100% Remote

7 Tips to Successfully Manage a
Fully Distributed Workforce



About Me

Technical project manager for
supporting Customer Marketing at a
Fortune 100 company.

e C(Certified ScrumMaster®

e Web developer since 2004

e Likes reading, hiking, baking

e Fun fact: adopted two cats last year
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About You

e Pronouns
e LinkedIn account
e "Quarantine Name"

e Something you're offering
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e Something you're asking

e IfIcould, Iwould...
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Lullabot built some of the first
household-name Drupal sites and
was pivotal in the platform’s

widespread adoption.

Since then, the company has gone on
to create some of the largest and
most well-known digital experiences

that use Drupal.
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Practice Compassion
Respect Boundaries
Foster Safety



0202 NOODAOS + l1o8aviini b




People Over Tools



Q

¥ Hey Monica S. Flores, we need you

z g
BM Selector Tool Free @& Private =8 Invite

Completed

Testing

In Progress (4 max)

Scheduling Testing / QA + Add a card Figure out Presentation Days

p IBM Selector Tool
Enqueue use

jira

Figure out and document
browser/OS constraints

Figure out and document a1ly

) IAAS Investigation
requirements

o
+ Add another card Investigate 1 & Backiog
D Active sprints
Planning for
&5 Releases
Can feasibl
Y Reports
Add anot
* 2

Issues
sf,'s Components

Project Admin

Reviews

4 Renewed User Landing

4 News72-playscroon uTS
44 News72- Landing
4 News72- Looped Tnto
44 New 320 - lay Seen -Progress
4 New320 - Landing
4 New320 - Loaped Into
1 Updates
Tobet leviews (client)
vasi
Lapsed User stration

41 Lapsed Play Screen
# Lapsed Usor Landing
44 Lapsed Looped Intro

Renemed User

44 Renewsd Play Screen
4 Renowed Looped Intro
$ Actve Play Sereen
$ Active Looped Intro
New User
V8 VisuatDesign
Rectanglo 78
Looped ntro
Once the user arivs theylsee .
Rectangla 77
Ply screen

Once the user hits Watch Vdeo

Ana Barcelona commented on SELECTOR-125 - Final Design QA Review
Aubrey Sambor, Jim Vomero, Monica Flores
Hello!
I've completed the Final Design QA...

Here is the Tugboat link | was reviewing from
s : 1du.tugboat.qa/

And here is the paper doc with full feedback
. dropbox Tool-Final-Design-QA-R MVP-

AyPVNcGe81nCOG3vA4IUSN7ZAQ-QKbEeNIrhpH7L8nxKAL ™

Read more
[J Yesterday Comment Watch

Ana Barcelona started progress on SELECTOR-125 - Final Design QA Review

[ vesterday Comment Vote Watch

Jim Vomero commented on SELEGTOR-467 - Finalize product list

This work is as-done-as-possible. There is still additional placeholder text in the JSON file. We will continue
to work with IBM to fill these gaps. This work is captured in SELECTOR-109.

L) Yesterday Comment Watch

Jim Vomero changed the status to Done on SELEGTFOR-467 - Finalize product list with a resolution of 'Done’

[} Yeserday Comment Watch

Jim Vomero changed the status to Done on SELEGFOR-27 - Enable Chat Link with a resolution of ‘Done’

[J Yesterday  Comment

Jim Vomero changed the status to Done on SELEGTOR-466 - Custom CTA labels with a resolution of 'Done’

This task was completed in SELECTOR-110.

