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| How to proceed Workstyle Sync

01 Preparation

e Participants are requested to fill in their answers to the list of questions in advance. (Time

required: about 15 minutes).
e You may answer only the questions that you feel comfortable answering. (Do not force

participants to answer the specific questions.)
e We also recommend that you arrange the questions to fit your company's culture, business

operations, etc.

02 Sync:Let's get together and talk!

e Let's look at each other's answers and have fun talking!
e You can present one by one in turn, or talk together for each question, or any other way

you like.
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e It's hard to find time at once...
o — Let's have 5-minute presentations at each team meeting, one by one!

e There are too many questions to answer...
o — You don't have to answer all the questions, just the ones you want to answer!

e |t takes a long time to explain when there are many questions.
o — You don't have to explain everything! You can explain ones you want to explain!

e Itis also a good idea to have each member read the answers beforehand and add a note of reaction to the points
that are surprising or that you want to hear more about. (Use the comment function on the cell.)
| don't know what to do after sharing the content.
o — You don't have to do anything! The goal is to "get to know" the workstyle (mutual understanding) and there is no
need to talk about how to solve it.

e What should I do if it's difficult to get feedback from other members?
o — If you collect everyone's answers on one sheet, it will be easier to compare and get feedback. / The Facilitator
can ask, "What did you find surprising?” This will make it easier to give feedback.
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| Workstyle Sync Question List®D

1 Working Hours
2 Working Hours
3 Working Hours

4 Working Hours

5 Holidays
6 Holidays
7 Meeting
8 Meeting
9 Meeting
10 Meeting
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What are your normal working hours?

When do you take your lunch breaks?

Time of day when I'm more productive.

Possibility of sudden changes in work hours (e.g. Family care,
etc.)

When/how you want to take holidays?

Are there times when you need regular time off for
family/health-related or other reasons?

When is the best time for you to have meetings?

Do you prefer having a chunk of several hours to work on your
tasks?

Do you think it's important for everyone to have their camera on
during meetings?

Do you feel more comfortable turning your camera off during
meetings?



| Workstyle Sync Question List@

mn

12

13

14

15

16

17

18

19

20

Meeting

Meeting

Meeting

Meeting

Meeting

Communication

Communication

Communication

Communication

Feedback
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Meeting time: (1) | want the meeting to start on time and end on
time. (2) | don't mind if the mtg is extended.

Are you able to speak up in meetings? Or do you prefer the
facilitators ask your opinion?

If you don't understand something, are you able to ask for an
explanation? Do you find it difficult? (Not just in regards to
language)

Do you prefer people to explain things verbally? / Do you prefer
them to write things down in a doc? (i.e., you don't need a verbal
explanation)

Do you prefer people to set meetings back to back or do you
prefer to have time in between?

Would you rather discuss things in a meeting or on Slack?

Do you prefer to get detailed instructions or do you want to be
left in charge of how things are done?

What is your favorite compliment?

Is it okay for others to ask about your life outside work or do you
prefer to keep that to a minimum?

Do you prefer feedback (not only at the time of evaluation, but
also in the daily communications) to be sugarcoated, medium, or
straightforward?
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Language

Language
Business
/Team-building

meals

Other

Other

Other
Other

Other

Other
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Language ability (speaking and listening)
English (speaking: OK/NG, listening: OK/NG) / Japanese
(speaking: OK/NG, listening: OK/NG) / Other languages

If it is not in your first language, how would you like others to
communicate with you? (E.g. writing in chat, speaking slowly)

Would you like to have more business/team building meals? Or
do you want to keep them to a minimum?

Is there anything you would like to share with the team
regarding your family?

Is there anything you would like to share with the team
regarding your health?

What is important to you in your work?
What kind of environment do you find motivating?

How much chit-chat do you want?

Are there any other things that you'd like to share?



