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Academia is a vast environment of different topics and ideas, opened for everyone to explore and to satisfy their needs of information. In Academic Skills, there are also many interesting subjects to research about, one of them being teamwork.  
The purpose of this report is to present the importance of teamwork and how to make a group of people work as a whole. In the first part, will be provided few definitions of teamwork, will continue with few steps that should be taken in creating a team and then will be highlighted the skills needed for a good team player. Finally, will be evidenced the significance of feedback and how to prepare for the final presentation. The information presented in this report will be based on Cottrell’s book, The Study Skills Book 5th Edition, which provides a very good analysis of the teamwork benefits and the important elements and factors that should be considering when building a team.
[bookmark: _Toc120838225]Definitions of Teamwork

A team, according to Maund, Schriek and Tinkler (2017), is defined as a group of individuals who have the same goals, and they need to complete some certain tasks together to achieve them.
On the other hand, Katzenbach and Smith (2005) consider that a team is more than a simple group, whose essence is a common engagement, where the individuals work together, apart of the personal commitments, creating a unitary, powerful and strong group with same purpose that they all believe in. 

[bookmark: _Toc120838226]How to Make a Team to Work

According to Cottrell (2019), there are few elements that should be considered for making a group work as a team, such as creating an effective and supportive atmosphere, setting up a plan of action, allocating roles and responsibilities, being aware of strengths and weaknesses or possible saboteurs. To make sure that these components are implemented successfully within a group of people, Cottrell (2019) proposes what steps should be taken in this direction, as it follows:
· To create a supportive environment within a group, people should feel free to talk about their feelings. The aim is to be helpful and caring with the colleagues, rather than playing for individual goals. In some cases, people need just some constructive feedback and someone to boost their confidence when they feel anxious.
·  For an effective environment, it is essential to set the group’s goal, and not the individual ones. To be able to reach this aim, the group should stay focused, set up a clear plan and check the progress constantly. Everyone should be aware of how their colleagues are feeling, if they are able to complete the tasks, if the work is divided fairly, if anyone feels dominated by a colleague and if the group members are bonded and able to cooperate.
· The plan mentioned previously is an essential factor in reaching the purpose of the team and make it flourish. To set up a practical plan, there should be considered the advantages, possible issues and how these can be fixed. In this situation, the team should make a brainstorming and centre their attention on these three categories, in order to be able to find strategies or, if it is needed, to ask for help from someone else, outside of the group.
· The way the roles and responsibilities are allocated shapes the body of the team. It is important to clarify who does what and to set up clear deadlines. Also, all members of the team are responsible for the whole work, not just for the part that they have been given. Therefore, to make the group work as a team and to complete the goal together, all members of the team should take responsibility if another colleague that has been designated with a task is struggling and step in to help him. Belbin (2022) considers that within a team are 8 roles: the coordinator, the plant, the resource investigator, the shaper, the implementer, the evaluator, the team worker and the completer. Each of them has their part in a team, such as leading and decision-making, implementing and performing, being creative, evaluating, being realistic, being able to perform under pressure, but also some of them could perform and the same time make others feel awkward, or stressing out too much and stressing others as well. (Belbin, 2022)  
· The strengths and weaknesses of the team is vital, as plays an important role when allocating the roles. It is mandatory to know what the strong points, talents and aptitudes of each team member are, but also is necessary to be aware of the parts they struggle at, to be capable of dividing the tasks fairly.
· In case of potential saboteurs, the group should keep focus on the goal and arrange meetings where they can discuss about threats and opportunities. 
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Besides the elements presented, Cottrell (2019) considers speaking and listening skills being mandatory for a successful teamwork. Both skills work in strong relationship one with the other and is not enough just one of them for a good teamwork, says Cottrell (2019).  

Communication skills are important as the team members can discuss their ideas, concerns or expectations. They also bring an apport for creating the supportive environment and an effective and creative agenda. (Cottrell, 2019)

Listening skills are a must for a productive teamwork, Cottrell (2019) considers. Furthermore, assures us that the importance of listening skills helps the team for sharing the responsibilities and tasks, to provide feedback and to understand other colleagues about how they are feeling.
Being part of a team, means also to understand and learn how to deal with different types of people. As everyone is different, people understand and assimilate emotions different, and, also, they have different ways of managing them. Cottrell (2019) believes that is useful to understand why strong emotions arise in a team and how to deal with them. Sometimes, the strong emotions are coming from the strong opinions people have, as they could identify themselves with them, from lack of effectiveness in the group or from outside of the group, such as personal issues. (Cottrell, 2019)

[bookmark: _Toc120838228]Receiving and Providing Feedback 

Feedback is also constructive, even if it is negative or positive. Cottrell (2019) considers that criticism should not be received as a bad thing; being open, positive, listening, reflecting, asking questions for clarification and being grateful are the key element of assimilating it in a useful way. On the other side, when offering criticism, it should be delivered in a constructive way and, for this, Cottrell (2019) thinks that team members should be sensitive, current, balanced, honest, productive, selective, helpful, realistic, precise and kind. 

Another factor that can affect the teamwork could be fairness. Cottrell’s (2019) argument about fairness in a group comes from the well-being of the team: if the group is not fair towards all its members, then the whole team loses, as some people could experience different emotions or, it could create tensions within the team. 
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Working as a team for a common goal is essential and also is important the final outcome of the work. After learning how to work as a team and completing the tasks separately but together, the final project highlights the bonding of the team and the engagement of each member to the final outcome. In order to be able to bring their apport to the project, each member of the team benefits of some tools that could be used to put the work together and facilitate the communication within the team; technology and multimedia is the easiest one available, but also the traditional face-to-face meetings are mandatory. (Cottrell,2019)
Finally, for the “big day”, when they need to present their project together, the team should be very clear about each member’s part, to be prepared, support each other and be confident. (Cottrell, 2019) 
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An example that can be provided for academia would be a group of students in the first year of university, in term one, that have as assignment to do a group presentation for one of the modules. As they are in year one, term one, most of them they do not know each other, so the lecturer decided to create the groups by the register. Each group is created from five students and their task is due to be completed in six weeks. 
Following Cottrell’s example presented in this report, the students should start to get to know each other, to be aware of each other’s feelings about the presentation, to know what part of the project is more suitable for each colleague to complete, find out what is everyone good at. Once the students start knowing few things about their team colleagues, they can establish the roles within the team and divide the tasks fairly, depending on everyone’s strengths. 
Social media and the communication channels are facilitating the exchange of information and socialization, so the team can benefit of this. In addition, the team members should establish weekly meetings where, before checking the progress of the work, there should be few minutes when they can talk freely about their concerns, feelings and expectations, with the purpose of creating an supportive environment for everyone. 
Besides this, if one colleague is struggling with any personal issues or the task of the project, the other members should take attitude and step in to help him. On the other side, if one member does not feel as being part of the team or tries to sabotage, the whole team should take attitude and talk to him. 
After preparing the project, the team should practice the presentation together, provide feedback, encourage each other, think what could go wrong and find solutions about how it could be fixed.
Cottrell’s model of building and managing a team seems to be a successful one and, taking into consideration all the elements and solutions provided, the students will have a triumphant presentation, based on their effort and teamwork to accomplish the common desired achievement. 
[bookmark: _Toc120838231]Conclusion

Teamwork is an important skill both in academia and work environment. To make a group of people work together, it is mandatory to know what part each of them plays in the team, to get to know the colleagues, with their strengths and weaknesses and have good communication and listening skills. All team members should be supportive with their colleagues, be effective and not be afraid to speak out when they struggle or need to say out loud their opinions. 
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