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Whitepaper

Do More With Less.
How to design an internal communications process that 
delivers value with proven best practices & modern technology
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Introduction

In today’s world, internal communications professionals increasingly feel the pressure to 
do more with less. With limited resources, time, and budget, engaging effectively with your 
employees can seem like an insurmountable task. 

Do you find yourself in this situation? Are you an HR or marketing professional that manages 
internal comms off the side of your desk? Or maybe you’re the lone internal communicator 
at your organization, expected to deliver big results with little to no support?

It’s a common problem we hear every day when talking to our customers, and it can be a 
challenging place to find yourself. While more and more organizations recognize the importance 
of internal communications, investments in this critical function are still not what they should be.

We want to change that by providing you with the methodology and technology you can use 
to build an internal comms process within your organization that delivers value, freeing you 
up to focus on strategic initiatives, not only operational ones. And we’ll show you how to do 
it all in the most efficient way possible—with the help of modern technology.
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Methodology 
behind creating the most effective internal communications process 

In an ideal internal communications environment, 
an internal comms professional should be able to:

There are seven steps in that process, and these seven steps are 
the foundation of our methodology:

1. To make a plan, you need a strategy and mandate

2. To deliver the right message, you need content

3. To deliver your message to the right people, you need to define your audience

4. To deliver your message in the right way, you need to use the right channels

5. To deliver your message at the most opportune moment, you need to   
 send it at the right time

6. To measure your results, you need metrics

7. And to tell the story of how successful you were, you need data analytics   
 and reporting

These seven principles are not a checklist, nor are they a one-way funnel. They are a continuous 
cycle that works from strategy through execution, then reporting, and then finally feeding back 
into your strategy once more. The results of your efforts will always inform your future strategies 
and plans, and they’re also how you know whether your current tactics are working for you or not.

Let’s look at each principle a little more closely and tie it into how technology can help you 
become more efficient with each one. 

Make a plan Deliver the right message

Deliver the message to the right people Deliver the message in the right way

Send the message at the right time Measure results

Show whether their efforts were successful
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Internal communications principle #1

Strategy

What is an internal communications strategy?

The strategy principle is the main foundation for the rest of your internal communications. 
To avoid being overwhelmed by time-consuming and unnecessary ad hoc communication 
projects, it’s critical to have a communications strategy, plan, and mandate that lays out what 
you need to do as well as success measures to inform your ongoing decision-making. 

Steps to create an internal communications strategy

Not sure what this means? We’ve got you covered! Check out this handy worksheet.

See the next section for more on this topic!

Tactics are the practical ways in which you’ll communiacate with your employees. 
They might include emails, staff meetings, town halls, intranet postings, employee 
feedback surveys, and lunch and learns.

Remember that your communications strategy and plan are intertwined but distinct.   
Check out our template for more help on how to create an internal communications plan.

1.      Define an internal communications mandate.

2.     Consider your corporate objectives and how you can help your 
         organization achieve them through internal communications activities.

  3.      Consider the needs of your audience.

  4.      Determine the tactics you’ll need to use to execute your strategy.

  5.      Create communications plans for the individual activities included  
 in your strategy.

https://intranetconnections.com/resources/tools-templates/mandate-overview-leadership-questions/
https://intranetconnections.com/resources/tools-templates/internal-communications-plan-template/
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Click here to get our easy-to-use audience segmentation template!

Internal communications principle #2

Audience

What is an internal communications audience?

Your audience is the group of people who receive your message. While it may sound simple 
enough, it’s all about how well you know your audience and how you apply that knowledge 
to your communications.

The old way of communicating with employees was to send an email to all staff and leave it at 
that. But nowadays, you need to first assess the message and determine its value to the intended 
recipients before hitting “send”. And that process all starts with good audience segmentation.

Segmenting your audience is a terrific way to see higher engagement rates. Not only will you 
build trust with your audience by sending messages that are most relevant to them, but you’ll 
have the freedom to customize and craft content for specific groups.

