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Executive summary

This is a 2000-word report on effective teamwork in the workplace. To be submitted on the 26th June 2020 to lecturer Melanie.
 This report will feature the importance of teamworking and how it contributes to the success of organisations and businesses. 
Exploring elements that contribute to effective team working and showing the importance they hold when applied correctly and explaining how they increase productivity and maximizing results. 
 Also, covering workplace theories and showing how to apply them correctly, and how they can improve the performance of individuals and create a positive effective team that accomplishes the tasks its highest performance.


Introduction 

This report investigates effective teamwork in the workplace, exploring what a team is and what it takes to make a team be effective. 	Comment by Beth Downing: This report investigates effective teamwork.....
Looking at the difference between groups and teams and why there is a need for effective team working in organisations, also examining the characteristics of an effective teams, group dynamics, effective conflict handling and delegation.
Teamwork theories are explored and analysed to improve the performance of teamwork in the workplace. This report will demonstrate an understanding of Tuckman and Belbin Theories, how they work and how effective they can be when applied correctly.	Comment by Beth Downing: Again 2nd person - Teamwork theories are explored or analysed	Comment by Beth Downing: explains	Comment by Beth Downing: demonstrating

Difference between teams and groups
A team is individuals who form together and are Selected, Assembled, Supported and Enabled. Teams share a clear vision and help each other achieve a common goal, they balance well together and representing strength.	Comment by Beth Downing: Write a description of teams and then groups or make a table showing the similarities and differences. explain why it is important that there are teams in the workplace. You have explained teams but not groups and you have not demonstarated the importance of teams in the workplace over groups.	Comment by Beth Downing: You have not clearly explained the differences between groups and teams
For a quarter century, scholars have investigated how participation in workplace teams influences workers experience and behaviour_ offering different and sometimes competing accounts based on disciplinary emphasis and points of view. Rooted primarily in the human relations approach, the empowerment perspective explores use o teams to solve managerial challenges related to inflexibility, turnover and collective action- making the case that opportunity to exercise discretion in teams enhances satisfaction, promotes effort and weakens the impulse to resist.
(Appelbaum et al.., 2000; Hodson, 2001 
 Whereas a group, individuals tend to work independently, to accomplish independent goals. In a group, members will not have the same goals and do not share a common task like a team does. They may not balance well together, and conflict can easily happen. In a group, members can be your competition or become a threat, were in a team all members will work in accordance with each other together as not against.
 Group members may not necessarily support one another as team members support each other by working and committing to the same goal.
 It takes a lot of effort and commitment to build an effective team and arrive at the destination. Teams have things in common and share a mutual accountability, they share common goals, as well as having independent relationships. 	Comment by Beth Downing: lower case
“What is needed is not well-balanced individuals but individuals that balance well together”
Dr Meredith Belbin
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“In addition, work teams dominate industry largely because business decision making is more effective when teamwork is used”
 (Guzzo & Shea, 1992)

Group dynamics- When in a workplace there is going to be different challenges to overcome and the team leader needs to be able to apply good communication and interact well with the team in order to overcome these challenges. Applying group dynamics can achieve this. Introducing activities and games will allow the team to bond and build positive interaction. Amongst a team it is good to let relationships form organically, while still being monitored and guided by the leader. Members must understand how important their role is and if not completed effectively, how this can have a negative impact on other members and affect the group.

 

Elements of what an Effective team need in order to be successful are.
Leadership- every team needs a leader in order to guide, direct responsibility and take charge. This element is extremely important as the leader will be the backbone to any team and inevitably dominate the vision and goal. This leader must Govern and show courage and loyalty, demonstrating integrity. 
Referring to Hershe and Blanchard 1969 theory's talks about Situational Leadership were no single leader style is best and it depends on the situation at hand and which best strategy suits the task. Hershe and Blanchard 1969 states that the most effective leaders are those who can adapt their style to a situation. 
 Hershe and Blanchard 1969 refer to the 4 primary Leadership styles which are
Telling and directing, coaching and selling the idea or message, supporting the group and allowing members to take a more active role, Delegation.
Delegation, it is very important for the team leaders to allow members to take responsibility of tasks, but a member cannot fulfil their duty unless they have been given a duty to fulfil, this is where delegation is needed from a leader, members must not be left alone, they must be supported and managed to ensure they do not fail. It is the team leader's responsibility to govern and have an Organisational hierarchy and structure of command.
Team design begins with a clear understanding of the task that the team is being asked to accomplish. After that it is time to begin identifying and enlisting the members that will give the team the best opportunity to fulfil its purpose. Some important and highly interrelated aspects to consider are the complexity of the task, the amount and type of members to enlist. Not all teams have a discreet begging. In fact, most group memberships evolve over time.
Griffiths, BA, and Dunham, E.B


 There are 3 main areas of leadership according to John Adair theories 1960.	Comment by Beth Downing: an in text reference should be Adair and (date)
 This is- Achieving the task, Managing the team or group and Managing individuals.
The leader must manage group responsibility, to be able to understand the team individually. Leadership is a trait rather than a characteristic. Leading a team is different from managing one, a manager will manage you on a certain process where a leader will lead you all the way through to the destination. 

