
How to unlock better collaboration 
with colleagues 

 ALMOST 1 IN 2 UK EMPLOYEES HAVE FAILED TO RECEIVE IMPORTANT DOCUMENTS*

With more people working from home or mobile working, cooperative relationships are becoming 
both more important and more difficult. How can you improve teamwork in your office? What role can 
technology play? 

We asked Dr Nigel Oseland, a workplace strategist, author and environmental psychologist, to share 
his advice on setting up the best conditions for collaboration. 

*Research conducted in April 2016 by Censuswide on behalf of Sharp Europe.
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How to unlock better collaboration with colleagues 

Collaboration has been the business buzzword for years, but according to our research, it’s still an ambition rather 
than a reality for UK workplaces. In a survey of 1,000 office workers, almost half (46%) said their colleagues had 
forgotten to share important information or documents with them.

Information sharing is crucial to the process of collaboration, which has been defined as two or more people 
coming together to create something that they could not have created on their own (Michael Schrage, Research 
Fellow at the Center for Digital Business). If your business isn’t set-up to promote team work, then you are missing 
out on these ideas and innovations. How much of the information that those colleagues forgot to share could 
have led to new business or saved costs?

We also found that other anti-collaborative habits were common, with 46% of office workers experiencing 
colleagues talking over others in meetings and over one third (38%) experiencing others typing or carrying on 
with their own work during a conference call or meeting. Most of us will recognise these annoying behaviours as 
simply a part of office life, however, they can have an impact not only on a team’s productivity, but also its morale.

With more people working from home or mobile working, cooperative relationships are becoming both more 
important and more difficult. How can you improve teamwork in your office? What role can technology play? 

We asked Dr Nigel Oseland, a workplace strategist, author and environmental psychologist, to share his advice 
on setting up the best conditions for collaboration.

Different personality types

To improve how your colleagues work together 
you firstly need to understand them. No matter 
the size of your organisation, you will find there 
are different personality types, with each having 
different preferences for how they like to interact and 
collaborate. 

There are many scales of personality but the one 
most relevant for collaboration is introversion/
extroversion. The introvert, who in meetings will 
normally be quiet, may be overwhelmed by a group 
situation and prefer one-to-one communication 
or email, and extroverts, who are more likely 
to be vocal in a meeting and willing to share  
off-the-cuff ideas in brainstorm sessions, but prefer to 
talk about big concepts rather than detail. 

If you want a successful team, you need a mix of people 
who can come up with ideas and grow the concept, 
and people who can move it forward and refine the 
ideas and the processes.

Trust

To be comfortable sharing ideas with someone, you 
need to trust them, so trust-building is an essential 
first step if you want to build a team that works well 
together. Trust is built through social interaction and 
while technology has changed the look and feel of 
how we interact and allowed us to work together 
remotely, you still need to have that social interaction 
first in order to allow a virtual team to establish itself.

WHEN YOU COME TOGETHER FOR THE FIRST TIME DO 
IT FACE TO FACE OR VIA VIDEO CONFERENCE, AND 
DON’T SKIMP ON INTRODUCTIONS.

DO AWAY WITH A SINGLE APPROACH TO 
COLLABORATION AS IT SIMPLY WON’T WORK.
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How to unlock better collaboration with colleagues 

1. Define the purpose of the meeting and choose 
a format that matches it, don’t always do a 
conference call because it’s easy to set up. 

2. Make sure there is an agenda that is shared well in 
advance to allow those taking part to prepare and 
be ready to engage and collaborate. 

3. If there are any papers that will be a focus of 
the session, be sure to share those beforehand 
(including sharing digital versions with 
anyone joining remotely), so people are not 
reading in the meeting when they should  

Meeting rules to live by

For most of us who work in offices, meetings are the main way we get together to share ideas. However, they don’t 
always serve this purpose. To create a collaborative meeting and prevent people feeling like you have wasted their 
time, you need to follow some common sense rules.  

be contributing.

