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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. 
	Please insert your completed assignment (in word format) here:

I.	A team is a group of individuals in a department that work together to help achieve a common purpose or goal within their organistation. Members of that team will have required skills to help them complete the tasks/ goals set and they will work together to create a greater performance.  
The following quote is a real positive for working in a team.
‘Alone we can do so little, together we can do so much.’ 
(From 15 quotes to Inspire great Teamwork, inc.com by Helen Keller)
II.	There are different types of teams and here is an outline of some of the most common types – 
•	Natural Work Group - Is a team of people who always work together using the same type of process. There is a supervisor in charge, but they will let others take some leadership too.
•	Business Team - Is a team of people with different functional expertise’s working together towards a specific product or service.
•	Management Team – is a group of individual managers that operate at a higher level of their organisation. They will have accountability and responsibility for key business functions and will have a named person who they directly report too. 
•	Self-Managed Team – is a group of individuals that determine, plan and manage their own day to day activities with no one person being in charge or having the authority to determine all the decisions regarding events that impact the group. Also referred to as self-directed work.
•	Product/Service Design Team – this group of individuals come together to work on a specific project or task. This group is also commonly known as a task force or committee. There will be people with different functional expertise who are assigned to design /re-design a specific product or service.
•	Virtual and Remote Team – is a team of people that work together but very rarely have face to face interaction. This team can sometimes be challenging because they must work in partnership to accomplish goals, but they don’t really know each other.

III.	Norms are a formation of rules or guidelines that a team establishes to shape the behavior of its team members. Norms can have a great impact on a team and can boost effectiveness within the workplace. They can help with interaction, build team discipline, trust and support a safe working environment.

IV.	Working as a team has its advantages. As the saying goes ‘two heads are always better than one.’ Working in a team helps with creativity and expands learning, it promotes employee strengths, increases collaboration and allows brainstorming. It enables tasks to be completed efficiently which helps to increase an organisations productivity. It promotes openness and commitment which enables employees to communicate freely and openly during discussions and decision making. It allows staff to give opinions on decisions and discuss what has and hasn’t worked in the past. It can also resolve conflicting issues between staff as they have a common focus. 
Teams help employees grow as they promote learning and broaden personal experiences. They allow staff to make decisions and challenge themselves to think of others. They allow employees to learn new skills and expand on their own skills. They promote trust and boost morale which in turn promotes confidence and enthusiasm in individual employees. They can also help with advances in an employee’s career path.

V.	Commitment, trust, purpose, communication, involvement and process orientation are all important factors of team development.


Commitment
 Individuals can set aside their personal needs to show their commitment and provide a clear sense of direction in helping the group achieve their set goals.
Trust 
Individuals have solid relationships with each other, have faith in each other and support each other whilst working together.
Purpose 
Individual staff know their role, level and ownership within the teams overall strategic plan. 
Communication 
Teams that communicate well complete goals quicker and in a more efficient amount of time as they handle day to day exchanges whilst, managing conflict, making decisions and building strong relationships with each other.
Involvement  
Everyone in the team is involved and has a role to play whilst committing themselves to working together despite any differences they may have.
Process Orientation 
Helps the team to work together. Processes can include different methods of problem solving, planning techniques, meeting schedules and provide a clear conflict of resolution strategies.

Q.2: Communication is the key to success in any team and having the ability to effectively interact with others is paramount. Communication is a two-way process of giving and receiving information. Team work helps to encourage communication and trust. Here are some basic principles of good communication.
•	Objective 
There should either be a result in mind or a clear objective to the communication before transmitting it. The objective may be to obtain information, give information, initiate another person’s action or change someone’s attitude. If the purpose of the information is clear this will help with the manner of how the communication is delivered.
•	Method 
You need to think about what method of delivery would be most effective in achieving the objective that you are wanting to transmit. The type of method used can depend on the objective being delivered as some objectives are better suited to certain methods. You need to consider the alternatives, written or verbal communication, deliver to a group or an individual, will it be a formal or an informal discussion. Once you have decided which way is best you can then choose your method of delivery. You may choose to hold a meeting, write a letter, send an email, or even make a telephone call. All these methods are good ways of communicating if delivered with the right objective.
•	Structure 
Communication needs to be successful and how you arrange and construct this communication plays a great part in the success of it. You need to consider the content of the communication; how much needs covering is it a large or small amount. Organizing the information. Keeping the communication simple, brief and precise and addressing it to the team for it to be effect and meet their needs.
•	Feedback
Is a two-way process that provides opportunity for suggestion and criticism. Feedback enables you to know that the recipient has understood the message you delivered. It can be done verbally, non-verbally or written. It should be encouraged by asking questions and allowing employees to express their views to enable an understanding of their feelings on the matter. Effective feedback benefits the sender, the receiver and the wider organization.
Another important part of good communication is listening. Active listening is an extremely important tool to learn. It means as its name suggests actively listening. Being able to concentrate on what a person is saying rather than just passively hearing it is essential. 
If a person can consider, all these principles when communicating within their team it will have great benefits.
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