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Team Communication & Collaboration





Project 
Overview



Content production to attract organic traffic 
Mobile app in medical space 

High-quality through client QA



Fully remote



1. Internal Team Setup 

2. Core Workflows 

3. Preparing for Growth 

4.Client Communication



Internal 
Team Setup



Task manager is the main communication channel



Email for announcements and memos



Team chat for asynchronous conversations



Lay Out 
Problem

Invite 
People

Find 
Solution

Document 
Result

Close 
Channel

Create 
Channel

Short-Lived Topic Channels



Core Workflows



Production project, Kanban board 
Linear flow



One task per topic, never closed 
Subtasks to track work 

Related resources one click away



Tags for additional, column-independent states







Always accessible 
Board represents status and what’s next



Notifications in Asana inbox



Result: Tight Information Flow



Preparing for 
Growth



Written documentation & screencast tutorials 
Well interlinked



Team reviews each other’s work 
Feedback: Learning by teaching 

Unified voice and tone



Onboarding coach 
Gradual introduction



Continuously updating, self-improving



Client 
Interactions



How can we share the state of production with the client?





How can the QA team notify us about edit requests?



Use existing tools 
Minimize friction for client team



edit [topic] 
in subject line

Filter Emails Forward to Asana 
Skip Inbox

Create Task 
in Project QA Edits

Notification 
in Asana Inbox

QA Team Notifies Us About Edit Requests



Information Flow Design



Summary



Asynchronous Communication 
No Interruptions 

Tight Information Flow 
Consciously Designed Client Communication
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