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Technology & Collaboration in the Virtual Workplace  
Skills & tips for an outstanding virtual international internship 
 

Virtual international internships require an in-depth understanding of how to manage tasks 
across time zones and how to connect, collaborate and communicate online. Follow the advice 

below to excel at developing successful professional relationships during your internship! 

   

 

Your Home Office 

 

Build a workspace 
A dedicated workspace will make your work-life balance much easier!  

Set up a clean, well-lit area with your computer, headphones  
and a day planner for managing tasks. 

 

 

Avoid distractions 
Do everything to minimize interference in your workday.  

Let roommates know your work hours and  
use distraction blocking apps to limit use of social media. 

 

 

Technology 
 

Tech know-how 
Virtual interns must be confident 
with technology! These skills 
directly impact your ability to 
excel on the job. Get familiar with 
your employer’s favorite tools and 
software in advance. 

 

Manage your video image 
Ensure good lighting on every video 
call. Raise your laptop by six inches for 
a more flattering angle. Make sure 
you’re well-groomed and professional, 
and that your environment is clean. 

Test your tech 
Test all systems before your start 
date. Watch tutorials for any 
complicated programs. 

Social media 
Social media management is a popular 
task for interns in many industries. Get 
to know platforms, analytics systems 
and scheduling apps. 
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Working Across Time Zones 
 

 

Always state the time zone  
Working across time zones might seem 
like a simple math equation (e.g. “add 
five hours”), but it can easily become 
complicated. Always state the time 

zone you’re referring to. 

 

Use shared calendar notifications  
Learn to use the time zone feature in 

your calendar so that meetings always 
appear in the correct local time zone of 

each attendee. 

Be consistent with time zones  
Be careful not to switch back and forth 
between time zones when referring to 
meeting times and project deadlines. 

Get in the habit of using the employer’s 
time zone. 

Schedule reminders  
Ask your phone’s virtual assistant to 

warn you five minutes before the start of 
your meetings (e.g. “Hey Siri, set alarm 

for 9:55am”). 

Picture your employer’s time zone  
If your employer is seven hours ahead, 

consider that they’re leaving work while 
you’re having a morning coffee break, 
and while you’re having lunch, they’ll 

be having an evening meal. 

Research local work schedules 
Workdays are structured differently in 

different parts of the world. Be aware of 
the standard schedule in your employer’s 

country. Consider how it might impact 
your supervisor’s availability. 

Mutually agreed meeting times  
If you find a meeting time that works 

for both you and your employer, stick to 
it. Being consistent means there’s a 
lower chance of scheduling errors. 

 

Research national holidays  
A keen intern will read up on their 

employer’s national holidays in advance, 
learning the customs and focus of each. 
Make a list of holidays for your country 

as well as your employer’s. Discuss 
availability for all dates. 

 

Be consistent when writing the time  
Most Europeans use the 24-hour clock, 
while North Americans use the 12-hour 
clock (with the exception of Quebec). 
Follow the lead of your employer and 

stick to their preference. 

Prep for small talk  
Does your host country traditionally 

engage in small talk? Regardless, it’s a 
good idea to keep up-to-date with day-
to-day goings-on in their region. What’s 

the weather? What are the popular 
sports? Learn the major historical events 
and geographical features. This will help 

you connect across time zones. 

Adhere to your employer’s date format  
Whether it’s MM/DD/YYY (preferred in 

the US), DD/MM/YYYY (preferred in 
Canada) or the international date style, 
YYYY/MM/DD, always adhere to your 

employer’s example. 

Learn the pleasures of working  
across time zones!  

If your boss is in Bangalore, an 8am New 
York meeting takes place just before 

your boss leaves work. This gives you 12 
hours to complete tasks, and by the 

time you return to work the following 
day, your boss will have had a full day to 

review your work and respond. 
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Online Meetings 
 

Online meeting etiquette 

A successful meeting is about 
more than just turning on Zoom. 
We’re used to having online calls 
with friends, but there’s a higher 
standard for business meetings. 
Test your tech in advance, dress 
professionally, stay engaged, and 
don’t conduct other research 
while the call is ongoing. 

Don’t leave a call confused 

Clear communication is  
of utmost importance  
during virtual international 
internships. If anything is unclear,  
pipe up and request clarification. 

 
 

Stay alert and participate 

It can be tempting to listen 
casually on large meetings, but 
you must stay alert, nodding in 
agreement and being attentive to 
body language. Contribute when 
possible and always participate if 
chat features or surveys are used. 