[ vesterday Comment Watch

Last week most active ®
®@6u®

Key
SELECTOR

Category

Team Project
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Tip #1 - Set Expectations



Table of Contents

Introduction 11
Background 12
Company History 121
Where Did the Name come from? 122
Goals, Values, and Beliefs 123
Company Philosphy 124
Welcome 13
Getting Used To The Distributed Work Style 131
Your First Day 132 L II b 2
Your Lullabuddy 133 u a Ot
Tossed In The Deep End 134

We Don't Use The Term "Team" Lightlv
Bot Directory
You Are Special

Communications
Overview
Internet
Telephony

Email

~ 2.6GHz 6-core 9th-generati
- processor, Turbo Boost up to
Retina display with True Tone

Touch Bar and Touch ID

Slack

Yammer

Dropbox
The Daily Report

Timekeeping
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Tip #2 - Protect Time



= Calendar

I— Create

April 2020 < 2
s M T W T F S
14 29 30

15 5 6 7 8 9 10 M

16 12 13 14 15 16018

17 19 20 21 22 23 24 25
18 26 27 28 29 30 1 2

19 3 4 5 6 7 8 9
Meet with...

Search for people

My calendars A

Lullabot Monica Flores
(J Reminders

(O] Tasks

[ WORKING HOURS / MANA..

Other calendars + A

Lullabot Calendar Celebrat..
Lullabot Events and Works...

Lullabot Out of Office
Lullabot US Holidays

Today

Pacific
3 AM

4 AM

5AM

6 AM

7 AM

8 AM

9 AM

10 AM

11 AM

12PM

2PM

5PM

Eastern
6AM

7AM

8 AM

9 AM

10 AM

11 AM

12PM

2PM

5PM

8PM

<

> April 2020 week17 QA @ @ 4days - # &lLullabo

THU FRI

23 24

TUE WED

21 22

Planning / Organizing Planning/Organizing

Planning/Organizing
8:30 - 9:45am )

8:30 - 10am

Scrum Meeting - IBM Customer Marketing, 9:
Hold for Syncup Monica >< Aubrey, 10:15am

IBM Customer Marketing Team - Sprint Stand

IBM CustMktng Lullabot-only Standup, 10:30

Serendipity Call, 11an| Serendipity Call, 11al
Scheduling Call, 11:30am

[ IBM is asking we do not schedule|

Thursday Monica Chil( Story time With Sarah S Fri

1-3pm Childcare - Out

1-3pm
Wanda Cornell Diversity will call, 2:15pm

Project Round Table, 3:45pm

Coffee Talk & Tea Tim{ Coffee Talk & Tea Tim

Save the date: Board Dinner 4/22 at 6:30pm
6:30 — 7:30pm

Coffee Talk & Tea Time, 10am

IBM CustMktng Product Owner Syncup - hold

IBM is asking we do not schedule meetings a
12 - 1pm

IBM is asking we do not schedule meetings aill IBM is asking we do not schedule meetings a|

12pm, IBM is asking we do not schedule mee

Tuesday Moni
Childcare - Out
1-3pm

PM Timeb({ Wednesda ([EINIeES Story time]

Monica Childcare

Wednesday Sp

Teach on Remote Distributed
PM Campfire, 3:30pm(PM Campfire, 3:30pn i 3P™ for Lesbians who tech
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Tip #3 - Create Routines



Lullabot ~ #townhall & & @ & [Q showandten < @ %

Monica S. Flores w35 %26
o . passed Tuesday, March 31st
https:/en.m.wikipedia.org/wiki/Families_First_Coronavirus_Response_Act About this channel
Iy Unread mentions that can be used if family members are sick or if school is closed? Currenly

slated to be effective April 2nd. (edited)
W Wikipedia
Families First Coronavirus Response Act
The Families First Coronavirus Response Act is an Act of Congress (H.R.
6201) meant to respond to the economic impacts of the ongoing 2019-
20 coronavirus pandemic. The act will provide funding for free

(@ Channel Details

‘4 Highlights

coronavirus testing, 14-day paid leave for American workers affected by % 26 Pinned Items
the pandemic, and increased funding for food stamps.The bill was
sponsored by House Appropriations Committee Chairwoman Nita M. 8 35 Members

# townhall Lowey (D-NY) and passed the United States House of Representatives
early on March 14, 2020 before moving on to the United States Senate. Ana Barcelona @
President Donald Trump had voiced support for the legislative
agreement. The Senate passed the legislation on March 18, 2020. Trump B Angus Mak ®
signed the bill into law late... Show more (717 kB) + ? Ben Chavet ®

