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Foreword by
Ken Blanchard

This book is a virtual

must-have for everyone who

works remotely!

~Ken Blanchard

Co-author of The One Minute Manager®
and Leading at a Higher Level




Introduction
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Introduction

The world of work is changing and, like all change, it comes with the potential
for both danger and opportunity. Although there are many skills required for
working well virtually (organizational, technological, etc.), this book focuses
on how to maximize your relationship with the individual who is the most
critical (other than you) to your success—your virtual boss. If you work in an
organization with a matrix management structure (as many of us do), these
skills become even more critical as you manage your work with leaders, team
members, and peers in both project and technical roles.

Principle: Although the title of this book may appear manipulative, my belief
is that the most satisfying relationships both at work, and in life, are based

on a win/win philosophy. The best way for you to succeed is to understand
others’ needs and motivations and to strive for solutions and actions that
meet them.



Section I: Understand Your Boss’s Fears, Needs, and Priorities
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Section |

Understand Your Boss’s Fears, Needs, and Priorities

Fewer layers of management, a larger span of control, and the virtual
workplace make your boss’s job more challenging. When your office
moves into virtual space, many of the lessons learned from the face-to-face
experiences of leading, partnering, and teamwork are no longer effective.
Even if your boss attends great leadership training, most of the leadership
techniques taught to managers are designed for management by walking
around, not management via email. Your boss needs to feel informed, valued,
and safe from the surprises that happen when he or she cannot see you
working. This section provides clear guidance on how to ensure your boss
is always your advocate when responding to inquiries from his or her boss,
clients, peers, or the human resources department.



Section I: Understand Your Boss’s Fears, Needs, and Priorities

1

Approach virtual work by assuming
that no one understands what you do
and how you do it.

2

Your independence can make your
boss feel that he or she adds little
value. Show your appreciation for his
or her support.
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3

Bosses can'’t read minds; don't expect
them to anticipate your needs.

4

Seek to understand others’ needs,
then meet both yours and theirs.




Section II: Blow Your Own Horn with Elegance
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Section ||

Blow Your Own Horn with Elegance

The best way to approach virtual work is to recognize that you are the only
person fully aware of how well you perform your job. This section provides
practical tips on how to market yourself as capable and successful without

appearing self-focused or conceited.



Section II: Blow Your Own Horn with Elegance

27

Schedule a twenty-minute
one-to-one phone call with your
boss every week for updates.

23

Make sure your twenty-minute

one-to-one call with your boss
ends early. Your boss will
appreciate the gift of time.
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“What can I do to make

myself easier to manage?”

This question may take your

boss by surprise, butitis a

great surprise.




Section III: Stay Focused on What Is Important
B e T TNt A LTy M= a8l NS e VS A TR P TR S S A S




#MANAGING YOUR VIRTUAL BOSS tweet 17

Section I
Stay Focused on What Is Important

Working at a distance means losing those informal opportunities to align
with long-term strategies or anticipate short-term crises that may affect your
career. This section shows you how to remain a valuable team player by

staying aligned with your organization’s goals.



Section III: Stay Focused on What Is Important

43

Regularly asking “How does this
project help the larger organization?”
positions you as a strategic thinker.

44

Never say “no” to your boss.

Always say, “This is what we can
do instead to achieve the goal”
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When your brilliant idea is

trashed, save it for recycling

when the time is right.




Section IV: Develop a Reputation for Adding Value through Disciplined Communication
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Section |V
Develop a Reputation for Adding Value through

Disciplined Communication

When people see your phone number on caller ID or your email address in
their inbox, will they answer it promptly or ignore it? This section provides
practical guidance to ensure your virtual communication is always perceived

as adding value.



Section IV: Develop a Reputation for Adding Value through Disciplined Communication

Act with intention on every

email, phone call, and

conference call.
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/]

If you cannot focus on the quality of
your message, take a break and come
back to it at a better time.

/2

Despite popular myth, the quality

of your email response is more
important than its speed.
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How to Improve Communication, Boost Visibility &
Maxdmize Your Potentlal in the Virtual Workplace

“Evan iff youir bonn works closs to you, swerpons neads to ba abls to wark with customars,
pears, snd projest managers whe work virtually, This bool balps you taks the laad
im all your relationships, I wish this beok had besn available when 1 was starting cut®
Mishals Humsssn, Globsl Commarsial Learning Leadsr, Merck

“Tf you wamt ta halp your amployess win with thair sustomars and thair pears in our
sver inerensing virtual werld, then buy Cormsla's baok today®
John Savois, Raglonal Businass Direstor, AstraZams oo

“Crarmala Smathare is right on target with terrifie advies on how to Ywin' as o virtual
amployes. This bool should ba o st read for every smployss who wants to gain the
Beodbility to work of-site or from hemal (Virnie] bosses need thair own sopies, tood)™
Sigux Thompoon, Finoneisl Sorvie es Examative, Orgonizationa] Deval opment and
Lsarming

“An the crganizational modal and work structurs is becoming ineressingly global, it
invary important for the employes and the manager to laverage and masxdmize the
bensbits of o virtual work fores. This bock provides s very progmatis approash ts
warkiog in this comples emdromment. The naesssges san provide o hugs dividend to
the snaployess and the crgenisstion for the tims invested in reading it

Hurd Harun, Presidsnt, Parsistent Systams

WVirtual work guru Carmela Southers presents
proven winfwin strategies for susceeding as a remote
worker. Carmela has consulted with global glants like
Merclk, Ericgson, AMEX, Bayer, DHecover Card, and U5
federal government agencies. In this boolk, she gener-
ougly shares her entertaining and practical advice.
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