Steps to segment your audience

Start the audience segmentation process by asking yourself the following questions                                        
before you send out each message:

1.      Who needs to see this message?

2.     Why do they need to see this message?

3.     What are the characteristics that make this audience distinct? 

4.     Do any other groups share some of these characteristics?

5.     Would all staff want to know about this even if it’s not specific to their department?

https://intranetconnections.com/resources/tools-templates/audience-segmentation-template/
https://smallbusiness.chron.com/importance-audience-segmentation-64158.html
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How modern technology will allow you to 
improve how you work with your internal audience
Modern technology can give you a massive boost in efficiency regarding how you work 
with your internal audiences. Instead of always going to IT or HR for the latest list of all your 
employees, look for a solution that includes an audience sync feature that will allow you to 
automatically access your employee directory from Microsoft 365 or your intranet platform. 
With this kind of feature, you can always be confident that your lists are up to date when 
employees depart or join your team.

With your master list in hand, it should be simple to segment by department, location, or even 
create bespoke audiences with an audience builder feature. Then, you can save each custom 
list for future use. Your lists can constantly update against your master list, if you so choose, 
enabling you to focus on how you can get specific pieces of content to resonate with 
different audiences.

Key software features that support the audience principle

•        Audience builder 

•        Audience sync

•        Audience selection in message builder

•        User management

https://intranetconnections.com/
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Internal communications principle #3

Content

What is internal communications content?

We probably don’t have to explain this one—the content principle looks specifically at the 
format of your internal communications materials.

Keep in mind that content doesn’t just mean text. In today’s world, the most engaging 
messages often include interesting visuals, too.

Steps to improve the content of your internal communications 

You can improve the content of your internal communications by considering the following 
questions as you develop your messages:

1. What are your key messages? How can you ensure the key messages you need to 
deliver are clear?

2. Who is your audience? Is there anything specific you need to consider when 
communicating with them?

3. What does your audience need to do with the information, and when? 

4. How will you structure and present your message to maximize its effectiveness?   
Will you include visuals?

Psst. A quick way to improve your content is to consider your tone of voice. 
Click here to check out our handy worksheet on the topic to get started!

https://intranetconnections.com/resources/tools-templates/tone-of-voice/
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How modern technology will allow you to improve 
the content of your internal communications 
While we leave the creation of your actual messaging up to you (supported by the best 
practices we’ve outlined above!), modern technology should make the process of designing 
your messages simpler.

If you’re uncomfortable with graphic design, the right piece of software should be able to help 
you overcome it. The leading internal communications software should include a simple, yet 
powerful message builder feature that will allow you to easily add images, auto-populate 
content from links, and edit your text.

Sending your messages over to your marketing team or graphic designer becomes a thing of 
the past using modern software. The right solution will also allow you to quickly preview how 
your message will appear on different channels, such as Slack, Microsoft Teams, and email.

The best internal comms software allows you to make your content more engaging by helping 
you collect and track employee feedback. You should be able to use Likert scales, quick polls, 
or a “thumbs up or thumbs down” question in all your messages to see how they are resonating 
with employees. Each feedback mechanism should ideally be fully customizable, so you can 
track the things that are most important to you.

Finally, once you’re ready to send your message, you should be able to choose whether to 
send your message “from” yourself or from someone else at your organization.

Key software features that support the content principle

• Message builder feature with easy ways to add images and links
• Customizable employee feedback mechanisms



10

Internal communications principle #4

Channel

What is an internal communications channel?

Internal communications channels are the vehicle for how information moves around in your 
organization. If your audience isn’t active on the channel you send your message through, it 
doesn’t matter how engaging and exciting your message is; it won’t be effective.

Consider this: do you know where and how people communicate in your organization? 
And, going one step further, have you asked your employees how they prefer to receive 
communications? Some might prefer SMS, or a message on Slack, while others primarily use email.

