differing cultures, regions or religions observe different holidays.  As you bring on members of 

your team that reside in a different regions from yours, you may want to discuss with them that 

if they have a holiday or religious observance that prevents them from working that they are to 

notify you in advance so there are no surprises.  

 

The same goes for time away from the office.  Although some emergencies or illnesses come up 

without any warning, you may want to mention to your team that they should try to give you as 

much notice as possible if they will not be available for work on a given day.  You may also want 

to discuss with them if they will be making up their time so that the work will still get 

accomplished.  



 

 
 

 

How to Handle a Dispute Between You and a Member of Your Team 

 

As with any relationship, a working relationship isn’t immune to disagreements or disputes 

between parties.   

 

The best way to avoid any miscommunication or problems is to set clear guidelines and 

expectations at the start of the working relationship.  However, this is not a guarantee against 

problems arising as the relationship develops. 

 

If a situation arises where there is a disagreement between you and a member of your team, the 

best way to try to resolve the problem is to have an open line of communication.  This is one of 

the main reasons why I discuss methods of communication extensively throughout all of the 

modules in this program. 

 

If a problem comes up, you will want to address it immediately before it has the potential to 

escalate.  Openly and clearly communicate any problems or concerns that you have to any 

workers where it is applicable.  It is also important to give them a chance to do the same and 

respond to you with any issues or concerns they may have. 

 

This allows you to discuss any problems and work together to come up with a solution that will 

not only resolve the problem but that both parties can agree to.  You will want to document the 

conversations you have to resolve any problems so that there is proof of your resolution.  If this 

does not solve the problem, it may be necessary to take it one step further. 

 

If you can’t come up with a solution to a problem by working directly with your team members, 

it may be necessary to do mediation or third-party arbitration.  This is where you bring in an 

outside party to help you resolve the problem.  It is best to resolve the problem before this step 

as this will cost you money and may result in animosity developing between you and your team 

members. 

 

 



 

 
 

 

The good thing about hiring a third party to resolve the situation is that this person is unbiased 

and will work with you to prevent the problem from getting any worse.  Their job is to provide a 

solution that will work for both parties without involving a court of law. 

 

If this still does not resolve the problem, you may have to consider coming up with a resolution 

by going to court.  This will mostly depend on what the actual problem involves but it may be 

possible if a solution cannot be found.  Any documentation from the original contract all the way 

to any documented discussions about the problem can become evidence in court.   

 

Some of the project sites out there have their own mediation departments to help you avoid 

from taking things to this level.  However, it will require both parties cooperation to resolve any 

problems or disputes.   

 

In the end, it’s best to avoid any problems as it could result in bad feelings between you and 

members of your team.  It may even result in the potential for you to have to relieve workers 

from their responsibilities which will cost you as you will need to train new workers.  Always try 

to keep the lines of communication open with your team to reduce the possibility of any serious 

problems arising. 

 

  



 

 
 

 

In Summary 

 

In this module, we’ve covered how to communicate with members of your team and the various 

tools you have available to make this a simple task.  As your business grows it will be essential 

for you to find efficient ways to communicate with your team so you can be aware of any 

problems or issues they may be having. 

 

Knowing that any problems exist will help you to get them resolved as quickly as possible so that 

your projects can be completed on time and worker frustration is kept to a minimum.  It’s also 

important to know what you can do to resolve problems so that the relationship you have with 

your team will continue to develop and grow. 

 

Next up we’ll be covering how to train your workers on various tasks that are essential to your 

business.   

 

See you there! 

 

 

 

 

 


