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Ways of Working Template

[Employee Name]

 About MeAdd Employee Photo Here

Title:
Preferred name/nickname:
Location:
Date joined:
Email:
Mobile:
Working Days:

 My Style
What I’m good at:
· 
What I love doing:
· 
What I’m not so good at:
· 
How I best make decisions:
· 
How I like to receive feedback:
· 



️ How To Communicate With Me
My preferred communication channels:
· Call me when:
· Text me when:
· Ping me on Teams when:
· Video call me when:

What to do if you need something from me:
· Questions or info:
· Feedback:
· Meetings:

Top tips for communicating with me:
Anything of note that you find really helpful or really annoying
· 

✨How I Approach My Day
Working hours:
· When I’m online:
· How I create work/life balance:
· What are my boundaries:

Working style
· When I like to do my focus work:
· Best time of days for meetings:
· When I need to focus I:
· How I use my calendar:
· How I like to plan and prioritise:

What gives me energy at work:
· 
What drains me at work:
· 

 Get To Know Me
I am more of an extrovert or introvert
· 
I recharge by
· 
My hobbies and interests
· 
What are three words that best describe me:
· 
Favourite day of the week:
· 
Favourite snack:
· 
Favourite artist/song:
· 
Film/tv that I enjoy:
· 
What’s my coffee/tea/drink order:
· 
Dream holiday destination:
· 
What is my superpower:
· 



Ways of Working Template - Example
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 About Me
Title: HR Coordinator
Preferred name/nickname: Jordy, Jordz
Location: Melbourne  
Date joined: June 14th, 2023
Email: Jordan.lee@example.com
Mobile: 0455 555 555
Working Days: Full time, Mon-Fri

 My Style
What I’m good at:
· Reading between the lines and picking up on team dynamics
· Keeping things organised (yes, I do colour code my inbox)
· Making people feel heard and included
· Turning tricky situations into growth opportunities
What I love doing:
· Supporting onboarding and making new starters feel super welcome
· Building systems that make things smoother for everyone
· Collaborating on anything people-focused
· Helping others figure out how they work best
What I’m not so good at:
· Anything super technical (please don’t ask me to fix your computer audio)
· Public speaking (working on it, but still a bit sweaty-palmed)
· Sitting still for too long
· Making decisions without context (give me the ‘why’ please!)
What is my thinking process:
· I like to understand the bigger picture first, then work backwards. I’ll usually ask a few questions to make sure I’m clear before diving in.
How I best make decisions:
· I’ll chat things through with someone if I’m unsure. Otherwise, I trust my gut, especially when it comes to people.
How I like to receive feedback:
· Kind honesty is the sweet spot. Direct is great, especially if it comes with suggestions I can action.

️ How To Communicate With Me
My preferred communication channels:
· Call me when: Something’s time-sensitive or emotionally complex
· Text me when: It’s urgent
· Ping me on Teams when: You need to chat, but not urgent 
· Video call me when: I’m online

What to do if you need something from me:
· Questions or info: Send me an email
· Feedback: Best in a 1:1 setting where we’ve got space to chat it through
· Meetings: Please send an agenda or dot points if possible. Helps me stay on track.

Top tips for communicating with me:
Anything of note that you find really helpful or really annoying
· I love to have things in writing – so chuck me an email or message (otherwise I’ll forget it!)

✨How I Approach My Day
Working hours:
· When I’m online: From 8am-ish (with a coffee in hand) until 5pm 
· How I create work/life balance: I try to log off properly and get some fresh air in the afternoons
· What are my boundaries: I don’t check emails outside of work hours unless it’s urgent. Please text if something can’t wait!

Working style
· When I like to do my focus work: Mornings are my focus zone
· Best time for meetings: Late morning or early afternoon
· When I need to focus I: Put on my headphones with my favourite tunes and mute notifications
· How I use my calendar: Everything goes in there, including lunch and focus blocks
· How I like to plan and prioritise: I use a digital to-do list and reorder it each morning based on urgency and energy

What gives me energy at work:
· Chatting with the team, quick wins, and feeling like I’ve made someone’s day easier
What drains me at work:
· Ambiguity and long meetings with no clear outcome.


 Get To Know Me
I am more of an extrovert or introvert
· Extroverted introvert (I love people, but I need a break after peopling)
I recharge by
· Listening to a podcast while walking my dog
My hobbies and interests
· Hiking, trying new recipes, and dabbling in pottery
What are three words that best describe me:
· Grounded, thoughtful, reliable
My favourite emoji’s:
· 🌱 😅 ✨
Favourite day of the week:
· Friday (vibes only)
Favourite snack:
· Popcorn, or an almond croissant if I want something sweet. 
Favourite artist/song:
· Anything Taylor Swift!
Film/tv that I enjoy:
· Workplace comedies, a bit of true crime, anything with heart
What’s my coffee/tea/drink order:
· Oat flat white or an iced chai if it’s warm
Dream holiday destination:
· New Zealand for the hikes (and the Hobbit vibes)
What is my superpower:
· Empathy—I’m a people person through and through


image1.jpeg
ccccc

0000000

00000000

oooooooo

—

Ttes TR et 4
ES N PP3E:




image2.png




