
 

 

One to One Virtual Meetings - Remote Workers 

Here’s some top tips on holding a successful and productive, virtual one to one meeting: 

• Agree and set an agenda beforehand so that you both know exactly what 

you’ll be talking about before you hook up – that way, you won’t spend 

the first 10-15 minutes deciding what you need to discuss and the 

meeting will run smoothly. 

• Test that all your technology works (including camera/video, Wi-Fi, 

microphone, screen sharing etc) well before the virtual meeting is due 

to start, so there’s no hold ups or hiccups. 

• Make sure all notifications are turned off and that your mobile phone is 

switched to silent mode for the duration of your virtual meeting, to 

ensure there’s no interruptions. 

• A few minutes of friendly, non-work related chat at the start of your 

meeting is a great way to break the ice and build a rapport – just as you 

would do if you were face to face (-it’s important that you don’t lose the 

human touch). 

• Be courteous and don’t interrupt the other party when they’re speaking 

or attempt to speak over them – active listening is even more important 

when you’re chatting in a virtual meeting space. 

• Try not to become distracted during the virtual meeting (e.g. working on 

other tasks, feeding your child, stroking the dog etc) as this can be really 

off-putting. Make sure you keep eye contact by looking directly into the 

camera. It will help to make your one to one conversation appear more 

natural. 

Here are some useful remote worker-specific one to one questions to ask: 

✓ What’s your daily working routine like for you? What challenges are you coming up against? 

How can these be resolved? 

✓ Do you feel included in our team decisions? Why/why not? 

✓ How are the tools we use as a team working out for you remotely? (e.g. Are you struggling to 

use any? Need any additional assistance/guidance on their use? Etc) 

✓ Which of your co-workers do you wish you had more of a connection with (if any)? How do 

you think that would help? How can we tackle this? 

✓ Do you feel well enough informed/connected with what the wider business is doing? If no, 

how can I help with this? 

✓ Have you got any suggestions, ideas or recommendations of how we can work better as a 

virtual team or any tips you can share with others? 

✓ How can I better support you? 

At the end of your virtual meeting, don’t forget to discuss: 

• What goals need to be achieved and next steps. 

• Who’s responsible for following up on each item or task in order to achieve the goals. 

• When those goals should be achieved by and how you’d like them communicating back. 

• When the next one to one meeting or check-in will be and via which communication channel. 


