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15% 42% 26% 12% 4%

The pandemic isn’t over, but it’s already had a lasting effect on how people and companies work. 

Before the pandemic, around 5% of employees, both full-time and part-time, spent at least part of their time working from home. Frost & 
Sullivan research predicts that even after the pandemic, that will grow to between 40% and 50%—and likely stay there for good. As a 

result, companies must shift from a reactive to a proactive stance, ensuring they have the right technology and the right culture to support 
hybrid work in which some people are at home and others are in the office—and everyone needs to be able to collaborate effectively.

When the pandemic hit, businesses were just trying to stay afloat, and employees tolerated sub-par collaboration experiences. But as 
companies and government offices shift permanently to a hybrid environment, employees rightly expect their organizations to do better. 
This is especially true when it comes to communication and collaboration, particularly as they apply to meetings: companies must move 
away from ad-hoc technology and instead provide a suite of meeting tools that are designed with intention to support both remote and 

in-person workers. They must also embrace a philosophy toward using them that recognizes best practices for meeting success. 

The Hybrid Workplace Requires a Re-think on Collaboration

POST-PANDEMIC, THE NUMBER OF REMOTE 
WORKERS WILL INCREASE TENFOLD. Now 
is the time to prepare for this permanent shift by 
recognizing the key components of any successful 
meeting: inclusivity, wellbeing, work-life balance, and 
a better understanding of how and why people work.

This is mission critical: the employee 
experience is directly related to the 
customer experience, and it has an 
outsized impact on business success.

Fully remote with 
no physical offices

Greater than 50% of the 
workforce working from 
home on a part-time or 

full-time basis

25-50% of the 
workforce working from 
home on a part-time or 

full-time basis

Less than 25% of the 
workforce working from 
home on a part-time or 

full-time basis

No plans to allow 
remote work
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It’s not just tech that makes the difference. 
Culture plays a critical role, too.Virtual meetings are now the norm, but two years in 

there’s still a lot that’s broken about the experience. 
For starters, many companies are still using technology designed 
for an earlier age—with cumbersome video connectivity that 
doesn’t support both in-person and remote users, poor audio 
quality, and siloed communications that make it difficult for 
participants to speak up and share their content and ideas.

This is especially true in hybrid environments, where it can be 
difficult to balance the needs and interests of remote and in-
person participants, let alone ensure everyone in the meeting 
has an equal voice, access to critical information, and tools that 
make it easy to collaborate from anywhere and on any device. As 
hybrid work environments become more common, holding high-
quality virtual meetings may become even more challenging. 

However, creative ways to tackle video meeting fatigue, leverage 
the capabilities of UC applications, and deliver better user 
engagement are refining hybrid communications. Improvements 
can include everything from improved video angles and aspect 
ratios, lighting that adapts to the environment, and sound bars 
intended to deliver the highest-quality audio, to integrated tools 
for chat, content sharing, and project management.

What’s Wrong with Meetings Today

Video meetings have become tightly integrated 
with team chat and collaboration tools. THE NEXT 
AREA OF INNOVATION WILL BE FOCUSED 
ON TIGHTER INTEGRATION WITH CONTENT 
COLLABORATION and the many asynchronous 
forms of communication that workers use today.

According to Stephen R. Rogelberg, the Chancellor’s 
Professor at UNV-Charlotte, less than 50 percent 
of meeting time is effective and engaging—and the 
numbers are even worse for remote participants. 
He recommends that leaders adopt a “stewardship” 
mindset for making meetings better: taking a deliberate 
approach that prioritizes intention, efficiency, and 
participant support.
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Tying people up in meetings doesn’t help the bottom line, and it lowers employee satisfaction and productivity.

Make Meetings Better: Power Meetings are Like Power Naps

Video meetings are becoming 
the linchpin to UC adoption—
video usage has grown 
over 350% compared to 
pre-pandemic levels. As 
companies shift to a hybrid 
workplace, they must 
rethink how they support 
collaboration. MEETINGS 
MUST CHANGE TO 
REFLECT THE NEW WAYS 
OF WORKING.

Meetings should be short, 
focused, small, and actionable.

Instead, companies must work to improve 
meeting culture for everyone involved. A big part 
of that is respecting their time and recognizing 
that it is valuable, to both the employee and the 
organization. By focusing on boundaries and 
balance, organizations help employees get better 
at managing work and life, allowing them to be 
at their best when they’re working, and to stay 
healthy and well (mentally and physically).

This requires developing a meeting protocol that ensures all participants are seen 
and heard, and everyone is getting the most out of their collaboration, without 
burdening employees, regardless of where they’re working from. We like to call 
these Power Meetings. Think of them like you would Power Naps: short, focused, 
and restorative. Go too long, and the meeting actually makes things worse.