It’s vital to consider the different channels where communication takes place within your 
organization. With so many means of communicating internally, it’s easy for messages to get 
lost in the noise. Increase the effectiveness of your messaging by communicating through 
the right channels and developing an effective channel strategy.

Steps to create an internal channel strategy

1. List out all the internal communications channels that are available to you.

2. Perform an audit of your current channels to determine which ones are working best.

3. Consider which channels best suit the types of messages you send and whether there 
are accessibility issues to any of your channels that might limit your success.

4. Establish if certain channels are better for reaching specific audience groups.

5. Map out which channels are best to communicate with your employees.

Need some more support auditing your current channels? 
Check out our purpose-made channel audit worksheet here!

https://intranetconnections.com/resources/tools-templates/channel-audit-tool/
https://intranetconnections.com/resources/tools-templates/channel-audit-tool/
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How modern technology will allow you to improve 
your use of internal communications channels
Since your channel strategy is so critical to effective internal communications, it’s vital to 
choose a software platform that allows you to reach your employees on whatever platform 
they may be using.

On the best software platforms, your employees should be able to select for themselves the 
channel they’d like to be contacted on for corporate messages, whether that be email, Slack, 
or Microsoft Teams. And you, as the internal communicator, will only need to set up and send 
your message once from one centralized platform.

Should you ever need to send out urgent or crisis communications, you can blast a message 
across everyone’s connected channels, including SMS. That way, crisis communications 
easily cut through all other “noise” and are seen by everyone.

Key software features that support the channel principle

• End-user channel preference
• Channel sync with Microsoft Teams, Slack, email, and SMS
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Internal communications principle #5

Timing

What is internal communications timing?

No employee wants to receive an important form to fill out at 5 PM. Nor do they want to receive 
several internal comms messages within a single hour.

And most importantly, no internal communicator wants to be chasing down employees who 
haven’t read or taken the desired action after sending out a message.

The timing principle looks at the role of timing and scheduling for your communication activities. 
The key to effective internal communication is knowing the right time to communicate with and 
remind your employees and team so that nothing gets lost in a barrage of other activities. 

Steps to improve the timing of your internal communications

1. Use your data and analytics to determine:

• The best time to send messages to different audiences. 

• The amount of time required to achieve the intended response or drive the desired action.

2. When possible, schedule reminders for your employees if they haven’t taken the desired 
action. 

3. Consider adopting a consistent cadence for certain types of messages. For example, 
when employees know they can expect a company update every Wednesday at 8 AM, 
they will eventually fall into a habit of reading and engaging with it. Then, whenever you 
send out an urgent message, it will stand out. 

Don’t have this information yet? We’ll go over how you can get access to it in the next section.
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How modern technology will allow you to improve 
the timing of your internal communications
Modern software solutions have scheduling and reminder features that make improving 
the timing of your internal communications easy. With a few clicks, you can easily see 
which audiences are engaging with your content and at which times. Equipped with that 
information, you can schedule your messages for the most optimal times.

You can also set your messages to send at the same time in different time zones, ensuring 
that no one receives a message too late or too early to be effective.

And as any internal communicator knows, following up with messages can be a real pain... 
but with the right technology, this is no longer a concern. Reminder messages can be 
automated or customized to send on the end user’s pre-selected channel of choice at a 
given timeframe. Only those who need a reminder will receive one!  

Key software features that support the timing principle

• Message scheduler

• Automated or customizable reminders that will be sent on end user’s preferred channel

• Select and set time zones
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Internal communications principle #6

Metrics

What are internal communication metrics?

Internal communication metrics are what you measure to determine if your efforts have 
been successful or not. 

What constitutes a successful internal communications campaign? Historically, internal 
communication metrics were limited to things like a few questions on an annual employee 
survey. Nowadays, metrics present an opportunity for internal communications professionals
to be better equipped to study what’s working and what needs to be fixed. Along with the 
actual measurements, consider how and why you’re measuring the things that you are.

