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[bookmark: _Toc58333200]Executive summary 
This report is written to share information about effective teamwork at the workplace. There are differences between groups and teams that show how they are working effectively.
There are two important theories that teach us more about teams and working in teams which are Tuckman theory and Belbin team roles.
Today employers consider teamwork very important and for that they have to offer the team members the right conditions to develop and grow.
Conflicts in the teams are inevitable but there are not viewed as an impediment but for a chance for the team to improve the outcomes for the teams.
Delegation skills are essential for a workplace because they have the power to divide responsibilities and it is a skill that can be learned and improved over time.

[bookmark: _Toc58333201]Procedure
For this report I used  the material from the classroom,  from Moodle and from the online library. I also looked at materials recommended by the lecturer and completed the Belbin questionnaire.
   

[bookmark: _Toc58333202]Introduction
Effective teamwork is at the heart of every organization’s success. Working within a team allows for the workload to be divided between members and distributed according to each member’s skills and strengths.
Every member of the team needs to take the initiative to communicate. When a team is not actively communicating, their work is at stake. It’s important for everyone to learn how to communicate effectively to improve teamwork.
Teamwork improves productivity and brings better business results because working in teams inspire people to work harder. Working in teams can improve employee morale because it gives a feeling of belonging and sharing success improves team motivation.
 
[bookmark: _Toc58333203]Findings 
[bookmark: _Toc58333204]The difference between groups and team
A group is a collection of individuals who are independent of each other and they all have a different set of tasks   The first difference between groups and teams is the dependence. An  example of a good understanding between groups and teams is a flight. The passengers are all on the same plane flight, but they all have different reasons to be on that specific plane, therefore they are just a group. But the team members working on that plane share similar roles and responsibilities as to make the journey comfortable and safe for the passengers, so they are a team.
Another difference between groups and teams is the accountability. In groups everyone is responsible for themselves, their work is valued individually but in a team they are dependent on each other and judged collectively.[image: ] So going back at the plane flight, if a passenger misses the plane it’s only him to suffer the consequences, however if a crew member is not on time or a stewardess doesn’t find the instruments to perform the safety check and others are not helping out the whole cabin crew suffers for the fault.
But a group can become a team when they work together versus a common goal. The team members work as a single unit and take up the responsibility of task completion mutually.
The main characteristics of a team must be team spirit, dedication, communication, defined roles, collaboration, trust, respect, leadership, appreciation.


[bookmark: _Toc58333205]Characteristics for effective teamwork 

 ‘Individual talents get magnified many times over through the collective lens of an effective team’ - Dalal Haldeman.
Teamwork enables the individuals to accomplish tasks faster and more efficiently. Working together on various tasks reduce workloads for all the employers by enabling them to share responsibility and ideas and most important each employee can have a role that suits his specialization. Teamwork is important in an organization because it provides the employees an opportunity to bond with one another. When all employees find a way to contribute towards the task, it improves the relationships within the team and increases their respect for each other. When member of the teams works under people that command a lot of respect within the business they do their best to contribute to the success of their teams.
Effective teamwork is important in organizations because this way new ideas can always be revealed. In an effective team there is no fear of expressing himself, no fear of criticism, people feel better about themselves and the job they are doing. Working better in a team allow the members to be more innovative.
Building teamwork is important within the organization because allowing them to play games or have other activities outside the workplace can make them more engaged and work better together. 
A characteristic for effective teamwork is a clear goal. A team needs to have a clear sense of what they need to accomplish and how to the outcome will be defined.
In any team communication is crucial to building a sense of partnership between members. How they communicate and how often can determine the effectiveness of the team. But a most important part of the communication is listening because it is also a sign of respect. So listening and reacting to what one hears can make the team more effective.
Rules  are important for an effective team because that explicitly shows the things members must always do and what they must never do.
Having differences in opinions within a team creates team performance. Different opinions stir imagination and new ideas which leads to creativity.
[bookmark: _Toc58333206]Teamwork theories 
[bookmark: _Toc58333207]Tuckman theory

Bruce Tuckman (1965)was very well known for his team development theory.
Tuckman’s theory focuses on the way in which a team dealt with a task from the initial formation of the team through to the completion of the project. The phases of Tuckman’s theory are forming, storming, norming, performing and later was added adjourning.
The initial stage of team development is forming. Everybody is trying to find their place in a team, sizing each other up.
 In the second stage storming, people begin to see themselves as part of the team and they challenge each other and the team leader about what the team is doing. Because of the differences in opinions conflicts and confrontation may arise.
Norming is the third stage where processes are developed, rules are established, and it is clear how things should be done.
Performing is the stage  where everyone focuses on the task, on team relationships and people are working together effectively.
The last stage is adjourning, and it happens when a group finishes its work and then dissolves , and the team members get recognition for the work they accomplished.
When I used to work as a teacher back in Romania I was assigned every year to teach at a different school. The teaching staff was meeting in school two weeks before the school started for the children and it was the time when the new team of teachers would go through the first three stages . We were knowing each other, and we were trying to express our ideas and plans for the school year and sometimes conflicts were created because of the chosen materials or the teaching techniques. But because we were focused on the good development of the school activities we worked together beautifully and were able to build a good team.
After we developed a good curriculum plan it was easy to reach the next stage  performing, which meant that the school year could start with teachers prepared to deliver planned activities to the students.
I always found the final stage adjourning a difficult one because we had to say goodbye to the children , to which I always got attached and also to the team that I took part a whole year, but I met different persons and many of them remained my personal friends even after our collaboration as a team.
[bookmark: _Toc58333208]The Belbin team roles