Direct Messages ﬂ Brian Skowron @

Slackbot ® Cathy Theys ®

Monica S. Flores (you) ¥ Chris Albrecht ® =

Ana Barcelona @ .
Dave Reid ®
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Chris Albrecht Eduardo Telaya ®
Helena McCabe Helena McCabe @

@ James Sansbury @
Jared Ponchot @

Kat Shaw

Jen Witkowski ®

LULLABOT
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Invite people Message #townhall R Karen Stevenson ®

Recent Apps 0 @ © Kat Shaw @
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Tip #4 - Invest in People



& Lullabot

Home Mylnfo  People  Files Q searct 00 &

Monica (P

Technical Project Manager

Personal Time Off Event & Edu Donation Match Emergency Documents

Hire Date

Jul 15,2019
9m - 2d

T Full Time
2 Development Services

© United States

Manager
Seth Brown

Event & Edu

The annual event & education budget is USD 2,750 per Lullabot. The purpose of this budget is education and professional development. For instance,
taking a Coursera course, a Udacity specialization, subscribing to an online training program, attending a local college, buying reference books, or
attending or speaking at conferences.

The budget follows the calendar year and will reset in January. It does not roll over. The budget is for i . but personal
opportunities that are useful in your professional life may also be acceptable. Not sure if something qualifies? Email your manager and

botsupport@lullabot.com. Exceptions can be made if you've received prior approval from y

o
) & My Dashboard Your One-on-ones > Seth Brown - Apr. 20
For the complete policy, please refer to https:/handbook.lullabot.com/employee-benefits,

& Knowledge Center

222 People
Professional Development 2
=
bo
Date Previous Balance  Purchase Amount  Description , Seth Brown
Lullabot v
< Apr. 20
o
~
One-on-ones

Shared agenda for Monday, Apr. 20 04:30 PM EDT

f<] *

Heartbeats Icebreakers

hasn't added what they want to talk about

Here's what you'd like to cover

Personal connection

* Hows’s life?

* What are you excited about lately?

* Anything have you worried or down lately?

Career direction

* What I'd like to learn in my current role.

You meet every 2 weeks on Mondays 04:30PM EDT

Before each meeting, don't forget to review their Timeline & Social Facts.

May. 04

Edit

* What can | do to help contribute to your success in your role as a manager?

May. 18

\

Reschedule this meeting  +++

Ideas for Questions. x
+ Feedback

+ Issues

+ Career direction

+ Personal connection

+Other
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Dashboard Projects  Client

Run Report v l l Today - + Color by roject
Apr 2020 May
e Fr Mo Tu We Th Fr Mo Tu We Th Fr
B ® % % B o 7 » p w1

Reports April 12-18, 2020: 15:00 (5 entries)

@ e
MF Monica v MG Front.end Devel
Pucel Pov Pror (EENT save § (1) share schedule bets approve 5 invoice 1500 7

2 0 @ a8 L L ® @
@) Front-end D

¢) Dashboard

People

" Monica S. Flores E -
J‘\ Pulse @ Monica F. 0 Yor Technical Pro

@ coals

() NateLampton — —_————— —_—T

44 show () (oitable | unbitabie* ) ((approved | notapproved ) (linvoiced | notinvoiced ) entries, for ([ENEREA your team | contractors )
[DH Reports a Fu\(m\ﬁju\mc\mmy _— e ———— i ————

@ Logged Time S

& Invoices Sally Young
eveloper

% people & Teams ® SalvaMolina

B3 Projects + M

® Tags

% Integrations & Apps

© Data Import requiVazaver - e e e e e e e e e ]

