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Course Overview

Virtual teams are growing in popularity since many companies continue to grow and expand in different areas. But
sometimes learning to manage a team that we can’t physically see every day can be difficult. When we learn how to
manage our local teams, as well as our virtual teams, we can form a group that works together to increase productivity

and provides a new perspective on any project

Course Outcomes

Research has consistently demonstrated that when clear goals are associated with learning, it occurs more easily and
rapidly. With that in mind, let’s review our goals for today.

At the end of this workshop, participants should be able to:

Know the keys to establishing a virtual team

Learn how to hold effective meetings and group sessions

Learn effective ways to communicate with team members
Use tools to build trust and confidence among employees
Know how to handle poor performing employees

Know how to manage a virtual team during any project
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Course Outline / Curriculum

Module One: Getting Started

® Workshop Objectives

® Pre-Assignment

Module Two: Setting Up Your Virtual Team (I)

® Choose Self-Motivated People with Initiative

®* Face to Face Meetings at First (Kick-off Meeting)
® Diversity Will Add Value

® Experienced with Technology

® Case Study

Module Two: Review Questions

Module Three: Setting Up Your Virtual Team (IlI)

Personality Can Count as Much as Skills

Rules of Engagement
® Setting up Ground Rules

® Icebreakers and Introductions
Case Study

® Module Three: Review Questions

Module Four: Virtual Team Meetings

® Scheduling Will Always Be an Issue

® Have a Clear Objective and Agenda

Solicit Additional Topics in Advance

® Discourage Just Being a Status Report

Case Study

Module Four: Review Questions

Module Five: Communication (l)

Early and Often

Rules of Responsiveness
Face to Face When Possible
Choose the Best Tool

Case Study

Module Five: Review Questions

Module Six: Communication (ll)




Be Honest and Clear
Stay in Constant Contact
Don’t Make Assumptions
Set Up Email Protocols
Case Study

Module Six: Review Questions

Module Seven: Building Trust

® Trust Your Team and They Will Trust You
® Beware of “Us vs. Them” Territorial Issues
Share Best Practices

® Create a Sense of Ownership

Case Study

Module Seven: Review Questions

Module Eight: Cultural Issues

® Respect and Embrace Differences

Be Aware of Different Work Styles

Know Your Team Members Cultural Background
® Case Study

Module Eight: Review Questions

Module Nine: To Succeed With a Virtual Team

® Set Clear Goals

® Create Standard Operating Procedures (SOPs)
Build a Team Culture

* Provide Timely Feedback

® Case Study

® Module Nine: Review Questions

Module Ten: Dealing With Poor Team Player

® Manage Their Results, Not Their Activities
® Be Proactive, Not Reactive

® Check In Often

® Remove Them

® Case Study

® Module Ten: Review Questions

Module Eleven: Choosing the Right Tools




Communication Software
® Collaboration and Sharing Tools
* Project Management Software
Use What Works for You and Your Team
Case Study

® Module Eleven: Review Questions

Module Twelve: Wrapping Up

® Words from the Wise

Target Audience

Key Course Benefits

Work-Ready Skills

Delegates leave with
practical tools, templates
and methods they can
apply immediately at

work.

Better Institutional

Results

The programme supports
stronger planning,
reporting, compliance,
accountability and

service delivery.

Sponsor-Friendly

This document is
designed to help
supervisors, HR units and
sponsors approve
delegate participation

quickly.

Professional
Recognition
Delegates receive
training documentation
and a certificate of
completion after

successful participation.



Our Training Centres & Delivery Options

Magna Skills offers flexible delivery through face-to-face training centres across Africa and beyond,

prefer remote participation.

Southern Africa

Practical training destinations with
strong travel access and delegate

support.

Pretoria, South Africa Vic Falls, Zimbabwe

Livingstone, Zambia

International Executive Venue

Premium destination training for
senior teams and international

delegates.

Dubai, United Arab Emirates

Online / E-Learning

Attend from anywhere through live
online, blended or self-paced
learning options.

Online, E-Learning

East Africa

Popular regional centres for
government, NGO and donor-funded

project teams.
Kigali, Rwanda Kampala, Uganda

Zanzibar, Tanzania

Remote Teams Flex

Ready to Nominate Delegates?

Nairobi,

Onsite

plus Online / E-Learning for delegates who

West Africa & Islands

Strategic locations for regional
networking and executive capacity
building.

Accra, Ghana Port Louis, Mauritius

Organisation-Based Training

Magna Skills can also arrange dedicated
in-house training for ministries, NGOs

and companies.

Custom Dates Group Training

Use the links below to register, review the live course page or contact Magna Skills for organisation-based training

support.

Register / Apply Online

View Full Course Page
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About Magna Skills

Magna Skills Development Institute provides practical capacity building programmes for government departments,
NGOs, public institutions, donor-funded projects and private sector professionals across Africa. Our training approach
combines expert facilitation, real workplace case studies, practical tools, post-training support and professional

documentation that helps organisations strengthen staff performance and service delivery.
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