
Guide to Not Getting Lost 
in the Remote Work–Office 
Work Mix



Faced with a challenge as motivating as preparing a practical guide that illustrates the connections, differences, and 
characteristics of a hybrid work model, IESE and Savills Aguirre Newman have combined their enthusiasm, expertise, 
and knowledge to jointly produce the following graphic document.

It consists of illustrated information on the characteristics and conditions suitable for remote work and in-person work, 
what conditions determine whether a meeting works better virtually or face-to-face, whether there is an ideal candidate 
for the hybrid model, and prototypes of work spaces and personal profiles; in addition, it also includes some user 
journey examples where you can see how all of the above is put into practice.

We believe that this document can inspire and help both workers and organizations understand the keys to flexible 
work models as well as their singularities; it will also facilitate the approach to and implementation of these work 
models, at a time in which a great deal of attention is being placed on them and in which they are seen as a symbol of 
the future of the professional world.
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1Suitable quantity of and conditions 
for remote work & office working



Suitable quantity of and conditions  
for remote work

Suitable quantity of and conditions  
for office working

How often?
1-2 days a week

With the support...
of a partner or 
spouse who 
recognizes the value 
and need of remote 
work.

For specific projects...
that require greater concentration 
and individual work.With what means?

With suitable  
technical means. 

And...
with access to appropriate 
colleagues, managers, 
collaborators, ressources.

With a manager who offers... 
support, emotional and instrumental.

How often?
2-4 days a week

From where?
Spaces suited to the 
tasks to be carried out. With the support

of a team that 
gives meaning to 
the face-to-face 
work experience.

For projects and group 
sessions...
where the face-to-face 
element adds value.With what means?

With a suitable environment 
in both design and format.  And...

the possibility of self-isolating 
and concentrating when tasks 
require it.

With a manager...
who bases their leadership on trust and 
on your maturity as a professional.   

From where?
From a quiet place that 
facilitates concentration.



2Who is the ideal candidate 
for the hybrid model?  



Who is 
the ideal candidate 
for the hybrid model?  

Employees with 
responsibilities 
that include some 
tasks performed 
individually and 
others that benefit 
from collaborative 
work.

People in need of cross-selling, 
interdepartmental relationships, 

and experiential learning. 

People in frequent 
contact with 
collaborators, 
customers, and 
partners.  

Responsible employees 
committed to the  

corporate mission.   

Workers imbued with 
the culture of the 

company. 

People who wish to do 
so, who do not have a 

compartmentalizing profile 
that leads them to want to 

work 100% from the office.

Employees with 
the capacity for 
self-management 
and personal 
discipline.  



3Good practices for an employee  
working remotely & working in the office 

Hybrid model



Creating frontiers: 
physical and psychological 

Establish communication 
routines: with people at work 
and people in your personal 
circle.

Make clear to family members 
what your work routines will be 
in order, insofar as is possible, 
to avoid interruptions and 
interference.

Work on a schedule 
that is tailored 
to the needs of 
the customer, the 
employee’s biorhythm, 
and family needs. 

Create connection and 
disconnection routines:

times and spaces

Avoid multitasking: 
it is best not to attend to household or 

family tasks during working hours.

Avoid constant connection in 
the moments that do not fit into 
your work routine. 

Good practices  
for an employee 
working remotely 
(hybrid model)   



Good practices 
for an employee 

working in the office 
(hybrid model) 

Avoid going to the office to do 
work that is best suited to remote 
work (individual and concentration-
based work; video calls).

Make clear to colleagues work will 
be done from the office so that they 
know when they can count on you 
in-person. 

Let the office 
surprise you with the 
unexpected (people 
you did not expect 
to see, improvised 
sessions, etc.).

Find the 
most 

suitable 
place for 

the task you 
are going to 

perform.

Find and use spaces for 
unscheduled events (fortuitous 
encounters, casual conversations) 
to ensure there is social interaction 
and that bonds with colleagues are 
created.

Take advantage 
of times when the 

office, due to the 
influx of people, 
can offer its full 

potential.

Foresee when you will coincide with 
teams and people who will enrich your 
time in the office (plan what to do on 
those days, with whom, and how). 



4When to meet 
Face-to-face vs. online



Punctuality and clear 
meeting structure 
communicated in 
advance.

Begin with a brief greeting and 
informal conversation. 

Keep to the agenda.

Ensure that people with something 
to contribute (information, opinion, 
experience) do so (sometimes you will 
have to ask them). 

Finish by reviewing what 
resolutions have been made 
and who should carry them out. 

