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Channel Best for...

@ 1:1 Call/VvC * Individual catch-ups and building relationships

» Discussing sensitive and difficult topics Communication

considerations

[&] Video * Problem solving and co-creation using shared screen or
=== conference whiteboard ) ) Time to create vs time
* Weekly planning and review sessions to process information

* Decision meetings
* Workshops and trainings

h
+ Team talks and retrospectives Synchronous vs

Asynchronous
L_l‘: Chat * Process syndication 1:1, 1:N, or N:N
* Urgent questions and seeking guidance
* Keeping up to date in real-time Structured vs stream

* Social team talk
Formal vs chatty

O Video captures + Showcasing and explaining work Urgent vs important
&) & voice notes ¢ Guidance to the team from managers with limited time
* Debriefs after meetings that some may have missed Visual vs spoken vs
written vs non-verbal
clues
E eMail + Updates and status to large groups of people

* Formal communication inside and outside the company

Source: McKinsey & Company analysis
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Best for Example tools
Content « Joint document creation * Office 365
i * Live co-editing = Google Docs (G Suite)
creation » Joint white-boarding * Confluence
» Central knowledge space * Miro
Video * Problem solving and co-creation using shared = Zoom
f screen or whiteboard = Tencent Conference
conferencing * Weekly planning and review sessions « Ding Talk
* Decision meetings = \Webex
* Workshops and trainings * Microsoft Teams

Document » Sharing files and documents * Box
sharing » Structured repository of information * Sharepoint
» Version control management * Dropbox Business
+ Access across organizations * Baidu Cloud Disk
* Google Drive
Channel-based * Process syndication * Ding Talk
communication * Urgent questions and seeking guidance * \WeChat Business
* Keeping up to date in real-time = Slack
* Social team talk * Microsoft Teams
+ Stream-based repository of knowledge * Basecamp
* Hipchat

Google Hangouts

Task + Keeping track of and assigning tasks * Trello

* Backlog prioritization * Jira
management * Performance management * Asana

* Project management * Smartsheet

+ Checklists * Microsoft Planner

« Single source of status * Basecamp
Polling * Interactive presentations * Kahoot

* Retrospectives and team learnings * |deaboardz

* Interactive Q&A = Slido

* Engagement * Poll everywhere

* Polls * Mentimeter
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