This is a critical area for improvement. According to a recent study by Reclaim.ai,  
the amount of time employees spend in meetings has increased during the 
pandemic, reaching more than 21 hours per week. Smart companies are re-
equipping their facilities to support this change. They’re building increasingly 
varied meeting rooms, and deploying the right technology to support a mix of 
remote and in-person workers and work styles. Technology such as professional-
quality video, chat, collaborative team spaces, and high-quality audio and 
telephony components are helping companies support employees regardless of 
where they are.

*Huddle/small meeting rooms (1-4 people) and phone booths

29%

29%

28%

12%

2%

Offices primarily composed of cubicles/private offices for individual employees

An open office plan with many breakout spaces*

An open office plan, but not many breakout spaces*

Reasonable mix of all of the above across different locations in the organization

Entirely virtual organization with everyone working remotely
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When it comes to meetings, longer definitely doesn’t mean better.

Meetings Should be Short

Schedule meetings for 30 minutes, and plan 
to end five minutes early, to give everyone 
time to get ready for their next appointment.

If you have a lengthy or 
complex project, you may 

need to plan several meetings 
to cover all the ground on 

each component—and 
that’s OK! It’s better to have 
multiple short touch points 

than one long one; you’ll keep 
attendees’ attention and have 
clear, actionable goals at the 

end of each session. Just make 
sure to schedule them at the 

right cadence (i.e., not all 
in one day).

Before scheduling a meeting, always 
ask yourself: How much time should it 

really take for us to get where we need to 
be? If it’s longer than 20 minutes, figure 
out how to break up the discussion into 

chunks, and schedule accordingly.
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Having a mix of remote and in-person participants makes it more important than ever 
to keep meetings on task and on point.

Collaborative Meetings Should be Focused

Understand what your goal is for the 
session. To meet that end, think about 
exactly what the discussion needs to 
cover (and anticipate potential sidetracks 
and how you’ll manage them).

Create a clear agenda for the 
discussion and include it with the 

invite. Limit yourself to three bullet 
points, all around the same topic. 

Need more than that? Split the 
meeting into two (or more) sessions 
to ensure everyone is able to focus 

on the key action item at hand.

With more workers located 
remotely, the speaker 
can’t always ‘see’ the 

expressions on people’s 
faces, or notice when they 
shift from paying attention 
to multi-tasking—which is 
easier to do virtually than 

in person.

Of course, you’ll run into situations in which the 
conversation starts to veer away from your agenda. As 

soon as someone introduces a topic that’s off point, explain 
that you’re tabling that discussion for another day and 

immediately revert to the previous point. Just make sure to 
follow up on the sidelined subject as soon as possible.
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Collaboration is best done with two to four people, six at the most. Any more than that, and it will be 
difficult for everyone to weigh in and be heard—which is, presumably, why they’re there in the first place.

Collaborative Meetings Should be Small

The more people in a 
meeting, the fewer people 
will actually participate in 
the discussion.

 Identify exactly who needs 
to attend a given meeting. 

Generally speaking, you can 
limit this to the people who 

will be actively engaged in the 
post-meeting work.

Record all discussions so that 
anyone who needs to know 

what happened can watch the 
action at a later date. 

Assign someone to chair the meeting 
(they can be remote or in-person) and 
incorporate time to ensure everyone’s 
points are heard by going around the virtual 
and physical room quickly at the end. But 
stick to a time limit for each speaker, and 
don’t be afraid to gently play them off the 
stage. This is critical to creating the right 
culture of inclusion; allowing people to 
express their feedback and new ideas can 
lead to more innovation and creativity, too.
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The purpose of a meeting must never be the meeting—it’s what happens next that counts.

Collaborative Meetings Should be Actionable

Go into the session 
with specific goals 
and leave with clear 
actions and outcomes.

During the discussion, if an action 
item comes up, immediately assign 
it to the appropriate person. At the 
end of the session, briefly capture 

what all the next steps are and who 
is responsible. That same day, send 
a quick email repeating the same.

Even pure brainstorming 
sessions will likely 
require follow-up 
activities, such as 
fleshing out new ideas 
and then sharing 
them with the team or 
presenting them to a 
customer. Make sure 
everyone on the call 
understands what the 
next steps are, and who 
will be getting them 
done (and by when).

Integrated chat is a great 
tool here—use it to get 

immediate feedback 
from attendees, ask and 
answer questions, and 

provide links to relevant 
content in real time.
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Not all meetings are collaborative, but even large one-to-many events should follow 
basic steps for meeting success.

SIMPLE RULES FOR MAKING LARGE EVENTS MORE MEANINGFUL:

Rethink Large Meetings

Record the sessions and 
offer them on-demand, 
so that everyone can get 
the information they need 
when they need it.

Let people ask questions 
in advance of the 

meeting, so you know 
what’s top-of-mind going 

in (and then address 
those topics accordingly). 

During the event, let 
people post questions 
as you go, but wait to 

answer them in a follow-
up email or FAQ post.

Limit yourself to 
three speakers and 

cap the meeting 
at 30 minutes. 

Assume attendees 
have short attention 

spans and plenty 
of distractions. 

The less time you 
require, the more 

focused they will be.

