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Hey everyone, it’s Sara Wagers with Virtual Biz Partner and today we are talking about team 

communication.  This subject is so important because it is really the foundation of most of what 

we do in our online business.  If we are not communicating clearly and effectively than things 

aren’t getting done how we want them, we maybe have to repeat it, it’s wasting time, it’s 

becoming frustrating and we really don’t want that to happen.  

So when I talk about “team” I am referring if you have an assistant that works with you or if you 

have multiple team members.  Any of that is what I consider YOUR team.  Now let’s think about 

when you were a kid and you played the game “telephone”.   If you haven’t played the game 

telephone, you basically get a group of friends lined up, you start out with a short little story 

and tell it to the first person and continue to repeat it and by the time it gets to the last person 

that story had changed.  And it was always so funny to see how it changed.  But think about 

that in your business, if you have no real communication plan and you’re using different tools 

and there are different people communicating different ways, things are probably changing, so 

I want to give you some tools you can put into place to help turn that around so that you are 

having effective communication and everybody is getting things done how it needs to be done. 

So I’ve worked with multiple clients that have teams of different sizes and I really see the same 

mistakes made over and over.  The top three is what I have narrowed this down to.  The top 3 

mistakes I see people make with communication especially in regard to their team is  

1. Back and forth emails, um, you know, not going to explain that a lot I think we all know 

how frustrating emails can be when we get a ton of them, um, back and forth emails. 

That’s just number one mistake, it gets time consuming if multiple people are involved, 

um coping back and forth, just, it’s not good.  

2. The second mistake I see people make is instant messaging.  Now this can be through 

Skype, this can be through Facebook messaging or text messages or other messenger 

apps.  So just think for a second, say you’re communicating with your team through all 

those different things.  Email, Facebook, Skype, it’s going to get messy; it’s going to be 

hard to keep track of it.  For example, I don’t stay signed into Skype every day, I get on 

there when I have a meeting and I will have people message me occasionally.  And I 

have told them not to message me through there, but they do it.   And there will be 
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times, like one time I got on there and someone had sent me a message three days ago. 

And I am like, Oh my goodness, really?  So just think about that and how it can become 

a problem.  If it’s not yet it definitely will be at some point.  

3. The third mistake is not having communication guidelines really in place, so again, your 

team is using all these different things, you’ve never really given them a guideline, you 

know it’s not working; you need to do something to turn it around.  

So there are really two main tools that I use in teams when we are trying to improve the 

communication.  And those two tools are a project management system and then there is an 

internal communication app that I like to use.  So in regards to project management, any online 

business needs a project management system.  If you don’t have one setup I suggest you get 

started with Asana.  It’s free for up to 15 people. It’s great; you know all your communication 

should be in there for projects.  You shouldn’t be talking back and forth on emails.  Look at the 

tasks you have listed and you can see comments, it’s going to save time and it‘s going to be 

great.  Now yes, it will send you email notifications but that’s totally different.  So all 

communication should be taking place for projects through a project management system.  

 And then the second tool is Slack.  It’s something I started using recently with teams and it’s 

really great for if you have questions on something, it’s great for daily check in’s. It’s great for, it 

is similar to an instant message type thing you can install the app on your phone or you can use 

it on your desktop but you can check it when you have time.  You know I suggest you have like a 

daily check in on there.  It can be really great for that and then it’s really nice for asking 

questions.  If you’re working on a project that is kind of difficult or a lot is involved it can be a 

little annoying to go into the project management system and there are like all these different 

questions, it can get messy.  But still you need to make sure that the information that is 

important to the project is in that project management system.  So check out Slack if you’re not 

using it, it’s going to really really help with team communication. 

Then the third thing, so this is not a tool, but the third thing to get in place once you have the 

project management, once you have Slack, is set some communication guidelines.  Keep these 

kind of simple, create a simple document. Maybe it says no instant messaging.  It might define 

what is considered an emergency or how to reach someone in case of an emergency.  You 

know, what project management system you’re using, just some simple guidelines.  Get that set 

up and make sure all your team members know about it.  

 And then have a weekly team meeting. Now it’s always really important, it can be short, but 

then have a weekly team meeting and a wrap-up email that happens at the end of the week. 



 

That can be a simple email, now I know I said get away from email, but it’s nice to kind of 

summarize for the week,  this is what was done, this is what is still open and this is what I have 

questions on . That is good for the team members to send to the client because then the 

client’s not trying to look through all these tasks and all these messages.  They get one nice 

summary email.  And then you know, it’s going to really really help you guys if you implement 

those different things; Project management system, start using Slack, make sure you’re having 

weekly meetings and get the communication guidelines in place. 

And if you’re using a different tool, feel free to comment below and let me know what that it. 

There are so many great things out there to use and if you have implemented these changes in 

your business for the communication and you’re seeing great results I would love to hear what 

they are or to hear your questions.  

Thanks so much and I will talk to you later!  Bye Bye.  

Click here to go to the resources on the blog (be sure to scroll down once on the page). 
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