Start with the camera on 
(so everyone has a chance 
to see each other)—if 
people prefer to deactivate 
it later, that’s fine. 

Good practices  
in online meetings  

When 
to meet online?

1Routine 
meetings in 
which you have 
to follow up and 
make process 
decisions.

3Crisis meetings 
where there is 
not enough time 
to travel.

4Informative 
meetings.

2Meetings in which 
the cost (economic, 
environmental, health) 
of travel does not 
compensate the social 
benefit (creation of links).



When 
to meet face-to-face?

1Ideation, 
innovation, 
creativity, or 
brainstorming 
sessions.

2Sessions with people 
who are not part of your 
usual work or project 
team and where non-
verbal communication and 
bonding are important. 

3Meetings or sessions 
that require a certain 
degree of staging 
(presentations, workshops, 
lectures, etc.)4Meetings or encounters 

where the topics to be 
discussed are sensitive  
and the closeness or 
empathy with the rest of the 
people is a differential value. 

Punctuality and clear 
meeting structure 
communicated in 
advance.

Maximization of communication in 
perceptible aspects in face-to-face 
meetings (gesture, tone of voice, eye 
contact, active listening).

Keep to the 
agenda.

In creative sessions, 
encourage improvisation and 
spontaneity. 

Choosing the right space.

Good practices in  
face-to-face meetings

Interact naturally and in an 
equal way with anybody who is 
connected remotely.



5User Journeys



Concentration

Individual 
work

Email 
management

Agenda 
management

Conference 
calls

Meeting 2 ppl 
or ppl from 

outside the org.

Routine or 
mechanical 

work

Producing or 
reading docs

Teamwork

Team meetings 
in the office

Learning 
sessions

Creativity 
tasks

Spontaneous 
interactions

Corporate 
events

Added  
value

Non-scheduled 
tasks

1What’s on 
your agenda 
today? 2How are 

you?

3Also...

Disengaged

Motivated

I have 
doubts

Everything 
is under 
control

Worried

Confused

Calm

Centered

I live far away

Logistics

Health 
conditions

Building 
construction

Weather

Afterwork

Homeschooling

Best done remotely

Best done in office

Legend



User journey
Working in the office

Teamwork

Email management

Added value

Non-scheduled tasks

Confidential calls

Motivated

I have doubts

Strange contact with others

Afterwork

9:30amI have a coffee and 
answer pending 
emails from the 
work café

10:00amInnovation session 
with the team in the 

flexible space to 
launch a new product

12:00am30 min. call with 
collaborator, from 
phone booth

12:30pmPresentation to client of final 
report, on the HUB. The 
London and Paris subsidiaries 
will be on the call.

15:30pmTraining session and demo 
of new digital tools at the 
Learning Center

17:30pm30 min. to organize 
agenda for the closing 
week, in the chill-out area

14:00pmLunch with Nestor and 
Josephine at the work 
café. We catch up after a 
long time.

19:00pmDrinks with colleagues. 
We celebrate the end of 

our last project.

15:00pmCoffee with Sales Team in 
the chill-out area

Carbon footprint

Stress caused 
by traffic

Free time

Quality of 
interactions

Concentration 
capacity

Ergonomics



Carbon footprint

Stress caused 
by traffic

Free time

Quality of 
interactions

Concentration 
capacity

Ergonomics

Routine and mechanical work
Report writing and reading
Concentration
Meeting ppl from outside the org.
Email management
Agenda management
Calm
Motivated

9:00amCatch up on emails

8:00amSpend some time 
stretching and a while 
on exercise bike

10:00amCall in remotely to a 
weekly follow-up meeting 11:00amCoffee break; make two 

phone calls standing up

17:30pmOrganize agenda 
and reply to emails 15:30pmReport writing

11:30amReport writing

13:00pmCall through Teams with 
team in Barcelona

User journey
Teleworking



11:00amThe team presents its 
sales strategy proposals 

for Q2, in the Agora

8:30amTake advantage 
of rush hour to do 
concentration-based 
work from home

14:00pmGo home for lunch and 
work from home all 
afternoon

19:00pmOrganize the next few 
days’ agenda and 
meeting

17:30pmRead previous reports and 
develop first schematics for a 
new project

15:30pmRead previous reports and 
develop first schematics for a 
new project

16:30pmPick up the kids from 
school

Concentration

Creativity tasks

Calm

Teamwork

Individual work

Concentrated

Email management

Agenda management

Motivated

13:00pmChat with my manager 
about team restructuring on 
Office for a day

User journey
hybrid model

Carbon footprint

Stress caused 
by traffic

Free time

Quality of 
interactions

Concentration 
capacity

Ergonomics
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How to adapt?

