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Introduction

Communication in today’s society is a must. In every departament of every business it is required to have at least a group of people that get along with each other in order to keep everything on the right track. From these small groups to teams that count in dozens of men one thing is for sure: in order to keep things going well you have to trust your team and keep yourself focused. There are cases in which a lapse in judgement from one member could cause some problems regarding your project and certainly within the team but that is perfectly normal, though it can lead to a challenge in recovering the time you will most likely lose, a challenge that you can only solve as a team. This assessment focuses on team work and how to improve the way you work around others.
Advantages of teamwork 

Working in teams provides students with opportunities to learn and demonstrate the graduate capability of teamwork. These opportunities can be subdivided into context, communication, empathy, productivity and cooperation.
Context:

· working with a wide range of people of different ages, gender, race, religion or political persuasions or with a team of known peers;

· learning from a variety of problem based contexts and in a variety of roles to apply their disciplinary knowledge and skills effectively and appropriately to a task;

· assisting students to become more active and independent in their learning, which can lead to deeper, more intellectually stimulating learning;

· applying teamwork principles to a range of future unknown situations , e.g. urgent problem solving, conflict negotiation or futures planning.

Communication:

· taking on coaching and mentoring roles and giving peer feedback;

· improving communication skills with their peers, their teachers, and potential employers.

Empathy:

· identifying and drawing on team member strengths and support which assist a team to produce a stronger, higher quality project or assignment outcome than an individual may achieve;

· sharing knowledge and ideas with other students and stimulating listening to, and learning from other’s viewpoints, which may challenge their assumptions
Productivity and cooperation:

· encouraging efficiency of effort which can boost student productivity and encourage an awareness of effective work practice in organisations;

· providing practise in useful and multi-disciplinary contexts, necessary graduate skills that equip students for employability.

1. Designing Team Tasks

In order to make students give their all in developing an there is a need to understand what students look for in a cooperational task. Understanding their expectations is important as it allows you to see where your task can be aligned with their expectations.
It also allows you to identify where there may be team member misalignment, and provides an opportunity to discuss the task and the assessment, so that students can better grasp the intended learning outcomes and the process of working in a team.

1.1. Meaningful assignments

Positive student expectations of team assignments are encouraged by the kinds of work they are asked to produce. Not all students are motivated by marks. Many disciplines already engage students in teamwork – law students who prepare and conduct role plays in mediation, health science students who prepare presentations on concepts of disability and illness, engineering students who provide research on the installation of a solar electricity generator, education students who produce a movie about their community, history students who investigate a myth-figure, and media students who produce a news program. 

1.2. Student Learning

Designing teamwork assignments that closely align to the learning outcomes of the subject, and focussing on what knowledge, skills and abilities you want to engender in your students will assist them to garner tangible benefits from teamwork.

Generic skills such as communication and cooperation, sit with a more specific set of discipline abilities that may need particular attention. 
Explicitly communicating to your students the learning objectives and a well-structured outline of an assignment, and where it sits in the overall subject design, are important elements in successful teamwork.

1.3. Achieve the task

Tasks that are meaningful and challenging are time-consuming and can be overwhelming for students. Students may have a number of assessment tasks to complete simultaneously and may resent the workload of certain team assignments.

2. Forming Effective Teams

Students want to work in the ‘best” team. Most students hope that the team they are in will have compatible viewpoints and that the process of a team assignment will progress as smoothly as possible. Students may also want to only work with their friends, and need to appreciate that the relationships in a team must become more broad and professional in the short term.

2.1. Preparing to work in a team
It is vitally important that students are prepared for working effectively in a team. This does not come naturally to all students. It is important to be mindful of the diversity of educational backgrounds, previous experience and cultural sensitivities in our student cohort, as these elements are central to the success of a team.

Students need to know:

· What kind of teamwork will be in your subject?

· Why they have to work in teams?

· Who will be in their team and why?

· What skills they will develop by participating in teamwork?

· How they will be assessed?

· Whether there are team and individual marks, or team marks only?

· What peer assessment is if it will be used, and how this will be conducted?

It is important to verbally reinforce that you have a commitment to team work as well as your expectation that students will have also. 

The first lecture or tutorial is the optimal time to establish the ground rules for team assignments.

The development of high performing teams is not the sole responsibility of the lecturer. Students need to take responsibility for team preparation and development. 
Resources need to be available for students to achieve the most optimal advantage of teamwork.

These resources can include:

· Involving past students in a discussion on the benefits of teamwork; 

· Motivating students through exposure to relevant job advertisements that stress teamwork skills;

· Inviting guest industry personnel to class to emphasise the use of teamwork in your discipline area;

· Ensuring students have access to support within the university for graduate capability development - presentation, writing reports, information literacy, project management;

· Ensuring students have a contingency plan if any team member becomes unable to complete the work;

· Ethical considerations associated with team work eg: how plagiarism would affect the whole team’s approach and marks.

2.2. Forming Teams

Teamwork and teams across disciplines will vary greatly. Teams are often described as a group of people who come together, achieve the work required and then disband. There may also be teams that work over a number of semesters, or teams that are multidisciplinary and involve many people with differing experience and expectations, or teams that form a cohort that continues to work together after the set task is completed.

Students suggests that teams pass through four sequential stages: 

1. Forming

2. Storming

3. Norming

4. Performing

2.3. What kinds of roles can students usefully adopt in a team?

2.3.1. Group Dynamics 

Studies suggest that teams with individual high scorers do not perform well in team tasks. They tend to be argumentative, difficult to manage and find it difficult to make team decisions. A mix of skills in a team can often produce a more cohesive team effort. Teams will go through stages of development before they perform together successfully.

