
 
 
 

and NSW Public Service Commission 1 

Job Share – Using Technology 

Employees 

   
 

Microsoft tools 

The NSW Government is primarily using Microsoft Teams as a collaboration tool and so we 
have focused on how you can use it in a job share effectively.  If you are a Microsoft Teams 
novice, there are a lot of great little videos on line that can help, and the best one we 
recommend is the demo video off the Microsoft site:  https://teamsdemo.office.com/. If 
you have not used Teams much yet, start with the video.  If you use other tools, we have 
included a suggestion below on how you can combine them for the same effect. 

 

You should be able to access Teams on your computer, but you can also install it on your 
phone as an app. Once you’ve familiarised yourself with how it works, the following use can 
be helpful for job shares with a crossover in tasks:  

1. Create a Team for your job share partnership.  This private team is designed for the 
two of you, and you can work on things together.    

2. Set up at least one Channel where you capture your running notes – from meetings, 
conversations etc. Call it something like “Day To Day” or whatever makes sense.  

3. Create other Channels for each project/initiative you are sharing where you need to 
keep each other across things 

4. Within each channel you can attach and link Documents that you are working on – all 
Microsoft Office documents will work. Note they will be stored there, rather than on 
your PC/Laptop – so if you start a document, and your partner needs to finish it off, 
you do not need to e-mail and send the file.  However, if your agency uses a central 
document management system (DMS), be mindful of avoiding duplication/version 
control, if you need to save ‘final’ documents back to the DMS (e.g. TRIM, Objective). 

https://teamsdemo.office.com/
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5. Teams has a chat and Calls function that is easy to use, if you want to stay in one tool 

all the time.  Of course, nothing stops you using any other chat tool (e.g. Skype, 
WhatsApp) if you’re using that already. If your agency uses Outlook, you can easily 
book catch-ups to be ‘on’ Teams, and it auto-captions fairly accurately and easily via 
MS Stream.  

6. Decide and agree what method you will use to get in touch when the other person 
isn’t working. You can set up a speed dial for each other in Calls - this is almost your 
“Emergency Link”.  While you would not want to use it unless it’s truly urgent, we do 
recommend having an agreed way to easily get in touch. Of course, you can just simple 
call or text, as most of us have our phones with us on days off, but Teams app is 
another option.  

7. Teams also has a useful Planner tool, which can help with your shared To-Do lists, or 
even to manage projects you are sharing. To access the Planner tool just add it into 
your “Day to Day” channel.  

 

Non-Microsoft tools 

A similar approach can be taken via a number of other tools, and we can recommend this 

combination as an alternative: 

1. Slack (as an alternative to Teams), which allows you to create channels, video calling, 

and chat.   

2. Google Drive, which replaces MS Office products (like One Note, Excel, Word, PPT), 

and integrates with Slack.  

3. Trello, which replaces Planner and also integrates with Slack. 

 

Other tools available 

For a run-down on other tools and how you can use them in job share, please see the 

Employees Guide to Job Share on the PSC website. 

file:///C:/Users/BRAHES/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/NQUCA6Z6/1.%09https:/www.psc.nsw.gov.au/workplace-culture---diversity/flexible-working/job-share/job-share-guides

