Remote Work Readiness Checklist

A Practical Self-Assessment for College Students

How to Use This Checklist

This checklist helps you evaluate whether you are ready for remote internships or
entry-level remote roles.
Tick each box honestly. The goal is awareness, not perfection.

1. Asynchronous Communication Readiness

L1l write messages that include full context, not just updates

1 My messages clearly state progress, blockers, and next steps

U I rarely need to send follow-up clarifications after posting updates
11 use professional tone in emails, chat, and shared documents
11 can explain problems clearly without real-time conversation

2. Self-Directed Time Management

U1 meet deadlines without reminders or supervision
11 break large tasks into smaller, trackable steps

LIl estimate how long tasks will take realistically

Ul communicate early if a deadline might slip

U | stay productive without external structure

3. Digital Collaboration Tool Readiness

1 have used Slack or Teams for structured work communication

1 have used a project board (Trello, Asana, or similar)

Il collaborate on shared documents with comments and version control
U1 know when to switch from text to video for clarity

[ | keep shared work organized and easy for others to follow

4. Independent Problem-Solving

U Itry multiple solutions before asking for help
Il research issues independently using reliable sources



I document solutions for future reference
11 escalate problems clearly and with evidence
11 take ownership instead of waiting for instructions

5. Results Orientation

1 focus on completed deliverables, not hours worked
1 can show finished projects or outcomes

Ul track my progress and results

1 can explain what impact my work had

U I finish tasks without needing frequent check-ins

6. Evidence Builder (Fill This In)

One remote or self-directed project | can discuss in interviews:

One example of independent problem-solving:

One measurable result | can mention (deadline met, outcome achieved):

7. Your Remote Work Readiness Score
e 21-25 checkmarks > v Ready for entry-level remote roles
e 15-20 checkmarks > v Ready for remote internships

o Below 15> X Skill development recommended before applying

What to Do If You’re Not Fully Ready
e Practice writing complete asynchronous updates
e Use collaboration tools for group or personal projects
e Build at least one results-based project you can show

¢« Simulate remote work conditions intentionally



Remote readiness is a skill set, not a personality trait.
It can be built with focused practice.