There are also six core functions of leadership when referring to John Adair 1960, these functions are Planning, Initiating, Controlling, Supporting, Informing and Evaluating.
Another important element for effective teamwork is Clarification of role. Be clear on what each member’s role is and clear on what they must achieve so that no confusion is created, and focus is mainly on the task at hand. When a team member has allocated roles, it gives clarity allowing the individual more time to maximise information and exceed the goal, creating higher success rates for the business and company.	Comment by Beth Downing: Why is this in italics?
Open communication- it is key in any organisation to have clear, open communication at every stage, area and aspect of the group. This helps to develop good, strong relationships and builds trust allowing you to feel valued. Open communication allows your voice to be heard as well as hear the voice of others, enabling different ideas to be found.
Trust and support- trust is essential, without trust a lot of things fail to succeed. Trust is the core element to any relationship and without it comes lack of commitment. Therefore, it is so important for a team to establish a high level of trust within the group so that no unnecessary issues can affect any members performance, this is to ensure all focus remains on the task. It is important that members always feel trust and supported, this provides a sense of safety and stability for the member.
Interaction- when a team is positively interacting with each other the morale is increased creating effective work and increasing company productivity. It is important to keep the energy within the group positive and flowing and good interaction should ensure this.
Established ground rules- make the rules be clear and well heard by all members. 
Interpersonal and social skills- this skill requires you to be good at managing relationship between all team members and understanding the feelings of others. Having a great attitude and cooperating with the whole group can achieve a great, successful, effective team. Respect must be shown on all aspects. Listen to your member and communicate continuously.  
A common goal- set the expectations clear on the common goal at hand and ensure that each member is sure of the project ahead, keeping the focus on the success and completion of the task. 
Effective conflict handling- develop a strategy of conflict management. This is getting to know your team players and their behaviour
Give praise and recognition - it is important to show recognition to individuals within the team, make them feel appreciated and valued for their work, honour their achievements, this completes, and gives closure to the task.

Benefits of an effective team
We need teams in order to manage different departments so that every perspective is met with every area of topic being examined.
When more than one person commits to a task there is evidently more power, with more information being attained than there would be with just one individual, making the task more achievable.	Comment by Beth Downing: reference needed
Creativity thrives when people work together on a team. Brainstorming ideas as a group prevents stale viewpoints that often come out of working solo. Combining unique perspectives from each team member creates more effective selling solutions.
What you have learned from your individual experiences is entirely different from your co-workers. Thus, teamwork also maximizes shared knowledge in the workplace and helps you learn new skills you can use for the rest of your career.
Collaborating on a project creates an enthusiasm for learning that solitary work usually lacks. Being able to share discoveries with the rest of your team excites employees and fosters both individual and team knowledge.
https://www.sandler.com/blog/6-benefits-of-teamwork-in-the-workplace/
Business can benefit from effective teams, resulting in increased employee involvement, improvement on quality, product and services and reduced conflict. Helping to encourage creativity, increasing confidence.


The Importance of working with others &
 Teamwork theories in the workplace 

The importance of a team is to share ideas so that every angle is covered from individual perspectives. For your team to reach targets and hit goals they must function at a high level at all times. This enhances the organisations performance. Each member must work efficiently for this process to work. Members must know what makes a high-performance team function and how low performers can be detrimental to the whole team and result in a high level of negativity. Forming good bonds and relationship with other members in your team can produce trust and friendship resulting in great communication.
When people share ideas in workplace there is collaboration and they work towards the desired goals. The useful fact of sharing idea in workplace is that team is taken to a higher level.
https://www.bing.com/search?
Tuckman 1965 states that there are many stages to team development and that each stage needs to be explored for a team to perform to the best of their ability.
HPTs (or High-Performance Teams) are the groups and organizations that are highly focused on their goals and achieve superior business results through excellent teamwork in the workplace,
Not knowing what makes a High-Performance Team can ruin your business and even cost your job. After all, at the end of the day, results are really all that matters. Low performers are a common issue in the workplace, as they are the ones who prevent your teams from reaching their full potential. The most crucial side effect from having a low performer in your team is that they drag down the high performers and prevent effective teamwork in the workplace. Whether they are carrying the low performers on their back or trying to improve them, low performers prevent the efforts their peers make on improving themselves and their work, destroying the importance of teamwork throughout the whole company
https://blog.weekdone.com/importance-of-teamwork-in-the-workplace/