Q

O

8
&

() Timer

Hours Breakdown Tags Breakdown - o =
: <« C 0 (@& expensify.com/expenses *) Wy ® %W » 0 W N & r
#project-management 1sq
r 5\ Expenses | o
DA
» N
Monica S. Flores Hide Filters @ 'O Re o
(g}
@ Fom 20190101 To
Inbox
"M t a Al Billable  Reimbursable All types v My expenses only - o
Expenses Q, Al categories - All tags - All policies - All cards - (@)
QTS .. C O ooms >
O oare , mERCHAN AMOUN PoLicy T N L)
Settings o AIRBNB HM3AFRIXT $(124.24) Event & Education
@D N P Lullabot Travel & Lodging Bidget
o Office Depot $105.9 ) -
g . _ P Lullabot Supplies PEX 5
m
[ -
-
-
BMEExpensify
JRPRODUCT  PRICING 0 ouTus N S PRIVACY  HELP © 200520 Expensi .|




Tip #5 - Working Groups



#: Working Groups > Engineering Values Q Search by keywor

Pinned

o Engineering Values Charter
Edited by Andrew Berry 11 months ago

o Engineering Values Meeting Notes
Edited by Andrew Berry yesterday

o Lullabot's Engineering Values
Edited by Darren Petersen yesterday

o
N
o
Alphabetical Recently viewed N
P4
o Andrew's7 Engineering Values 8
Edited by Andrew Berry 10 months ago >
(0]
O
o Darren's core values

Edited by Darren Petersen 9 months ago

o 'Doyou consider your work engineering?” Roundtable
Edited by Andrew Berry 8 months ago

LULLABOT +

o Engineering Values - Matt O's Short Descriptions
Edited by Matthew Oliveira 6 months ago




Staggered agenda on meetings, to promote asynchronous connection
12:00 |_JRoll Call

12:08pm | | Review Agenda

12:15pm || Governance

12:22pm |_]|_] Leadership

12:29pm || 2] Nominations

12:36pm || New Business

12:45pm | ] Wrapup / Next Meeting
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Tip #6 - Document



03902 IBM Selector Tool Project Wiki 2R /\a m
1€ N (2 cee v
D IBM > IBM Selector Tool Bm Shared with Lullabot + 9 %&w&ﬁ 4 & Q @

JINM LTV DILC.

e https:// jjects/SELECTOR/issues/SELECTOR-20?filter=allopenissues

Design QA Review:
e +Design QA - IBM Selector Tool

Live Demo Master Site:
o https://master-vzOupore s1du.tugboat.qa/

Final product list & Icons to include v1:
https://docs.google.com/spreadsheets/d/1LG9

Final Delivered files

Design & Dev files:
e https://docs.google.com/document/d/1INZ4C3gRpjC26d8XCtVHI
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Project Case Study

Team Questionnaire

LULLABOT +

e +Team Questionnaire Updated 2 days ago |




Tip #7 - Listen
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The GRAMMYs

2020
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@ Cihvome Fie Edt View Haslory Bookmarks People Tab Window Help SO0DOBRBCE MDD T Fa wHEr MIdm Q O E

B Abint | Lvatin x
‘ > 'O 8 Mabot com/about a a ® Sieomwy ~
é Lu"abot WORK  SERVICES ABOUT 8404 PODCASTYS CONTACY
filter by expertise
ALL " ALE MARKETA N A SO T MANAGIAMENT N AN

Matt Westgate Secth Brown Brian Skowron Jared Ponchot
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When the Grammys decided to change to the
Drupal platform, I wanted to make sure we got
the best in the business to build our flagship
Grammy.com. A hundred million pageviews

later, it’s clear we made the right choice.

— Kevin Colligan, Former Managing Director of Digital Media, The Recording Academy
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I can honestly say that working with Lullabot
over the past two years has been an extremely
rewarding and fulfilling experience. It's not
only your strong expertise in so many areas,
but the culture of your company that

differentiates you in the crowd.

— Ira Tau, Former Vice President of Internet Technology, Martha Stewart Living

+ GOVCON 2020
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6%

Of companies are remote-only

LULLABOT + GOVCON 2020



Questions &
Feedback



