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Programs and Resources

▫ Job search resources
▫ Alumni job board 
▫ Webinars 
▫ Alumni-exclusive career fairs 
▫ Individual career advising 

Career Development Stages

▫ Launching 
▫ Transition
▫ Underemployment     
▫ Unemployment
▫ Encore Career

Our Methodology

▫ Assessment
▫ Exploration/Research
▫ Personal Branding
▫ Networking/Job Search
▫ Professional Development

Visit go.osu.edu/alumnicareermanagement for more information or call 
1.800.635.8944 to schedule your free* advising appointment.

*one free appointment per alumnus



Keys to effective team 
collaboration:

There are many ways that one can
make a positive impact on their
collaborative relationships in the
workplace. Today we will discuss
questions and scenarios surrounding:
• Clear communication
• Integrity in interactions
• Meaningful contributions



Communication should always be a 2-way street.  
To enhance your communication skills, you should:

1. - Express yourself constructively

• Speak up, be clear and honest when giving input
• Always be courteous and respectful when speaking 

with your team
• Don’t shy away from making your points

2. – Listen actively

• Be engaged when others speak
• Consider others’ points of view without needing to 

debate or argue every point

Clear and Direct 
Communication



Communicating in Remote 
Settings

1. - Keeping written communication clear and concise

• Eliminate redundant words and phrases
• Use an active voice instead of passive
• Edit – check – and edit again
• Wait 20-30 minutes between writing and sending

2. – Designate tools for specific communication

• Questions/side conversations – text or IM
• Formal requests or actions – email
• Status updates for collaborative projects – project 

management tools (WorkFront, Microsoft Teams)

Although communication can be a challenge when working
remotely, it is imperative to make the effort. Overcome the
challenges of this less-direct communication style by:



Communicating in Remote 
Settings

3. – Be cognizant of “virtual” body language

On a Zoom/Video chat:
• Sit up straight
• Look into the camera when speaking
• Be well-groomed

In writing:
• Avoid text-speak (Lol, Brb, etc.) in emails
• Never write in all caps
• Bold style single words/phrases for emphasis
• Use proper spelling and grammar
• Organize your content into paragraphs
• Avoid sending chains of short messages via text or IM



Communicating in Remote 
Settings

4. – Think critically and consider context

Be mindful of how your messages could be perceived or 
interpreted by your co-workers. Consider:

• The communication styles of your team members
• When your message will be delivered
• The medium being used for the message

Be sure to clarify, summarize, and ask for feedback. 



Scenario: A member of your team is working on a
challenging project and you’ve come across some
resources that would be valuable in helping them
finish. How should you go about sharing this
information?

A. - Email
B. - IM or text
C. - Video chat or phone call

What method of 
communication should you use?

Answer:  Email is best, because it is a searchable 
resource that is easy to access, and can be referred to on 
their own time.  



Scenario: You need to deliver feedback to a team
member on their recent contribution to a project.
You can tell that they have put a great deal of
thought into it, but the final product wasn’t up to
your expectations. What is the best avenue for this
conversation?

A. - Email
B. - IM or text
C. - Video chat or phone call

What method of 
communication should you use?

Answer:  A video chat or phone call, in lieu of face to face 
conversation, is the best option.  This allows you to 
communicate freely with reduced chances of 
misunderstanding and receive a real-time response from 
the other party. 



Integrity is the cornerstone of values for most 
businesses, yet we often see people behave in the 

opposite way in the world of office politics. 

“Office Politics” is a buzzword with often negative 
connotations, but there are ways to be effective and 
positive when navigating the political landscape of 

your workplace. 

How would you describe the politics in your 
workplace?

Integrity in the Workplace



Thriving with Integrity at Work

In order to survive and thrive in an office setting, you
should:

• Bring your core values to work with you

• Get familiar with the org chart for your team/department

• Observe the “informal network” and hierarchy

• Build high-quality, lasting connections

• Hone your emotional intelligence (“people skills”)

• Neutralize negative politics in your space

• Be transparent, not naive



Scenario:  You’re employed in a sales position, and it is the end of the month. You’re busy making calls to 
prospects in an attempt to meet your quota when your manager walks into your office with a guest.  This 
person came to see a colleague, but the colleague is not in the office as she had to leave on a personal errand.  
How do you handle this situation?

A. – Assist the client by answering basic questions and getting them started on paperwork until your colleague returns

B. - Walk the client through a complete transaction, taking credit for their sale and fulfilling your quota for the month

C. - Assist the client before passing them off to your colleague, and then alerting your manager to the fact that your 
colleague was missing from work due to personal issues unrelated to the job

Sticky Situations at Work:



Scenario:  You’ve been developing project for your team, leading the way in the design and implementation of 
a small-scale pilot for your idea.  During a departmental meeting, someone from your workgroup presents your 
project and the positive results, essentially taking credit for your idea and work.  How do you handle this?

A. – Call the person out in front of the rest of the department, letting everyone know this was your idea, not theirs

B. - Stew quietly in the meeting, allowing the team member to take credit for your project unchecked

C. - Speak to the department head directly after the meeting, explaining that you’ve been the lead on this project and 
offering to go over the positive results in more detail with him/her before having a conversation with your colleague 
about their behavior

Sticky Situations at Work:



Everyone has something to offer in the right workplace –
the key to being a meaningful contributor is understanding 
your role on your team and making a concerted effort to 
add value:

• Know and understand your strengths
• Have a clear understanding of your team’s objective(s)
• Be reliable, and follow through
• Communicate well and share resources
• Stay flexible and be prepared to pivot
• Be proactive – come with solutions, not complaints

Making Meaningful 
Contributions to Your 

Team



Belbin’s Team Roles 
– Where Do You Fit?

In a team environment, people tend
to assume one (or more) of nine key
“team roles” that underlie the team’s
overall success.

Can you find yourself on this list?

To take a free version of this test and
find out where you best fit, click here.

https://www.123test.com/team-roles-test/


Questions?

To access our online resources, visit:  u.osu.edu/alumnicareermanagement (Coach’s Corner blog & podcast)
go.osu.edu/alumnicareermanagement (office website)
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