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What is a team?

· A team is a group of three or more people formed to achieve a goal or complete a task. The individuals comprising a team ideally should have common goals, common objectives and more or less think on the same lines. The group as a whole can take advantage of all the collective knowledge and experiences of each (team) member. The Merriam Webster Dictionary defines a team as a number of persons associated together in work or activity.



Outline some common types of teams.

· Virtual or E teams also known as remote teams: A geographically dispersed team such as, but not limited to individuals that work from home. 

· Self-directed Teams: Is a team that is responsible for a whole product or process. The team plans the work and performs it, managing many of the tasks, supervisors or management might have done in the past.

· Leadership or management teams: Are made up of leaders from various departments. The goals of the management team are generally aligned with the mission and vision of the company.

· Cross-Functional Teams: Employees across functions or specialties of the organization make up these types of teams. People with separate areas of expertise work together and can often make decisions without management. These teams are temporary.

· Functional Teams: They include members from the same department or work area who meet regularly. A manager holds the primary responsibility, with subordinates reporting to this person. These are often permanent.

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

· Team norms are the rules and values by which the group operates, these are often unwritten. The establishment and adherence to team norms helps build team discipline, trust between team members, and supports a safe environment. Example can include that, meetings will start on time and that decisions are made is by consensus.

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

· Employees are more satisfied if they are involved in the decision making process, the experiences the individual beings to the team help make better choices. Team’s help employees grow by improving their problem solving and communication skills. Task are accomplished faster by a team than by an individual





What are the important factors of team development?

· The team members preferably must have a similar if not the same taste, interests, likings, needs and attitude. The team members must be selected keeping in mind their interests and specialisation. A technical professional will always be in a state of confusion in a team of marketing professionals.

· Always understand the team members well. No individual is alike. A person might be a very good speaker but may be poor in written communication. It is very important to understand the individuals well and responsibilities must be assigned to them as per their interest and according to their qualification and specialisation.

· The goal or the objective of the team must be clearly defined. The objective of the team must be shared with every team member and they must be clear what is expected out of them.

· Promote effective communication among your team. Communicate with the members on an open platform and encourage team members to actively participate in discussions

· Avoid conflicts: Team members should avoid fighting over small issues and be a little more accommodating .Members should be discouraged from criticising or make fun of their fellow team members.

· Trust among team members: Building trust takes time. If trust is lacking it must be the responsibility of the team leader to focus first on building trust. Until everyone is willing to trust the other members of the team, progress towards team success will be limited.



Q:2: Discuss the basic principles of good communication.



Communication can be described as a transfer of information, thoughts or ideas to create shared understanding between a sender and a receiver. The information may be written or spoken, professional or social, personal or impersonal. There are a number of strategies that can help to aid communication efficiency.

· Have a goal / objective: Ask yourself ‘What do your audience to get out of your communication?’ What is the end result?

· Know your Audience: Research has shown that communicators that understand their audience are more successful. Ask questions like ‘how much do they already know about my topic’

· Method / Medium: What is the best method for achieving your goals? Consider which would be most appropriate vehicle, would it verbal presentation with visuals, a written email or a web based commination channel like Skype or Webex.

· Stay Focused:  Create a cohesive high level plan and stick to it ‘What are your main points?’

· Feedback and Questions:  Always an opportunity for feedback and questions, this will help determine if your audience understood your message.

· Hot Tips:  There are some tips to help you become a more effective communicator

· Wherever possible avoid jargon, members of your audience may not understand it.

· Visuals are important, as they saying goes a picture is worth a thousand words.

· Tell stories, communicate your ideas is with relevant illustrative stories or experiences.

· Finally be brief, everyone time is important.

It is import to remember the one of the major barriers to communication is our own ideas and opinions. Communication is complex. When listening to or reading someone else's message, we often filter what's being said through a screen of our own opinions.  
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