Belbin’s research into management teams indicated that there are eight key roles which successful teams need to fill:

· company worker

· chairman

· shaper

· plant

· resource investigator

· monitor-evaluator

· team worker

· completer-finisher.

Most teams need the following roles as a minimum:

· a leader to coordinate the group;

· a timekeeper who holds the team to deadlines and keeps team meetings to specified time limits;

· a note taker to keep track of meetings and provide a record for the team;

· a monitor to keep track of progress and keep the team moving forward;

· a finisher to complete the details in a final draft or presentation.

When forming a team, a strong foundation can be established through three important elements:

· Size of teams

· Selection of teams

· Ground rules for teams

3. Teamwork Skills

3.1. Rules of Teamwork

Ground rules are a list of short sentences that team members agree on to define how they want to operate as a team and how they will treat each other.

You will find it useful after negotiating the rules of how a team will work to ask students to sign a team contract so that they have a record of each other’s contribution to the team and how the work will be divided amongst them.

Team Ground Rules (example)

How will our team…..

Work together?

Make an assessment task schedule and allocate work?
Conduct our meetings?

Make decisions?

Monitor our progress on assessment tasks?

Keep each other informed about what we are doing?

Give constructive feedback to each other?

Deal with equal participation & resolve differences during the assessment task?

Make sure we reach our best standard of written/presentation work?

3.2. Team Communication

Working successfully in a team requires good interpersonal communication. Students must communicate with each other about the aims of the task, how they will maintain cohesiveness and how they will listen and give each other constructive feedback.

Discussing the tasks together and ensuring that students understand the need for active listening and feedback are essential elements of establishing a ‘well built’ team.

Listening is an active role and students can be encouraged to understand that they can:

· concentrate on what is being said

· identify key points

· compare what is being said with how they are thinking themselves,

rather than just waiting to intervene or dominate the discussions.

Constructive feedback requires students to:

· check they have understood the team ideas/discussions/decisions

· reflect on the ideas and answer with their own thoughts

· promote more discussion if needed

· give encouragement to their team members when the task is being actively achieved

· ask for feedback rather than wait for it to be offered

· be specific about the work rather than making vague general comments.

3.3. Team Building

To facilitate better connections between team members you can use organised activities such as:

· Activities to assist students so they get to know each other better;

· Discussing communication strategies with students

· Establishing rules for teamwork that can be negotiated with a class cohort and in student teams.

3.3.1. Team Communication Issues

Poor communication in a team can adversely affect a team’s overall performance. When a team fails to communicate clearly, the task can become difficult to complete.

Reasons for communication failures include:

· One team member tries to dominate the conversations or meetings
· Members of the team do not have a collective understanding of the ideas, topic, or approaches to the task
· Certain team members do not contribute at all to the conversations due to disinterest or shyness

· Team members are too embarrassed to contribute a suggestion
· Team members may not be clear about their role in the team or may not be given their preferred role and are therefore reticent to contribute
· There may be cultural differences, prior team experiences, inexperience or expectation reasons that make it more urgent to establish an agreed process for team members to be able to communicate successfully.

3.4. Conflict Resolution

Disagreements can arise in any team when there is a team task to complete which has an assessment mark attached to it. Differences of opinion can easily hinder a team’s process and progress. Conflict can have detrimental effects on students’ wellbeing and students can become wary of, or refuse to participate in team work, because of previous experiences in conflicted teams.

It is a most effective and valuable learning experience for students if you can:

· ensure that team members have the skills to resolve any conflicts before they escalate to the point that a lecturer or tutor has to adjudicate the process;

· encourage assertive behaviour without it resulting in a no-win outcome;

· ensure students feel secure enough to express their point of view by questioning, listening and discussing issues in a positive structured manner.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the cases and answer the questions that follow
CASE 1: Mary was working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It'll be OK,” and ‘Everything will be all right.” She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I'm so excited about
seeing her tomorrow!’. The child broke down and cried.

1 Why weren’t Mary’s calming words having any effect on her daughter?
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28 What could she have done to make the situation better?
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9 CASE2: Steve was exhausted from work when his wife,
annoyed when she began telling him all that went wrong
said, ‘I'm so tired, can’t it wait?’. The next morning while
breakfast, Steve said, ‘Did | tell you what happened at work yester
walked out of the kitchen.

1/ Why was Sally upset?
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2. What could Steve have done to help the tension that had developed?
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Sally, came home. So he was quite
about her day. He interrupted her and
hey were in the kitchen making
day?. Sally said nothing, but
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Exercise2: Writing an e-mail.

You are a teacher of Communication and have received this e-mail from one of your students:
Dear Sir,

1 am writing to you because | am confused about Communication.

Could you please explain:

1.What Communication is:

2. The Shannon-Weaver model.

3. What is meant by non-verbal communication and why it is important.

Many thanks,

Lucy Mars.

Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever
possible, say whose communication model is relevant.

BARRY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Employees working there range from 16 years old to 55

years old. In addition, the employees come from varied cultural and ethnic backgrounds. For many,
English is not their primary language.

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it’s not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day.

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around
and realized that he didn’t have a clean uniform. However, he managed to find one that was not

- verydirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially
after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat
on the work tops. They appeared to have been sitting at room temperature overnight. He called one
of the kitchen staff and asked: ‘Why did you leave the chicken out when I told you to put them in
the fridge?’

The man replied: ‘Il heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:

1. What are the communication challenges and obstacles that Barry faces?

2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?
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Student Name: WAL WAEM\ . Student ID:

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you thil Ts coggse would jmprove her skills and her relatianshis with her fellow
b
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