Interpersonal relationships 
that promote trust and a sense 
of belonging.

Spaces that reflect the 
mission and charisma of 
the organization.

Strong cultures in which values are 
transmitted through everything that is 
done.

Leading based on trust 
and a sense of mission: 
provide a service.

Go to the office for:

Remote work

Working on matters 
that require individual 
concentration and would be 
better done elsewhere  
—remotely.

Entry and exit schedules that 
do not reflect the needs of 
customers and employees, with 
accumulations in parking lots, 
dining rooms, roads, etc. 

Business travel without 
any real need.

Having corporate spaces that add no value 
(accumulation of files, paper, etc.) 

Bolster Change Stop doing
Replace face-to-face mentality—in which being in the 
workplace means commitment, productivity, and fostering 
culture—with a mentality of contribution, which requires certain 
attitudes and competencies and not just short-term results.

Replace expectation of working from the office even if it adds no value 
(and may in fact retract value) with expecting workers’ presence when 
this entails generating relationships, co-creating, collaborating, and 
contributing. 

Replace offices designed in such a way that generates silos and spaces 
in which to work individually and in isolation with offices that transmit 
values, generate interrelationships, and foster contribution.

Replace a 
control mindset 
for support 
mindset 

Replace defining schedules and spaces that are not based on the 
needs of the client and the employee with empowering people to 
make the right decisions: beginning with where (space) and when 
(schedule) to work.

Replace corporate spaces with no specific meaning or purpose with 
offices that add value—spaces for co-creation and informal meetings.



7Definition
of prototypes



1
2 3

4 5

6
7

9
11

12
13 14

10
8

Transparent, approachable, with a 
clear vision of objectives and strategy

Excellent communication skills 
and active listening

Easily adapts to changes 
of plan and quickly 
comes up with solutions

Motivated and proactive

Eager and able to learnBalances professional and  
relational/social aspects

Aware of the value 
of her team, of what 

she can do for them, 
and what they can 

do for her Bases her 
leadership on trust 

rather than vigilance

Eager and able to teach 
what she knows

Knows the 
organization well

Believes in  
objective-based  

work

Well organized 
and responsible

Displays critical thinking and 
emotional intelligence

Able to instill confidence 
and bring out the best in 
her people

Definition of prototypes: Leader



1Motivated and proactive

2Aware of her talent, of what she can 
do for the Company, and what the 

Company can do for her

4Eager and able to 
teach what she knows

5Well organized and responsible

3Trained to manage her own working 
time, multiple issues, managing agendas, 
deadlines, etc.

7Knows the 
organization well 8Balances professional and 

relational/social aspects

9Easily adapts to changes of plan and quickly 
comes up with solutions

6Displays critical 
thinking and emotional 
intelligence

Definition of prototypes: Employee



Definition of prototypes: Office

2Representative1Allows for concentration 
and individual work.

13Social and welcoming 
place, facilitates 
coming together.

3Variety of areas and  
options for users.

4Model responds to the 
needs of both business and 
people.

5Welcoming; employees feel good.

7Employees know how to 
use it to benefit their own 
productivity.

10Has special spaces for 
customers and visitors.

6Flexible and adapts 
to change with ease.

12Reflects the 
company’s values.

8Fosters people connecting, making 
them feel part of a
common goal and mission. 9Conveys well-

being, health, and 
sustainability values.

14Attractive and motivating. 
Makes people want to go there.

11Has value-added spaces where people 
can learn and share knowledge, innovate, 
collaborate, and socialize.



1Preferably in a 
dedicated work 
space.

Definition of prototypes: Remote

10
7Free from other 

distractions or noise.

3Work items and devices are brought out and stored away at the 
beginning and end of the day. Not a non-stop work station.

6Ergonomics: size and height 
of screen, table, and chair.

Change of posture and taking advantage of tasks that 
allow you to work standing up or walking around the 
room or space where you work. Stretching.9

Spend a 
specified and 
conscious 
time to eat 
lunch and 
take a rest. 11

Use one or two moments a day to do 
some sort of exercise the day you work 
from home (sports session, walking 
early or late in the day, dancing, yoga, 
stretching, etc.)

13Grooming and dressing routine 
just like when going to the office.

5Space for breaks. Coffee, distraction, 
disconnection, every so often.

2Convenient and comfortable: 
spacious, bright, tidy, clean, 
pleasant, and quiet.

4Adequate artificial light 
for when needed.

8Drink water 
frequently.

12Do exercises from time to time to 
focus your eyes on something at a 
medium and long distance.
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