4. Meeting length should be defined by the agenda 
and what it is you aim to achieve, as opposed to 
simply being a standardised time slot. 

5. Consider having a series of shorter meetings, where 
individual tasks are assessed and decided upon. 

6. Stop having meetings back-to-back, they are not  
time effective.

7. Only invite people who are essential to the meeting.

38% OF OFFICE 
WORKERS SAID THEIR 
COLLEAGUES TYPE  
OR CONTINUE 
WORKING DURING 
CONFERENCE CALLS
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46% OF OFFICE 
WORKERS SAID THEIR 
COLLEAGUES TALK OVER 
OTHERS IN MEETINGS

How to unlock better collaboration with colleagues 

Face to face

Create environments where different personalities 
are able to communicate in the way that works best 
for them. By providing spaces where people can come 
together in large groups, but also have the opportunity 
to peel off into small groups for one-to-ones is a good 
way of promoting interaction for everyone. 

Be aware that how you layout the furniture in 
a meeting space will often dictate how people 
will interact and collaborate. If you’re looking to 
brainstorm in a collaborative and meaningful way, 
don’t choose a formal boardroom setting with a long 
table, go to a more stimulating space. 

Make sure there is someone chairing the meeting. 
Having a chair means the conversation isn’t limited to 
the most extroverted, or simply to those in the room, 
but includes those joining remotely. 

Take minutes of what is said and decided upon. This 
not only appeals to certain personality types, it also 
means there is a record of actions to follow up on. 

Share any action points as soon as possible after the 
meeting to keep the momentum of collaboration 
going. You will lose people’s interest once they move 
on to other work. Only invite people who are essential 
to the meeting.

Virtual meeting – Video

If you can’t meet face-to-face, video collaboration can 
certainly help to make things easier. It is particularly 
important to have interaction and trust building when 
you’re a new team, or starting a new project.

When we interact in a group we make gestures and 
read faces and respond accordingly. A lot of the 
subtleties of language and non-verbal body language 
can be lost on an audio call, so consider adding video 
collaboration tools to your office. 

The latest video collaboration tools can recreate the 
face-to-face experience much better than previous 
generations of software and hardware, and it’s 
becoming cheaper. Make sure you invest in your 
network too though, as you normally need a minimum 
network bandwidth of 1.5 mbps.

IN SHARP’S RESEARCH, 24% OF DELAYS WITH 
VIDEO CONFERENCES WERE CAUSED BY CONNECTION 
PROBLEMS.
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How to unlock better collaboration with colleagues 

Virtual meeting – Phone

If those in the meeting already know each other 
and have experience of how they work together, a 
conference call can work, but the meeting needs a 
leader to make sure everyone contributes. 

Keep the numbers down to essential levels. Think 
about who needs to be involved and if they will 
move the project forward. The reason why over one 
third of office workers have been in meetings where 
colleagues carry on with their own work, is those 
colleagues probably should not have been invited. 

If you’re sharing a paper or presentation make sure 
those dialling in have access to it. There are countless 
instances of attendees having to take part in a meeting 
when they can’t see what is being read through and 
discussed. Sharp found that 17% of delays in remote 
meetings are caused because not everyone has access 
to the documents they need.

The key to a successful conference call is having an 
online repository where you can share all relevant 
information, including the agenda, any papers, as well 
as the minutes of the meeting and any post meeting 
action points. Everyone needs to be able to access this, 
regardless of the type of device they are using.

Day to day communication

Don’t rely on email for all interaction. It’s great for 
sharing information to a large group but don’t use it 
to keep track of action points or to project manage; 
it’s not designed to work that way. 

Call people who have actions, instant message them 
or simply take them for coffee. For discussion, social 
collaboration tools such as Yammer and Chatter take 
conversations off email and into a messaging channel 
which is quicker to use and less formal. 

Create a place for small meetings, which people can 
just turn up to and don’t have to book, increasingly 
referred to as huddle spaces. You don’t need to spend 
money on this, you can use the space you have. In an 
open-plan office, people will migrate to an area if 
they have a reason to be there, for example, the seats 
in reception or the kitchen, so just equip these areas 
for a meeting.

