Team Communication /\

Tools: Selectionand /

Workflow Design (Q(OTO\

® - Tool choice shapes team culture, focus,

and operational risk \
® - Selection and workflow design are
one decision, not two \ £
® - Learn to audit workflows, define {g‘ /
requirements, design norms, and govern O00

® - For team leads, project managers,
and tool administrators




Why Tools Fail
Without Workflow De5|gn
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- Adopting tools without
defining 'when and how' — ss—
leads to failure

- Symptoms: channel sprawl,
notification overload,
fragmented information

((Q\\
9
L]

- Governance-first thinking
beats feature-first buying

- Goal: a system of record
for decisions, not another
messaging surface




Auditing Your Current Communication Workflows

- Map real workflows: who
talks to whom, about what,
through which channels

- ldentify redundancy,
bottlenecks, and
lost decisions

- Gather quantitative metrics
and qualitative employee
feedback

- Document pain points
before evaluating any vendor

- Use channel inventories to
expose unofficial communication
patterns

REDUNDANCY

Multiple people sharing
the same updates

DEAD SPOT
Information stops
before reaching the
right person




Defining Requirements That Fit Your Team
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Separate needs by SYNCHRONOUS WORKFLOW ASYNCHRONOUS WORKFLOW
workflow: synchronous

vs. asynchronous, urgent
vs. routine vs. reference
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Map integrations with Q (Q\ Q

project, document, and l
identity systems

Team shares updates
O Team collaborates s e
Add security, compliance CQ ISt ie on their own time
data residency, and

budget constraints

Use weighted scoring, l | [ ]
not binary checklists,
to expose trade-offs . . @




Tool Categories and Platform Trade-Offs

@ « Compare chat, email,
project-centric, and

specialized tools

e Slack: integrations & UX; - securty
Teams: M365 fit & : & Privacy

compliance

|j-:|3 * Weight ecosystem fit
and exit velocity as

much as features

C/,- * Choose specialized

@ when depth wins,
consolidate to reduce
friction




Designing Channel Rules

and Notification Norms

phone/SMS; routine —

A

CHANNEL TIERS RECIPIENTS
® Use prefix-based naming: ( p— ) o
i i- . e ——0 e L
team-, proj-, help d alert ’ Alerts = all . Responders
announce- L ) :
HELP ;
/_O . Discussion = s > .?_s;slort
® (Create a channel taxonomy: \ mentions only | ':
team, project, alert, help, ) '
; TEAM
announcement, social / @ i —eep Egnr?bers
mentions only ) .
e B !
® Set notification defaults \ E PROJECT o
sos - Discussion = = > J
by channel tier: f:qf;f;;r:neg ertionseniy Members
alerts = all; discussion = g E 9 ,
mentions onl o) ANNOUNCEMENT
y i . Al
Discussion = . > Miaral
mentions only : =R
® Define escalation paths: SOCIAL ; bl
urgent — alert channel + Q} Discussion = e P > Werikse
mentions only )

async channel Y v
O Urgent Path Routine Path
urgent — alert channel + e routine —
Q phone/SMS async channel
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PROTOCOL STACK

Workflow Design: Making the Tool Work for You
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=
Conversation Enters Decision Made Recorded in System Action Tracked
Context is shared and Options are considered Of R?cord The action is assigned,
the conversation begins. and a decision is made. The decision is documented tracked, and followed
in the Single source of truth. through to comp[etion_
o Define where conversations, decisions, and actions live before rollout
o (Categorize messages: announcements, action requests, information, alerts
o Use threads and templates to reduce noise and improve searchability
» Name one system of record per workflow; point all tools back to it



- Choose pilot or phased rollout
based on risk and readiness

- Set adoption milestones with
owners and success criteria

- Build role-based training tracks
for admins, leads, and users

- Recruit champions and
prepare support materials

- Launch with momentum and

monitor adoption metrics
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ATTENTION ‘
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BUDGET METER

PILOT PHASE DASHBOARD

ADOPTION MILESTONES
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CHAMPION ACTIVITY
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SUPPORT TICKET INFLOW

®

Focus attention where it drives
the greatest adoption impact.



Governance That Keeps
Workflows Sustainable

S

Owners Admins Channel Content
Owners Owners

e Define owners, admins,
channel owners, and
content owners

AL

Ownership Layer
* Set fixed review cycles for : :

channels, integrations, and
permissions

* Configure retention policies to
protect institutional knowledge
and meet compliance
requirements

* Prefer archiving over deletion,

preserving history and
enabling restoration

e Governance as enablement:
make the right path the
easiest path

Content Layer




Measuring Adoption
and Workflow Health
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Track leading indicators:

active users, response
times, mentions

Monitor lagging signs:
less email, fewer missed
deadlines

Combine platform
analytics with employee
pulse feedback

Review monthly;
adjust workflows based
on evidence

LEADING INDICATORS LAGGING INDICATORS
Early signals that drive Outcomes that reflect
adoption and engagement workflow health

-

BUDGET




Common Pitfalls and How to Avoid Them

FIELD GUIDE: MISUSED COMMUNICATION PATTERNS

AT EVERY DECISION POINT,

3% - Treat rollout as a CHOOSE THE BETTER PATH.
behavior change program,

not just software
deployment

& - Prevent channel sprawl
and notification fatigue
through early governance

¥ - Keep DMs out of the
system of record for
project work and decisions

}i - Watch for backsliding,
shadow IT, and zombie
tools after launch




Action Plan: From Audit to Governed Workflow

AUDIT REQUIREMENTS DESIGN PILOT ROLLOUT GOVERNANCE
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AUDIT REQUIREMENTS DESIGN PILOT ROLLOUT REVIEW

—— 90-DAY
® REVIEW CYCLE

v— design, pilot, rollout, EemRtate far CCD for leads, admins, cycle sustains

final tool selection
governance managers momentum

- 8-week sequence: . . | Define immediate I 30-day stabilization
v— audit, requirements, @ I Weighted decision 000 GBla) et r’ \’ A Ol BT




PersonWise.

PersonWise - Al digital-human course platform

Scan the code or click anywhere to watch this course live, with voice Q&A
personwise.ai/t/61e7235f/public


https://personwise.ai/t/61e7235f/public?entry_surface=public_courseware_pdf

