Supervising Teleworkers
To successfully supervise remote employees, you need to use the same management skills you're currently using to manage employees working in the office. The skills you will rely upon the most are:

Assisting your remote employees in organizing their work: Understand the timeframes involved in completing tasks, and the resources required to see projects through to completion. By using your planning skills as a supervisor, you will be successful in effectively distributing work among your employees and feeling confident that they will be capable of completing the tasks you will be assigning. 

Assigning work to the employees: Establish a means of communicating the expected and product as well as the due date, the anticipated quality, and other criteria that might affect the successful completion of the individual tasks the employees will be working on. 

Communicate to your employees what needs to be done, when it needs to be completed, and who needs to complete it. The communication may take the form of a phone call, a weekly face-to-face meeting, or a written memo. Use whatever means of communication is most comfortable for you. As a manager of off-site employees, the time you spend communicating with the remote workers will dictate the caliber of work they produce. Spend time communicating clearly and concisely the expectations you have of the employees. 

Establishing timeframes: Work with your employees to develop an attainable timeline. The employees will clearly understand what the workload is and will be more focused in their work if they are following a timeline. The timetable is based upon a list of the tasks that need to be completed and the times by which those tasks need to be accomplished. 

Reviewing status: Establish intermediate periods to determine the progress of the tasks the employees are performing. The intervals of assessment may be at particular points during the project, upon completion of certain tasks, or on a recurring basis such as once a week on Monday. 

Coaching and developing employee's capabilities: Spending time with your remote employees to reinforce behavior will be limited. Make the most of that time. Always reinforce positive behavior. Bring unsatisfactory performance to the employee's attention immediately, and develop the capabilities in your employees to correct whatever deficiencies they may have. Use the communications tools available to you to provide your employees with timely and ongoing a feedback whether that is via voice mail, electronic mail, a phone call, or a face-to-face visit. 

You should already be familiar with these skills and be using them while supervising your employees located in the office. You will find that refining these management skills will not only benefit your off-site workers, but you as well. You will be pleased to experience a greater degree of organization and the capability of being able to accomplish more tasks by using these skills. Organization leads to increased job satisfaction.