End meetings with  
definite outcomes 

If jobs were delegated to you or 
your boss, write them down, 
along with proposed deadlines 
and a breakdown of associated 
tasks. Always end a meeting by 
confirming deliverables. Follow 
up with an email or planning 
document. 

 

Start with a clear agenda 

Some managers will take the 
initiative and create an agenda, 
but you can impress your boss  
by submitting agenda proposals 
yourself. Your busy boss will  
love you for this! 

Don’t stay on mute! 

Contribute to every call. Video 
meetings are an opportunity for 
you to demonstrate your 
interest, ability and ingenuity. 
Stay alert, offer solutions to 
problems and add to team 
discussions.  

Make notes during meetings 

It’s easy to forget things that 
were said in a video conference 
call. Always take notes to ensure 
no important points are missed. 
At the end of the meeting, 
summarize and confirm 
deliverables. 

Stay social 

Virtual internships don’t allow for 
casual small talk around an  
office coffee machine, so try to 
take time at the start of each 
meeting to get to know your 
colleagues socially, if they are 
open to it.   
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Bonus Strategies for Online Collaboration 
 

As an intern, you will participate in numerous online meetings of various sizes.  
You may not be facilitating these meetings yourself, but by paying close attention  

to the strategies used by your colleagues, you’ll gain valuable meeting management skills.  
Do this, and you’ll prepare yourself to confidently facilitate online meetings  

of any size in your next professional position. 

 

One-on-one  
meetings 

While these are less formal than 
larger online meetings, you still 

need to send an agenda 24 
hours in advance and have a 

system for managing 
decisions/deliverables. Open 
the meeting with small talk to 

help build rapport. 

 

Small meetings  
(less than six people) 

If you’re in charge of conducting 
the meeting, begin with short 

introductions to ensure everyone 
knows each other (title, role, 

location). Be clear that everyone’s 
views are valued, and they will be 
encouraged to provide input. Use 
deliberate questions to promote 

engagement. Confirm deliverables 
at the end of each meeting. 

Large meetings  
(six or more people)  

Engage all attendees to avoid 
boredom. Make use of the 

technological tools available.  
For large meetings, always send 

the agenda and attendee list 
ahead of time. Start the meeting 
with a review of house rules and 

introduce the speakers and 
agenda. Clarify the use of the 
chat, Q&A and mute/unmute 
features. State how meeting 

outcomes will be shared. 

 

Very large meetings  
(more than 12 people) 

These meetings have a facilitator who runs 
the technology and may introduce speakers. 
The facilitator manages polls and transfers 

between presenters. They may  
take questions via the chat feature.  

These meetings tend to be presentations 
(webinars) rather than discussions. But there 

may be breakout rooms  
to facilitate side discussions. 

 

Make note of cultural standards 

North Americans are taught to speak their 
minds regularly, both in the classroom and 

in business. But in some cultures, staff aren’t 
always expected to speak up in meetings, 

especially when a manager is present.  
Tread lightly in your first meetings  

to ensure you understand  
your employer’s cultural model. 
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Online Tools 
 Check out some of the most popular platforms for collaboration, file sharing and project management.  

How many do you recognize? 

• Zoom (video conferencing, chat,  
file sharing) 

Communication 

 

• Flock (all-in-one messaging for  
small business) 

• Skype (video chat) • Miro (visual collaboration for design teams) 

• Slack (chat-collaboration for teams) • Zoho Connect (team collaboration) 

• GoToMeeting (video conferencing 
and webinar platform) 

• Webex (video conferencing, webinars, 
screen shares) 

• InVision (design collaboration) • Globalmeet (communications platform) 

• Freshconnect (inter and intra team 
communication) 

• Jabber (instant messaging, voice  
and video calls) 

 

• Asana 

Task Management 

 

• Flow 

• Basecamp • GanttPro 

• Trello • Smartsheet 

• Teamwork • ActiveCollab 

• Microsoft Project • Apollo 

• Wrike • Jira 
 

• Google Drive         File Sharing 

 

• SharePoint 

• OneDrive • Zoho Docs 

• OneHub • Hightail 

• Dropbox • Proofhub 
 

• GitHub 

Software   
Management  

                     

Time Zone 
Management  

• World Time Buddy 

• Timeanddate.com 

• YouTeam 

• BitBucket 

• CodePen 

• Gitlab 
 

  

All-in-one 

• G Suite (cloud computing, collaboration and productivity tools). 
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Virtual internships are a superb way to  
develop and demonstrate your remote work skills,  

which are essential in today’s world! 
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