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80%
Workers experiencing
information overload

42%
Workers reporting
feeling burned out

35%
People working remote

five days a week

100-120
Avg. work emails received

per day

77%
Time spent in virtual meetings

per week
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If you want to be effective 
without burning out in today’s 

Digital Workplace, focus on 
building healthy 

communication habits
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1. Be transparent about your 
communication preferences

A shared document that outlines:

• Working hours

• Preferred meeting times

• Camera on/off preferences

• Thinking styles

Shared personal wikis at GitLab
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2. Move complex chatter away from 
email and into context-rich spaces

Low complexity High complexityComplexity Spectrum

How many people are affected?

Is this related to a specific project or initiative?

How much context does the recipient need to have 
to clearly understand the message?



Copyright 2023 Naveed Siddiqui Consulting LLC. All rights reserved.

3. Be mindful of working hours

• Remote work has blurred traditional 
working hours

• Off-hours emails from leaders could signal 
responsiveness expectations

• Utilize “Delay Delivery” features

Use “Delay Delivery” or “Schedule Send” features 
when sending off-hours emails
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4. Make meetings meaningful

• Create and share meeting purpose in advance

• Create rules of engagement

• Provide pre-work to maximize meeting time
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info@naveedsiddiqui.com

naveedsiddiqui.com

/naveedsiddiqui1
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