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A practical checklist to cultivate essential skills for success in remote work.

Checklist Items:

1. Develop Asynchronous Communication Skills
Use a standard update format that includes project name, current status, blockers, owner, and
deadline. State your ask clearly and be direct about what you need from others.
Reference Section: 1. Asynchronous Communication

2. Practice Self-Management and Productivity Techniques
Implement priority rules over to-do lists. Use time blocking, task batching, and weekly planning to
keep your focus on high-impact activities.
Reference Section: 2. Self-Management and Productivity

3. Enhance Digital Collaboration and Tool Fluency
Familiarize yourself with the tools your team uses for collaboration. Ensure that you can navigate
these tools efficiently and leverage them to facilitate teamwork.
Reference Section: 3. Digital Collaboration and Tool Fluency

4. Cultivate Proactive Problem-Solving Skills
Take initiative by identifying potential problems before they arise and proposing solutions. This will
reduce the need for constant supervision and increase your visibility.
Reference Section: 4. Proactive Problem Solving and Initiative

5. Build Emotional Intelligence and Relationship Skills
Work on developing empathy and understanding team dynamics. Fostering relationships with
colleagues will enhance collaboration and trust.
Reference Section: 5. Emotional Intelligence and Relationship Building
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