According to Belbin’s research (1993,2010) the difference between successful and unsuccessful teams didn’t depend on factors like intelligence or experience but on their behavior and the way they make decisions and interact with one another giving this way to the team a certain balance that hide the weaknesses of each member and values its strengths.
The Belbin team roles are nine and they can be attributed to each individual through a test that can define his behavior and his contributions  to the team. The team roles are coordinator, implementer, shaper, plant, resource-investigator, team-worker, specialist, complete-finisher, and monitor-evaluator. Each member of the team has his role well defined and knowing him role in the team makes him develop his strengths and can improve  his contribution to the team.
In my workplace I am a very hard-working team worker known for my availability to help out all the time which is my main team role but I have experienced some leadership roles being an implementer  which I managed  very good, but I still have little confidence in my strengths.
[image: ]
 
[bookmark: _Toc58333209] Group dynamics 

The term group dynamics is credited to Kurt Lewin a social psychologist and change management expert in the early 1940. People take different roles in a team and that can have a certain effect on other group members or even at the group as a whole.
In a group with poor dynamics people are afraid to express their thoughts, they make wrong choices or some people’s behavior can interrupt the work.
In a group with positive dynamics people respect each other and their opinions, this thing resulting in good decisions and even some more creative.
A common problem with the group dynamics is a weak leadership meaning that the team lacks a strong leader or excessive deference to authority meaning that the members of the group tend to agree with everything that the leader or other strong persons say, making them not expressing their own opinions.
For instance in my workplace there are more groups and one of them is made from persons who are working there more than two years and it is a positive group because they know each other very well outside the workplace and working together with them is a very positive and productive experience . Another group is made from very young people and they have been working there almost a year, but they can be characterized as a negative group  because they are always complaining, and they are not working well as a team.

[bookmark: _Toc58333210]Effective conflict handling 

Conflict can arise in many circumstances especially in the workplace when two or more members have different objectives, opinions, or styles. Is very important for a team leader to have conflict management skills because if the conflicts are handled poorly team members can lose confidence and respect in its leadership.
There are many ways to resolve conflict and one of them has more steps.
1. Listen then speak out because first step in resolving the conflict is listening to a team member or an employee issue.
2. Gather the group so everyone can express themselves.
3. Be impartial because a leader doesn’t have to display any sort of opinions that favors one person or the others.
4. Do not postpone conflict resolution, conflicts must be addressed immediately otherwise the performance of the team members can escalate.
5. Promote teamwork because encouragement and motivation are powerful. The staff must be reminded of the importance of working in a team and the successful projects achieved.
Another method to resolve conflict is the Thomas-Kilmann Model which has five different categories of conflict resolution.
1. Avoiding 
2. Accommodating 
3. Compromising 
4. Competing 
5. Collaborating 
The Thomas -Kilmann model divides people who have conflicts in two categories depending on the way they choose to resolve it: assertiveness and cooperativeness. Assertiveness involves taking action to satisfy your own needs while cooperativeness involves taking action to satisfy the other’s needs. Dealing with conflict imposes different skills to be associated with a team leader but even with the team members: listening, communication, patience, control over emotions and behaviors, respect, positivity.

[image: ]
       
 
[bookmark: _Toc58333211]Delegation 

Delegation is one of the most important skills for a manager. Good  delegation accomplish goals, saves time, develops the people’s skills, and motivates. Poor delegation can cause frustration, demotivates, confuses the people, and fails to achieve the tasks.
Delegation can be used to develop the team and the receiver of the delegated tasks  because it is an opportunity to improve, gain more experience and be more likely to take higher responsibilities.
Stephen Covey in his book “The 7 Habits of Highly Effective People” explains how to delegate effectively and says that it is a skill that can transform organizations.
 ‘Trust is the highest form of human motivation. It brings out the very best in people. But it takes time and patience, and it doesn’t preclude the necessity to train and develop people so that their competence can rise to the level of that trust’. Stephen Covey
He provides a set of concrete steps to help people delegate. He called his method ‘stewardship delegation’ and has five steps:
1. Specify the desired results
2. Provide guidance and training 
3. Offer necessary resources 
4. Establish accountability 
5. Explain the consequences- the benefits earned .
At work I am usually given tasks that I normally do which is serving front counter customers and I am good but one day a manager asked me to do something that I never tried and because I believe I am a capable person I did it and after I accomplished the task I was very happy with the result and I received a good feedback, and it felt very good to be trusted to do something different.

[bookmark: _Toc58333212] Conclusion 
There is a difference between teams and groups, groups can exist without teams, but teams cannot exist without groups. That is why the impact of group dynamics can have a significant impact on  the overall performance of the team.
Every individual has his own set of skills and strengths. When the whole team works as one-unit people can learn one  from another.
Delegation creates a chance to progress and grow in an organization.
Therefore, teamwork can be a complex management area but if carried out effectively , the results can be very rewarding.
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