SHARP BENELUX’S SALES TEAM USES WHATSAPP TO 
SHARE SUCCESSES; IT’S A QUICKER WAY TO REACH 
SALES PEOPLE WHEN THEY ARE ON THE ROAD AND 
HELPS TO KEEP THE GROUP CONNECTED.

45% OF OFFICE WORKERS THINK THE TECHNOLOGY 
IN THEIR OFFICE MAKES IT DIFFICULT TO SHARE 
INFORMATION
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How to unlock better collaboration with colleagues 

How Sharp can help

Once you have considered the personalities of your 
team, and the best ways of supporting collaboration, 
you are ready to design meetings rooms and discussion 
spaces with technology that helps you to share ideas.  

We found that many people are currently dissatisfied 
with their office collaboration technology; 45% of 
office workers think the technology in their office 
makes it difficult to share information with colleagues.

We offer a range of interactive touch displays for meeting 
rooms, a video conferencing solution, Sharp Video 
Collaboration, a cloud-based document management 
system for information sharing and printers with  
workflow support.

During meetings, people must be able to concentrate 
on what they’re doing rather than be distracted by 

technology; this is why Sharp’s collaboration solutions 
are easy to use and easy to integrate with existing 
networks and products. 

Touch displays are at the heart of our collaboration 
solutions because writing, drawing and annotating 
are natural and intuitive ways to control information 
and communicate ideas, as easy to use as a flipchart 
and marker pen, with all the advantages of having 
information in a digital format. 

Our displays and printers are compatible with a wide 
range of operating systems to support those who 
bring their own devices to work, remote workers, and 
visitors to your office.   

To find out more about how Sharp can help unlock your 
office and transform the way you collaborate, contact  
us at: www.sharp.co.uk 
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Festo, the German automation technology company, has updated its meeting rooms and common areas with BIG 
PADs so people can present more effectively and hold video conferences more easily. They are using 32 BIG PADs 
in a mix of sizes and have found that, as well as being popular with employees for presentations, they are being 
used informally too, with people using BIG PADs to exchange ideas and brainstorm with colleagues.

BIG PAD is part of the ‘Festo Room System,’ which the company designed for its new Automation Centre at its 
German head office. Here, Festo works with its customers to develop their ideas and projects in one-on-one 
meetings and produce prototypes. For the Room System, Festo needed high quality displays that would integrate 
with their IT systems and software, are highly reliable and would wow customers.

Tobias Reiter, Information Management, IT Contracts at Festo, explains: “We were impressed by Sharp’s flexibility 
in addressing our special requirements regarding the equipment and the design of the monitors. Sharp provided 
us with a solution that was exactly tailored to our needs.”

The main need from users was simplicity: “During their meetings, our colleagues must be able to concentrate on 
the actual issue at hand and their ideas. Complicated technology that is not easy to use takes up a lot of time and 
tends to be avoided by many employees. We removed this obstacle by providing an intuitive technology that can 
be used by everyone, regardless of their IT knowledge.”

In fact, BIG PAD has been so easy to use that although training was offered, it wasn’t considered necessary. People 
have been using the displays beyond what was expected, with informal meetings in common areas supporting 
communication between employees in different departments, changing the way they engage with information. 
Festo is so pleased with BIG PAD they plan to buy more.

Case study: Festo

“The feedback has been 
consistently positive. 
This only strengthens 
our resolve to make 
the Festo Room System 
gradually available 
across the company. 
The touch displays from 
Sharp are an essential 
part of this concept.”

Tobias Reiter, Information 
Management, IT Contracts 
at Festo



Here at Sharp we’re constantly innovating to ensure that we help unlock more for businesses. Our connected 
technologies have revolutionised the way that businesses engage with information, technology, and each other, 
and we want to do the same for you too. Find out how we can unlock collaboration in your business today.

Welcome to Sharp

Inspiring ideas from technology

www.sharp.co.uk


