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Read this book to learn how to avoid distractions and be more productive when doing remote work. Whether you need to collaborate with people virtually, deliver a compelling virtual presentation, or lead a remote team, this book will give you step-by-step advice on how to do it.





PUBLISHER’S NOTE

Is This Guide for You?

As the publisher of this series, I have the privilege of writing introductory notes for every one of these Non-Obvious Guides. Usually, I rave about our amazing authors and why they are so brilliantly qualified to write their respective guides.

For this guide, I happen to also be the author … and I’m sure you wouldn’t want to hear me rave about myself. So instead, I will tell you that this book was written in response to the COVID-19 pandemic - but it’s meant to be used far beyond this moment of distanced work.

Learning to work remotely is not only a current necessity, but also a skill most of us will need in the years to come. The hybrid future of work will be in the office and remote. We all need to be ready for it.

ROHIT BHARGAVA

Founder, Non-Obvious Guides
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How to Read This Book

Throughout this book, you will find links to helpful guides and resources online.


FOR ONLINE RESOURCES, VISIT:
www.nonobviousguides.com/remotework


Referenced in the book, you will also see these symbols which refer to content that will further your learning.


FOLLOW THE ICONS:
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	TEMPLATES
One-page templates to help explain concepts.
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	DOWNLOADS
Excerpts or useful further reading.
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	TUTORIALS
Detailed lessons on how to do a task.
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	VIDEOS
Videos to watch online.
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	CHAPTER SUMMARY
Key takeaways and important points.










In this book, you will learn how to …

[image: Image]Avoid distractions and be more productive no matter what happens around you.

[image: Image]Choose the right technology to get things done more quickly and easily.

[image: Image]Assess your working style to divide your day between deep vs. shallow work.

[image: Image]Effectively lead a virtual team and improve accountability.

[image: Image]Conquer the loneliness and isolation that often comes with remote work.

[image: Image]Deliver a compelling virtual presentation in a meeting, webinar, or online training session.

[image: Image]Collaborate with people you’ve never met and colleagues working remotely.

[image: Image]Manage and prevent conflicts in a virtual setting with increased emotional intelligence.





Introduction

It was the winter of 2004, and the large marketing agency where I worked had just moved into a new office in downtown Washington, D.C.

As part of the move, our seating chart was being completely changed. The day the assignments came out, we all rushed to read the list as if we were high schoolers checking the cast list for the winter musical.

It was a good day. I had been given an office with a window. In the new building, those were prized possessions, so earning one of my own was a big deal.

It was the first time in my life that I ever had an office. It also would be the last.

For the next several years, that office became like a second home. Colleagues would come by to have impromptu brainstorming sessions, post-work drinks, and therapeutic venting sessions after a difficult client call.

The office was where our team bonding happened.

A few years later, my wife and I were expecting our second baby, and I had just been offered a publishing deal to write my first book, Personality Not Included.

To manage the workload, I went to my boss and made the unusual request to have every Friday off for five months to write the book. He agreed.

During that time, I had been assigned to a team that worked nationally, so I was spending one day a week working from our Manhattan office, in addition to writing from home on Fridays. A few




















WHY YOU SHOULD READ THIS BOOK
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“Read this book to learn the
new skills you need for the
future of work. Then share
it with a co-worker!”

ERICA DHAWAN
Author, Digital Body Language

BY ROHIT BHARGAVA
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