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We are Engage Squared.

Our mission is to make work better. We are one of a small number of 

technology consultancies in APAC that provide end-to-end support for our 

clients, helping to tackle issues ranging from employee experience, 

business process automation, compliance and records management, 

technology adoption and more. 

From design, to technical build, our team of experts use their broad range 

of skills across project delivery, cloud strategy, user experience design, 

governance, agile development, change management, and security to help 

our clients get the most of technology.

We specialise in a range of technologies, and partner with leading providers 

such as Microsoft, ServiceNow, AvePoint, Glint, SWOOP Analytics and many 

others. We take partnerships seriously and were proud to be named the 

2022 global winner of the Employee Experience Microsoft Partner of 

the Year award. 

Specialists in <people> friendly technology. 

Yammer 

Adoption

Specialist 

Microsoft Teams 

Collaboration

Specialist

About us



The research is clear – meetings are one of the 
biggest productivity killers for most organisations. 

To support this, Engage Squared will partner with you 
to deliver a targeted change program that coaches 
key staff (e.g. senior leaders and champions) on how 
to best use the technology available to them and run 
effective meetings regardless of where they are. 

We’ll work with you to uncover pain points within 

your organisation and design a change program that 

increases the quality of collaboration across your 

staff. 

Engagement overview

Internal product experts

Who can continue to support sustainable growth and knowledge 

transfer of the different meeting options in Microsoft Teams (e.g.

when to use a Live Event or Webinar over a Meeting)

Executive leaders and champions who understand 

best practices and industry standards 

Helping them ‘walk the walk’ and confidently understand how 

to use Microsoft Teams (and M365 more broadly) for more 

efficient and engaging meetings

A reinvigorated champions' network

Who can act as an extension of the core change team –

supporting the adoption of new meeting behaviours and rituals



To support successful adoption of hybrid meetings, we’ll split our work into three phases:

Project approach

Phase 1: Prepare 

Discovery and strategy

• Starting with a small amount of 

discovery and analysis will provide us 

with the right context to validate that 

your initial requirements are fit-for-

purpose and to design a change plan 

that speaks to the bigger picture at 

your organisation

• This phase will include desktop 

research, a small number of discovery 

workshops to understand your 

current state in more detail

• The outputs of which will be a change 

action plan that covers activities to 

support re-engaging champions (if 

you have an existing champion’s 

network) and deliver a series 

stakeholder engagement activities

Phase 2: Deliver 

Stakeholder engagement 

and coaching 

Using our existing bank of training 

collateral, we will create supporting 

resources and deliver a series of training 

targeted at specific audiences. This will 

include:

• Updating any existing learning 

collateral your organisation has 

developed

• Creation of additional training 

materials e.g. short videos, cheat 

sheets or toolkits

• Delivering executive training and 

coaching

• Champions community coaching and 

regular check-ins

Phase 3: Sustain 

Transition to BAU

True value realisation relies on 

equipping the right people with the 

right knowledge and skills. To ensure 

our efforts can be appropriately 

transitioned and sustained, we propose 

aligning the following activities with 

longer-term goals of the program:

• Train-the-trainer sessions

• Handover of key change activities to 

BAU 



Supporting training collateral

Screenshots from better meetings training collateral developed for Commonwealth Bank
NOTE: The content and format for self-serve training collateral 

will be validated as part of our prepare and discovery activities.

Building off your existing branding, and using our knowledge of your 

M365 environment, we will create a series of self-serve training collateral 

(e.g. user guides, cheat sheets and short videos) that specifically outline 

practical ways in which staff can run more effective hybrid meetings in 

Teams and related apps. 

Where possible, we will use our existing IP around best-practices and 

tips for smarter meetings and will tailor messages based on your 

organisations specific business rules and technical environment. This 

could include:

➢ Comprehensive user guide x 1: covering how to use in-room 

meeting tech, and start, stop, continue behaviour for the entire 

meeting experience 

➢ Cheat sheets x 3: a dedicated cheat sheet for each ‘stage’ of the 

meeting experience, with recommended meeting rituals and 

applications

➢ Short videos x 4: everyone learns differently. While some prefer 

written materials, others like a more visual medium. We recommend 

creating a series of short videos



Toolkits and playbooks are an invaluable way to share 
knowledge and upskill key groups to champion change. 

Our toolkits can be developed in several formats (e.g., 
interactive OneNote, PDF, or SharePoint site pages). 
Depending on the preferences of staff, the toolkit can be 
read as small ‘bite-sized’ chunks (like a cheat sheet) or 
whole. 

We recommend building two toolkits, targeted at your 
people leaders and champions:

➢ Leader toolkit for working with virtual teams

➢ Leader and champions toolkit for running effective 
meetings 

The contents for each will cover both practical use of Teams 
and other related apps (e.g., Whiteboard, Planner, OneNote). 
It will also focus on the meeting and collaboration 
behaviours staff should adopt to support better hybrid 
meetings. 

Toolkits

Example People Leader Toolkit developed for Commonwealth Bank



Executive coaching

It’s not new – senior leaders spend a lot of time 

in meetings. 