Be clear about your message—and keep it simple. Most people can 
digest three new pieces of information at one sitting. If you have 

more than that, divvy up your topics across multiple, targeted events. 
For instance, if HR is announcing the annual benefits enrollment 

program, have one meeting that explains the offerings for the new 
year, and another that explains how the enrollment process works.
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Virtual meetings have changed the traditional meeting protocols, and this is causing 
problems that new technology hopes to solve.

Do your employees have the tools they need to boost their productivity while also improving their job satisfaction 
and overall health and well-being? 

TOOLS FOR MEETING SUCCESS

Make Meetings Better with the Right Technology

VIDEO 
CONFERENCING 
must be designed 
to accommodate 

remote and in-person 
attendees, with 
special attention 

paid to sound 
and perspective 

depending on the 
user’s situation.

The right technology can make or break the employee experience.

ADHOC VIDEO  
available with a 

single click, makes it 
easy and organic for 
two or three people 

to discuss issues that 
need to be resolved 

or brainstormed 
immediately.

INTEGRATED CHAT 
lets attendees 

provide commentary 
or answers to 

questions, post links 
and other content, 

and break into 
sidebar discussions 

as needed.

RECORDING 
CAPABILITIES  
ensure people 

can refer to what 
was shared.

COLLABORATIVE 
TEAM 

WORKSPACES  
make it easy for 

employees to 
continue the work 
after the meeting, 
working together 

as needed on action 
items and tracking 
project deadlines.



12Making Meetings Better in the Hybrid Workplace: Put the Employee Experience First

IT needs to ensure their communications platform supports a range of use cases 
and employee needs, and that it integrates easily with other applications, including 
Salesforce and other back-office platforms. Standardizing on a single platform lets 
users seamlessly transition from one application to another, easing frustration and 
increasing return on investment.

Look for a provider than can offer a seamless experience across all applications and 
devices, allowing teams and individuals to be more productive and effective, while 
providing the right customer experience. 

According to Frost & Sullivan’s latest research, the top priorities for investing in 
communication and collaboration tools are improving teamwork, enabling remote 
work, and improving the customer experience. In 2021, IT moved from focusing on 
technology enablement to greater optimization, security, and support.

Simplicity and ease of use wins—as meetings become more distributed, ad-hoc, 
frequent, and shorter, users want out-of-box, plug-and-play devices and easy click-
to-join meetings. Look for a vendor that is focused on improving the employee and 
customer experience and is investing in a complete suite of tools with 
robust feature sets that enhance all workflows. Mobility is also key— 
your employees must have access to everything from any mobile device. 

From an IT perspective, centralized management ensures your team can offer 
support while staying focused on strategic initiatives for the organization.

What to Look for in a Provider

When it comes to 
communication and 
collaboration, 77% OF 
IT LEADERS SAY 
THEY WILL INCREASE 
INVESTMENTS IN AI. 
Data-centric technology 
that can track everything 
from usage to participant 
health will become table 
stakes for safe and smart 
meeting rooms.

An ad-hoc mix of tools can make it harder for employees to be successful in a hybrid workplace—
and this is compounded by BYOT policies. 

Security, privacy, and compliance are critical—look for a 
provider with deep roots in delivering enterprise-grade 
technology and experience in your vertical market.
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Spotlight on Mitel

Minnie’s Food Pantry is a non-profit organization with a 
mission to provide healthy meals and resources to those in 
need, by way of red carpet treatment. Over the years, Minnie’s 
has grown from a 500-square-foot facility to occupying 
almost 17,000 square feet and distributing almost 8.5 million 
meals to families experiencing food insecurity. However, a 
communication gap also grew among employees, donors, and 
the families that Minnie’s Food Pantry serves. The organization 
wanted to keep employees connected and better enable 
productive collaboration; enable communication among 
donors, employees, and recipients; train employees quickly 
and effectively even during times of rapid growth; and stay in 
touch with the families at the heart of Minnie’s mission. Mitel’s 
all-in-one hosted VoIP solution keeps employees, donors, and 
families connected by leveraging collaboration tools, mobile 
apps, advanced call control, and call recording. 

AllSaints—a retailer with stores, concessions, and 
outlets across the UK, Europe, North America, and 
Asia, and more than 3,000 employees worldwide, 
wanted to provide a single communications experience 
to all users, as well as easier administration and 
management and the ability to scale for seasonal 
change. Opus, a UK-based Mitel partner, provided a 
solution that not only offers consistency but a host of 
other improvements as well. Mitels’ single telephony 
solution and contact center has significantly reduced 
management time and resources. It also offers a 
seamless global customer experience; better unified 
communications for all employees and agents; 
enhanced platform agility, flexibility, and scalability; 
reliable business continuity, resilience, and redundancy; 
and 24/7/365 management and support.

In the future, we’re going to be successful 
because we have the communication element 
in process and in place to help us to do that. 
It’s going to be amazing.”

—Dr. Cheryl Jackson, Founder of Minnie’s Food Pantry
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