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Team Member User Manuals
How great would it be to have a user manual to know how best 

to work with your colleagues?

1. Create a template for a one pager ‘All About Me User Manual’.  

Headings could include:

 What’s Important to me – at work and home

 My areas of expertise / things you can ask me about

 Skills you might not know I’ve got (could be work 

related/personal life)

 How I like people to communicate with me

 How I make my best decisions

 How people can support me

 What do I find difficult to tolerate in others

2. Get each person in the team to create their own User Manual and 

share it on your intranet or similar



Team Member User Manuals Cont.
3. Set up a team session and create time for people to share their One page 

profiles with each other.  

 You can do this on multiple occasions and use different groupings and 

approaches each time

 Each session could focus on a different section of the one page profiles

 Try pairing people up to interview each other and report back to the 

bigger group on what they found out

 Try a speed dating set up – fast and furious - give people 2 minutes to 

share a section of their profile with each other and move on to the next 

person

 Put people into groups and challenge them to find 4 things they have in 

common

4. Use an app like Donut on Slack to encourage people to have regular coffee 

chats with random people in the team to keep the conversations going

5. Ensure new starters create their own All About Me User Manual and share it as 

part of their induction

6. Get people to update theirs every 6 months to reflect changes in their role, 

skills, expertise and interests



Distinction is an evidence based Organisation

Development & Design Consultancy designed to

support modern, progressive organisations to

bring out the best in their people and their

teams through training, consulting and

coaching.

Our professional and highly skilled consultants

focus on delivering engaging, results-focused

and flexible solutions that help our clients

achieve their business objectives.

We specialise in:

Strategy | Decision Making | Leadership | Team

Excellence | Senior Teams | Organisation

Effectiveness



Garin is an award-winning Organisation 
Development and Design consultant with over 16 
years’ experience helping organisations across 
London, Shanghai and across Asia Pacific. He has a 
track record of improving the performance of 
organisations from many sectors including Legal 
and General, TP ICAP, IFRS, Westpac Bank, BNP
Paribas, Visa and Citigroup.

Dani is an experienced people and organisational 
change consultant, working with leaders on a 
more people-centric approach to organisational 
effectiveness and growth. She was formerly 
Director of People and Business Services at 
Investors in People.
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Click on any of these links to access the podcasts

Podcast Links

https://www.youtube.com/watch?v=u0KJnh09IBw&t=17s
https://www.youtube.com/watch?v=u0KJnh09IBw&t=18s
https://www.youtube.com/watch?v=GJ18v6fCT-0
https://www.youtube.com/watch?v=x26RetQBXx0&t=1335s
https://open.spotify.com/show/3DbiKfoziDZESw3GUXtm49
https://podcasts.apple.com/podcast/id1555716451


Contact Us

If you’d like regular 
tips, tools and 
templates:

If you have any 
questions:

https://distinction.live/keep-in-touch/

www.linkedin.com/in/garinrouch

www.linkedin.com/in/danibacon478

danibacon@distinction.live
garinrouch@distinction.live

https://distinction.live/keep-in-touch/
http://www.linkedin.com/in/garinrouch
http://www.linkedin.com/in/danibacon478
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