Your chosen internal communication metrics should directly correlate with the goals you 
set in your initial internal communications strategy. You might not be able to measure a 
happier workplace in numbers, but you can identify engagement metrics. This information 
is extremely useful in gauging which messages are the most effective with your audience.

Steps to select the right internal communication metrics

1. Determine the information you need to know. Ask yourself, what constitutes a 
successful internal communications campaign? The number of email opens? The 
number of interactions? A happier office?

2. Establish the metrics you can measure with the tools you have available.
• And keep reading to learn how modern technology can help you out here.

3. Determine the information you need to tie your activities to broader organizational goals. 

If you’re still not sure, why not take a look at our internal communications 
metrics worksheet? In it, we discuss both qualitative and quantitative metrics, as 
well as leading and lagging indicators.

https://intranetconnections.com/resources/tools-templates/internal-communications-metrics/
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How modern technology will allow you to 
improve your internal communication metrics
It can be a real challenge to prove your value or attach your internal communications efforts to 
your overall organizational strategy when you have no way of measuring your metrics. This is 
when purpose-built technology becomes so critical.

With the right technology in hand, it’s simple to determine who is reading your messages, on 
which channels, and to see which audiences are the most engaged. You should also have 
access to a metrics dashboard that gives you all the information you need to know at a glance, 
giving you clear visibility into how your content performs. Your metrics will also be an essential 
component of our following topic, data analysis and reporting.

Key software features that support the metrics principle

• Metrics dashboard with activity metrics, including success rates, channels, and reminders
• Download reports on employee feedback
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Internal communications principle #7

Data Analysis & Reporting

What is data analysis and reporting when it comes to internal 
communications?

The data analytics and reporting principle is how you use your internal communications 
data to measure your success and tell a story for your stakeholders.

In a nutshell, data analysis and reporting are how you combine your metrics and analyze 
them to reveal the bigger picture. It’s essential to take this step to prove the value of your 
efforts to your leadership team, and your results here should always tie back into your 
organization’s overall objectives, just like your metrics. 

Steps to improve your internal communications data analysis & 
reporting

1. Create a regular reporting schedule outline in your annual plan, where you report on 
how things are going, along with specific initiatives or campaigns. 

2. Complete a data analysis at regular intervals (weekly or monthly) and consistently track 
each period’s analytics. If you reach the same conclusion after a few months running, 
it’s time to head back to the drawing board and adjust your strategy.

3. Each time you make your report, look at your most successful campaigns and consider 
why this specific messaging performed better than the rest. Determine if you can use 
this strategy in future campaigns for better results.
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How modern technology will allow you to 
improve your internal communications data 
analysis & reporting
Data analysis and reporting offer internal communicators the ability to report back on their 
operations. That can mean both “big picture” views, such as showing how many campaigns 
were sent out and engagement levels over the entire quarter. It can also include results from 
individual messages.

Using the same technology that provided you with the metrics you need to measure, you 
should also build out comprehensive reports and dashboards to share with your manager 
or leadership team. After doing some analysis, you should also connect your results back 
to your initial internal communications strategy and demonstrate your process’ value. Don’t 
be afraid to pivot your strategy when needed to ensure that you’re continuously improving, 
staying relevant, and always top-of-mind for your employees.

Key software features that support the data analysis and reporting 
principle

• Data and reporting dashboard
• “Big picture” reporting features
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Summary
How to make your internal communications process more efficient with  
internal communications software

There you have it—the primary way you can do more with less in your internal communications 
role is to make your processes more efficient. And to do that, you need the help of purpose-built 
internal communications software.

Look for a solution that will help you prove value to your leadership team using the methodology 
described above, and that includes all the features you need to centralize and measure your 
efforts. We suggest you start by considering Intranet Connections’ intranet platform, which includes 
the Push communications extension.