Referring to John Adair 1960, In a team it is most important to have a team leader to govern and direct the team.  An effective team is individuals who has successfully formed together and achieves the common goal or task at hand. 
Teamwork has also emerged as increasingly important in white-collar work, where it promotes creativity, effort and normative control,
(Crowley et al., 2010; Kunda, 2006; Sennett, 1998)

When referring to Tuckman's theory 1965 there are 4 stages of effective teamwork which are-
Forming- this is when member meet for the first time and get a feel for each other. The relationship is not yet formed and is merely beginning. Members are establishing what is expected of them and evaluating how to conduct themselves efficiently. 
Storming- at this stage you may experience conflict and emotions as the team competes for status. Not all member passes this stage as difference of opinion might prove to be too much for some individuals.
Norming- this is when normality is reached, and the team start to work together. There is no more dispute or disagreements and individuals start to cooperate.
Performing- at this stage all team members have allocated roles and a clear vision of the task at hand. The team is now collaborating at a high level and excellence is being achieved
After this 4-stage process there comes a 5th stage element that occurs at the end of Tuckman's theory 1965. Once the task has been completed and the goals has been achieved, the group is no longer obliged to remain together and this can cause emotions in some members, a sense of sadness can be felt from saying goodbye to those you may have grown fond of, members may feel lost from no longer having a task at hand and may lose confidence, and this is called Adjourning, members will find themselves going through a mourning stage, this is why it is so important to make sure that everyone is recognised for their achievements and end with a positive plan for future goals, This is the final stage of an effective team building process.	Comment by Beth Downing: Whose model is this? don't forget to reference	Comment by Beth Downing: Whose model is this? don't forget to reference
Tuckman's theory 1965
At this stage it is important to achieve closure for the group on a positive note. Group members may feel a sense of loss and their motivation may decline when the group’s work comes to an end. Some observers have even called this the mourning stage of group development. It is, therefore, important to recognize the group members for their accomplishments and celebrate the group’s overall success. Members may also feel some uncertainty or insecurity about the future. Team leaders and managers can alleviate these feelings through appropriate plans for the transition.
https://great-home-decorations.com/adjourning-stage-of-group-development-definition-explanation/
Applying teamwork theories to the workplace is needed and is great for breaking down the barriers and producing positive team players.

 Good teams produce results, but Effective teams produce effective results and effective teams are continuously improving and evolving. 
The importance of teamwork theories and how to apply them to the workplace, can help business produce better results and ensure higher success rates.
After extensive research in the UK into the impact of team working on mortality rates in surgery teams, it was clear that good team working saved lives!  
In your organization, the results from effective team working may not have such dramatic consequences, but you will certainly be seeing sustainable growth in quality, innovation and profitability.
https://www.entrepreneur.com/article/278858
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Tuckman and john Adair theories offer effective solutions and breaks down barriers in all areas. 

Belbin's team roles and self-perception questionnaire

	Section
	IM
	Co
	SH
	PL
	RI
	ME
	TW
	CF
	SP

	1
	h
	d
	g
	c
	a
	i
	b
	e
	f

	

	
	💎
	💎
	💎
	
	
	
	
	

	2
	a
	b
	f
	h
	d
	e
	g
	i
	c

	
	💎
	
	💎
	
	
	
	
	💎
	

	3
	i
	a
	C
💎
	D
💎
	f
	H
💎
	e
	b
	g

	
	
	
	
	
	
	
	
	
	

	4
	e 💎
	i
	c
	f 💎
	h
	d
	a
	g
	b 💎

	
	
	
	
	
	
	
	
	
	

	5
	b 💎
	f 💎
	d 💎
	h
	e
	a
	c
	g
	i

	
	
	
	
	
	
	
	
	
	

	6
	g 💎
	d
	h 💎
	b
	i
	f
	c 💎
	e
	a

	
	
	
	
	
	
	
	
	
	

	7
	e 💎
	g
	a
	f
	d 💎
	b
	i
	c 💎
	h

	
	
	
	
	
	
	
	
	
	

	Total
	5
	2
	5
	3
	1
	1
	1
	2
	1



Belbin's questionnaire indicated....


Conclusion
My findings have shown the difference between teams and groups. I have identified the elements that are needed in order to make a team be effective and succeed. It is evident that team working has an effective impact on businesses and is needed for the workplace to produce positive teams that achieve positive results.
Reflecting on teamwork theories and how effective they can be when applied correctly in the workplace, shows their importance and need for this in business. Establishing how great the results produced can be, evidently identifies the need for teams within the workplace.
Exploring the importance of each members role has revealed how key it is that everyone performs to the best of their ability and how any member failing to do this has huge impact on others. Having good relationships with other members creates a positive environment therefore it is evidential that communicating well helps to break down the barriers and build strong teams, group bonding is crucial.
There must be a team leader to direct role, delegate and eliminate any conflict. The leader takes responsibility for the success or failure of the team.
I have identified my own strengths and weaknesses and developed new skills to apply to the workplace to further my development and higher my success.
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