Virtual Work in the New Normal
SKILLSOFT ASPIRE JOURNEY

It's new, it's different, but it's going to be OK!
As you learn to work from home, possibly in
pajamas and while watching pets wander onto
the screen during video meetings - you will find
that upgrading your skillset can help you adjust
to your new environment. This journey will
help you get ready, set, and go during these
unfamiliar times.

Track 1: Getting Set-up at Home
3 courses 56m 24s | 4 book summaries 57m 43s

Track 2: Efficiency & Productivity in the New Normal
4 courses 1h 14m 23s | 4 book summaries 54m 33s

Track 3: Your New Work (and Home) Environment
4 courses 1h 18m 17s | 4 book summaries 1h 0m 39s

Track 4: Managing & Leading through Unexpected
Disruption
5 courses 1h 42m 34s | 3 book summaries 41m 3s

Course Objectives
▪

identify tips to help you to get yourself and your family out the door on time

Achieve Productivity

▪

select tips that help you manage time when you're on the go

in Your Personal

▪

identify tips that aid you in organizing personal and household tasks

Life

▪

choose actions that help you to organize your parental responsibilities

▪

identify actions that help you maintain your health and well-being

Course Objectives
▪ recognize strategies for increasing productivity for social and analytical time
Make The Time You
Need: Get
Organized

management personalities
▪ recognize productivity strategies suitable for driving or inspirational
personality types
▪ recognize techniques for dealing with time stealers
▪ recognize techniques you can use to deal with people who are time stealers
▪ sort key job tasks into macro and micro to-do lists
▪ determine what action to take with your scheduled tasks after reassessing
them as part of your regular check-ins

Course Objectives
▪ identify the triggers of pressure in the workplace
Managing Pressure
and Stress to
Optimize Your
Performance

▪ categorize the symptoms of stress
▪ match activities to the steps for managing reactions to stress
▪ sequence the steps for changing your perception of a situation in order to
reduce stress
▪ recognize the steps for taking action in high-pressure situations
▪ recognize actions for avoiding overanalysis and overconfidence
▪ match work-style types to the reactions they exhibit when under pressure
▪ recognize guidelines for dealing with stress in colleagues

Course Objectives
▪ identify the traits that a good virtual team member should possess
Contributing as a
Virtual Team Member

▪ identify ways of staying connected and communicating successfully with your
team
▪ identify some of the challenges associated with working remotely
▪ identify some of the challenges and considerations associated with managing
your time as a virtual team member

Course Objectives
▪ sequence the steps for assessing the time and value of your tasks
Maximize Your
Productivity by
Managing Time and
Tasks

▪ match the types of tasks that belong in four priority categories
▪ recognize how to chunk your time
▪ recognize the basic principles of scheduling
▪ recognize what an effective to-do list looks like
▪ analyze the use of a to-do list in a given scenario

Course Objectives
▪ determine the primary intent of a communication
Trust Building
through Effective
Communication

▪ communicate appropriately based on what you know about your audience
▪ identify how to tailor your communication based on your relationship history
with your audience
▪ recognize the effects that body language and tone of voice have on building
trust in interpersonal communications
▪ manage your own feelings in emotionally-charged communications
▪ adapt your communication to the emotions of your audience

Course Objectives
▪ identify key benefits of being aware of your working environment
Cultivating
Relationships with
Your Peers

▪ classify the political styles of individuals in the workplace
▪ recognize the benefits of identifying key peers
▪ identify the characteristics of key peers
▪ choose examples of effective steps to build strategic peer relationships
▪ describe how to keep your peer relationships healthy

Course Objectives

Take a Deep Breath
and Manage Your
Stress

▪

recognize how stress can negatively impact on your health

▪

recognize key concepts about stress

▪

identify the main characteristics and symptoms of burnout

▪

recognize examples of actions and strategies to cope with stress and prevent
full-blown burnout

▪

sequence examples of the steps of the ABC model used to control stress

▪

use the ABC model to manage your reaction to a stressful situation and
challenge irrational thoughts

Course Objectives

Taking Stock of Your
Work/Life Balance

▪

recognize common symptoms of an out-of-balance life

▪

recognize the benefits of achieving a healthy work/life balance

▪

identify the elements to analyze when assessing your work/life balance

▪

identify elements of a technique to effectively balance the demands of
work and your private life

Organizations
Change So Get
Ready

Forging Ahead with
Perseverance and
Resilience

▪

identify examples of internal and external obstacles

▪

overcome an external obstacle in a given scenario

▪

determine the primary intent of a communication

▪

communicate appropriately based on what you know about your audience

▪

identify how to tailor your communication based on your relationship
history with your audience

▪

recognize the effects that body language and tone of voice have on
building trust in interpersonal communications

▪

manage your own feelings in emotionally-charged communications

▪

adapt your communication to the emotions of your audience

▪

identify key benefits of being aware of your working environment

▪

classify the political styles of individuals in the workplace

▪

recognize the benefits of identifying key peers

▪

identify the characteristics of key peers

▪

choose examples of effective steps to build strategic peer relationships

▪

describe how to keep your peer relationships healthy

Course Objectives

Establishing Effective
Virtual Teams

▪

describe the main areas of concern for a remote manager

▪

recall guidelines for establishing relationships with team members

▪

list communication areas in which virtual managers need to
establish team standards

▪

categorize communication tools as synchronous or asynchronous

▪

recall strategies for supporting and encouraging virtual team

▪

recognize guidelines for managing performance among virtual team
members

▪

recall guidelines for managing remote team meetings

Course Objectives

Encouraging Team
Communication and
Collaboration

▪

match characteristics of healthy team communication with examples

▪

recognize strategies for overcoming the team communication issues
of overcriticism and groupthink

▪

recall strategies for dealing with interrupters and noncontributors

▪

identify examples of strategies for fostering collaboration through
team-oriented assignments

▪

recognize strategies for using team-oriented messages to foster
collaboration in action

▪

classify examples of virtual team technologies as being for
communication or conferencing

▪

identify key areas for consideration when setting guidelines for
virtual teams

Course Objectives

Facilitating Sustainable
Change

▪

recognize the key initial outputs of a change initiative

▪

recognize the RACI status of stakeholder groups

▪

recognize questions used to assess the level of stakeholder
discomfort in relation to a proposed change effort

▪

recognize questions used to assess the effectiveness of vision of a
proposed change

▪

sequence steps required to determine and assess the skills needed
to support organizational change

▪

predict the success of a change effort based on readiness measures

▪

There is no objective for the Course Overview

▪

recognize key initial actions to take for effective crisis management

▪

recognize steps for planning crisis communications before a crisis
occurs

Managing in a Crisis

▪

identify guidelines for assembling an effective crisis communications
team

▪

identify the key components of an effective public response to a
company crisis

▪

identify the actions required to resolve and close a crisis incident

▪

reflect on what you've learned

Course Objectives
▪

Acquire insights on how the best crisis leaders understand not only
what a true crisis is, but also how to prepare for it.

Expert Insights on
Managing a Crisis

▪

Acquire insights on how to not let crisis management be the task
that paralyzes you with indecision. Learn a three-step, proactive
process to prepare you for whatever comes your way.

▪

Acquire insights on understanding that crisis leaders must command
action while showing compassion for team members who find it
difficult to deal with the issues that surround security efforts.

▪

Acquire insights to learn the five factors that make organizations
more resilient in times of crisis.

▪

Acquire insights on how to manage and lead in a crisis using a threepart model: respond, recover, and thrive.

▪

Acquire insights on the leadership skills needed in a time of crisis.
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