Our team of experts designed the Push communications extension with internal communications 
best practices in mind—namely, the seven principles methodology we just walked through. 
Ultimately, this extension provides not only efficiencies but control back to you, the internal 
communicator. Internal communications software like the Push communications extension 
will empower you to centralize your internal communications under one platform and easily 
measure and analyze your efforts. 

Here’s how: 
Communicate with the right groups using these audience features
• Audience builder 
• Audience sync
• Audience selection in message builder
• User management

Engage your audiences with these content features
• Message builder feature with easy ways to add images and links
• Customizable employee feedback mechanisms

Find your audience where they’re active with these channel features 
• End-user channel preference
• Channel sync with Microsoft Teams, Slack, email, and SMS

Be on time with these push extension timing features 

• Message scheduler
• Automated or customizable reminders that will send on end user’s preferred channel
• Select and set time zones
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Measure the right results with these 
metrics features 

• Metrics dashboard with activity metrics, 
including success rates, channels, and 
reminders

• Download reports on employee feedback

Evaluate your results with these data 
analysis & reporting features 

• Data and reporting dashboard
• “Big picture” reporting features

Push integration with your IC intranet

• Push messaging posted on your intranet 
to preferred channels

• Sync users with your organization’s 
intranet.

Ready to learn more? Let us show you 
what internal communications software by 
Intranet Connections can do!

About 
Intranet
Connections
Intranet Connection has been building
the modern employee intranet since 1999.

Our software connects workers to their 
organization and with each other.
Adopting our purpose-built software has
led to measurable successes for our 
customers including cost efficiencies, 
productivity increases, turnover decreases, 
and better employee experiences.

IC’s modern and secure intranet solution
is revenue-boosting and packed with one-of-
a-kind features, such as our Push messaging 
extension. But it’s our team of experts who set 
us apart—they provide hands-on support and 
best practice guidance to our customers every 
step of the way. From onboarding through 
optimization, we’re the intranet partner you’ve 
been hoping to find.

Ready to see for yourself? Request a tailored 
demo and free trial to see how easy better 
employee experiences can be.

IC benefits:
• Power right out of the box
• Built with security and compliance in mind
• Purposeful integrations
• On-premise or cloud-based solutions

Request Demo

https://intranetconnections.com/schedule-a-demo/
https://intranetconnections.com/schedule-a-demo/
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“With IC’s intranet software, we saw an 81% employee 
adoption from 800+ employees in the first month,
a 30-minute reduction in company communication
per person/day, and a 55-minute reduction in accessing
department resources per person/day. That’s a total
monthly time savings cost of $400,000!”

- ANGIE YATES, PROJECT MANAGER, SUMMIT FUNDING

“What we enjoyed the most was the collaboration with 
the internal team and the folks at IC. The project kept us 
on task to meet our timeline. The project also inspired us 
to add a few final touches (logos, branding, and colors) 
and to add more value to our offerings. We might not 
have thought of those things prior to the project 
meetings.”

- GENIE BRIGGS, SENIOR VICE PRESIDENT OF MARKETING, POINT BREEZE CU

“With IC, we were able to improve upon our old compa-
ny intranet in almost every way. Having a system that’s 
intuitive and not intimidating for the average person to 
administer is powerful.”

- DAVID LIMERO, VICE PRESIDENT AND IT  MANAGER, FLORENCE BANK

“Our time-cost savings since moving to IC is incalcula-
ble for us. We have eliminated sending 15 to 20 compa-
ny-wide emails daily and avoided recreating well over 
850 documents on our intranet. Talk about cost sav-
ings!”

- RYAN SONNENBERG, COMMUNITY STEWARDSHIP OFFICER, PIMA FCU

https://intranetconnections.com/case-study/summit-funding-intranet-case-study/
https://intranetconnections.com/case-study/point-breeze-credit-union-engaging-intranet/
https://intranetconnections.com/case-study/florence-bank-reinvents-company-intranet/
https://intranetconnections.com/case-study/pima/
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