It’s important that each meeting is as productive 

and valuable as it can be. Our experience has taught 

us that it’s just as important to upskill the staff who 

support leaders, for example EA’s, Business 

Managers etc. Like champions, people leaders are 

key change agents and have a tremendous amount 

of influence over the culture and work practices of 

an organisation.

We’ve found that the following mix of coaching 

options are most suitable for this audience. Each 

session offering includes the development of a 

facilitator guide and accompanying resources (e.g.

presentation deck where required).

These materials will be provided to relevant 

stakeholders within your organisation as part of our 

train-the-trainer activities, to ensure knowledge can 

be used well beyond the life of this program. 

1:1 short coaching sessions

30-min 1:1 sessions with the executive focused on core collaboration and productivity features 

in Microsoft Teams to support better meetings. In addition, we’ll cover the pre, during and 

post meeting rituals that senior leaders can follow to support better, more efficient meetings. 

Small group coaching sessions*

45min – 1hr sessions with the executive and their immediate team, e.g., GM, EA, Business 

Manager. These can be aligned to core meeting scenarios (e.g., how to run better board 

meetings in Teams) or different ways to meet in Teams. Like the 1:1 sessions, these focus on 

the pre, during and post meeting rituals that teams can adopt to improve collaboration and 

communication in the lead-up to, during and after a meeting. 

Dedicated EA group coaching*

To support EA’s in their role, we recommend hosting dedicated EA group coaching sessions, 

where we dive deeper into what’s possible with Microsoft Teams and the broader M365 suite 

(e.g. OneNote, Planner) to support better meetings. These sessions will be aligned to core 

meeting scenarios that we identify during our initial discovery activities. 

*Group coaching sessions will be recorded for future use by your organisation.

Recommended approach:



If you have an existing champions' network, we will re-engage the existing 
network as well as recruit some new champions. We treat champions as an 
extension of our change team; they’re change agents ‘on the ground’, 
modelling new behaviours and best practice use of meeting technology 
among their colleagues. 

To support the champions network at your organisation, we will:

1. Develop communications materials to recruit new champions

2. Facilitate a champions kick off session to communicate the ‘why’ plus roles 
and responsibilities (gives vs gets of being a champion)

3. Stand up a dedicated ‘Hybrid Meetings’ channel in the Champions Team for 
sharing information and crowd-sourcing support

4. Facilitate a virtual champions activation day – upskilling champions on the 
fundamentals of change management and providing them practical skills 
on how to facilitate meetings with Microsoft Teams

5. Facilitate regular champions calls (usually 30 mins per fortnight) to share 
tips and check in on any challenges and success that they may be 
experiencing

6. Build a ‘Running Effective Meetings Champions Toolkit’ which covers the 
main concepts from the activation day and links to relevant resources 

Optional: Champions or 
‘power user’ program

Champions activation day at Westpac



Ultimate value realisation will rely on your organisation’s 

ability to continue driving change long after this project 

is complete. To support this, we will deliver two 

comprehensive train-the-trainer sessions designed to 

upskill key staff at your organisation on M365 and 

hybrid meetings. 

Each session will be delivered virtually, over 90 

minutes. 

➢ The sessions will be interactive, allowing participants 

to put into practice the theories and concepts they 

will learn about and get on-the-spot feedback from 

our facilitators and their peers. 

➢ Participants will be provided with facilitator guides 

and accompanying resources so they can quickly put 

into practice the knowledge shared during the 

sessions. 

➢ Based on the scope provided, we recommend the 

following session topics for the train-the-trainer 

sessions, these can of course be changed to suit your 

needs. 

Train-the-trainer sessions

1

2

2

NOTE: Each session will include pre-session survey, to benchmark capability and a 

post-session evaluation to confirm key learnings have been understood by staff. 

Session 1: Advanced Microsoft Teams training 

• Tips for facilitating Microsoft Teams training in virtual and physical settings 

(including tips for managing ‘breakout’ rooms and ‘hybrid’ meetings) 

• An in-depth walk through of our advanced Microsoft Teams training course  

• Top tips for governing your Microsoft Team groups (including etiquette)

• What’s coming to Microsoft Teams on the M365 roadmap

Session 2: Running smarter meetings with Teams 

• Common types of meetings (presentation, creation, delegation, deliberation)

• Tips for managing the entire meeting experience – i.e. before, during and after

• When to choose a Live Event or Webinar over a Meeting

• How to produce and present in a Live Event

• Tips for facilitating hybrid meetings 

• How to make your meeting memorable (getting attendees to engage)



Activities will include:

➢ Discovery and change planning

➢ Creation of self-serve training collateral

➢ Delivery of a targeted hybrid meetings change and adoption 
campaign 

➢ Delivery of train-the-trainer sessions

➢ Adoption measurement and recommendations for sustaining 
the change

Investment overview

$125,000
Indicative cost. 

AUD ex GST

12 weeks
Estimated 



About us 

Melbourne

Sydney

Brisbane

Perth

Canberra

Auckland

Wellington

Minsk

2,000,000+
people use an intranet 

built by us

150+
Digital Workplace 

transformations

70
Our intranets are 

used in 70 countries 

6,000,000
Records migrated



Get in touch

engagesq.com

info@engagesq.com

https://engagesq.com/
mailto:info@engagesq.com


<people>

  friendly

  technology
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