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Marking Criteria:

 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.

For high grades use examples and illustrations where appropriate. 

	i. What is a team?

A team is a group of people who work towards a goal or completion of a task. This means that a group of people have come together and decided that  the only way to achieve their goal is to work as a team. Some teams may work together but may not have a common goal. Many teams are really groups because members may work independently to achieve there goal .

ii. Outline some common types of teams.

Some common type of teams are:-

Natural work groups

A natural work group is a team of people who work in the same location using the same machines and processes where the leader, who is a supervisor, is in charge but may allow other team members to take this role.

Business team

A business team  is a multi-functional team which looks after a service or product line.

Management team

A management team is a group of mangers and the person they report to. With many company’s this could include supervisors, managers and the area manager.

Self-managed team

Self-managed teams are a group of people who look after themselves without the need of a leader. Within this type of team the individual members of the team are responsible for all the decisions they have to make. This is known as a self-directed team.

Product/service design teams

Product/service design teams are a team that comes together for a specific time to work on a special project or task. This type of group is normally know as a task force or committee. These groups are normally formed to design or redesign a product or service.

Virtual and remote teams

Virtual and remote teams are a group of people which work together but may never see the people they work with. The group is connected by the internet, phone or email. The main problem is that even though the group works together they may not know each other that well. This type of group can also be any of the above mentioned teams.

iii.  What are norms? How do norms help teams in their effective organisation?

Team norms are a set of rules of ways the team should behave, this may not be written down but is known by the team, as the team always operates in the same way. Norms can help teams in their effective organisation by making sure that people turn up on time and keeps interruptions to a minimum, so will increase productivity by keeping meetings to a minimum length of time.

iv. Discuss some advantages of teams. How do teams help employees to grow?

Teams can develop better ideas as different people have different ideas so within a team more ideas are found. Also individuals are less likely to be unhappy with decisions they help to make. Team discussions allow for a leader figure to clear up any misconceptions without talking to all member of the group individually. 

In team meetings the members can raise any concerns they have which can then be discussed and ironed out so that members are less likely to resist an action and sabotage your efforts to implement a decision. People are always looking out for themselves, if the persons desire is the same as the company, then in a team setting these are valuable viewpoints to hear. 

Employees who work within a team will have to do some team decision making, which will allow them to learn and grow from other more experienced members of the group. This will also make them better decision makers. 

Working in a team will improve their ability to work alone because they take more responsibility for  their own work and decisions and they will need less management intervention.

Working in a team will increase trust in management decisions as all members can see the difficulties in decision making. This encourages members to become more accepting and in return give more ideas. Having your option considered will make you more likely to respect the final outcome and the opinion and judgement of others. 

Teams make better quality decisions because the team uses the knowledge and experience of all the members of the team. This mean a lesser experienced member of the group can learn from others. Also working in a team will improve teamwork, cooperation and communication as more then one person will be needed to implement a plan.

.  

v. What are the important factors of team development?

The main factors of team development are;-

Commitment

Members of the team must set aside their personal aspirations or ideals as a commitment to make sure the group achieves it goal.

Trust

Trust is important because team members must have solid relationships with other members. They also have to have faith that each member of the team will put 100% into commitments and support one another while working in a predictable consistent way.

Purpose

Purpose is important because the team needs to know their role, responsibilities and level of ownership and see how they fit into the overall company. 

Communication

Communication is important because a team that communicates well can; save time in day to day exchanges, manage confidently, resolve conflicts, make decisions and help to build strong relationships.

Involvement

Involvement is important because each team member has a role and agrees to work as partners regardless of their differences in opinions.

Process orientation

Orientation is important because this helps the team to work together. This can include problem solving methods, planning techniques and a defined resolution method.

Question 2: Discuss the basic principles of good communication.

The four basic principles of good communication are :-

Objectives

This means that you should have an idea of what you are going to say before speaking. Think about how the person you are communicating with will receive the information you are trying to get across.

Method

This is thinking about how you are going to communicate your objective as some methods will be more effective then others, e.g sending a text containing your notice isn’t a good idea. Some examples of methods are faxes, emails, letters and meetings.

Structure

This is how you are going to organise and construct your communication. This covers how much your message should contain and how it is laid out. Keep it simple and concise but complete and detail your message towards the receivers needs.

Feedback

This makes sure that the message has been understood and allows for the emotional response to be evaluated. A lot of feedback should be encouraged. 
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