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EXECUTIVE SUMMARY
The main target of this assignment is to describe the ways of effective team-working and communication in the current surroundings of the modern office. How the employees’ target, way of working, thinking, and the norms and values had changed for the last couple of years.  The main difference between groups and teams will be discussed. The discussion regarding the need for an effective team working in an organization will bring to light. The characteristics of effective teams, group dynamics, conflict handling, and delegation with relevant industry and workplace examples will bring under discussion.   






















Contents page 

Introduction                                                                                                         4
Difference between groups and teams                                                           4
Need for an effective team                                                                               5
Characteristics of effective teams                                                                    6
Effective conflict handling                                                                                 7
Relevant industry examples                                                                              8
Recommendations                                                                                             9
Conclusion                                                                                                          11
References                                                                                                          11                                                                         





















Introduction 
The overall environment of the modern office has changed a lot in the previous years. The working culture of the office is not the same as they were in a few decades back. The employee’s thinking, expectations, rules, policies, demands, and in general, the working culture are too changed as they were before (Stanley, 2016). The victory and success of any project or work are based on teamwork and their communication skills, which took during their project. The stronger planning, executing, and communicating between team members are having, the more successful of the project will be there (Stanley, 2016). The objectives and aims of any project are based on the team leader, who is the one responsible for all the work of that project, by making frequent communication by means to keep every member of the team in the loop by taking in person or by with the help of technology. Business owners and managers of an organization should take care of how they can convey the message of higher authorities to laborers and lower staff employees (Mihai and Mihai, 2016). 
 
Difference between Groups and Teams
In the world of office work, the organization or a company makes different groups and teams intending to achieve different aims and goals of a proposed project (Mihai and Mihai, 2016). There is a common difference in making groups and teams that most people do not know about it (Mercer, 2019). In most parts of a company, it can be replaced with each other, but if we see in deep, there is a difference between both. Let us consider the most common example, which will help to understand more easily. 
In a work team, they have members who work separately to achieve goals and objectives (Geraghty and Paterson-Brown, 2018). The workgroup is in which two or more people are divided, and they are dependent on each other for completing tasks that have assigned to them. In teamwork, the participants have an energetic participation in discussions and achieving main goals (Geraghty and Paterson-Brown, 2018). Whereas in group work, the group leader is prominent and the one who is running whole operations and conduct different meetings and discussions.
 










Need for an Effective Team
There are several ways by which anyone can build an effective team in workplaces and on different platforms. The main reason that why there is a need for an effective team in workplaces is to achieve organizational goals and objectives (Eisenberg et al., 2019). By distributing designations and by properly assigning the right role or job to the right person within a team can help that team in achieving the preset objectives of the project. Within the time frame allotted to the team, the team leader should know the team members’ qualities or individuals who can perform well. Performing at the right time, at the right place, and in the right direction can help the team in building up their self-confidence and moral (Geraghty and Paterson-Brown, 2018). 
There are Seven essential ways that a team leader can take his or her team to the next level and unlock the next challenges (Stanley, 2016). These ways not only help the team achieve the goals but also help the team create self-confidence and convert it into a productive and creative team. These seven ways include having on one interaction, encouraging two-way feedback, showing appreciation, conducting team-building activities, using time wisely, promoting communication and collaboration, and using a suitable platform for communication (Grainger, 2019). Implementing the most effective ways to build an effective team, which is mentioned above, can help team leader carry out the complete operation of that task or project in a better way (Geraghty and Paterson-Brown, 2018). 
There is a need for an effective team in the workplace to complete different jobs and achieve targets. In different firms or organizations, there are different targets and goals which have to be achieved by the employees, office staff, and laborers collectively (Stanley, 2016). It can only be possible when there is a strong and effective team. Simply by giving orders to the labors and staff by the managers is not the only way to achieve goals and targets. There must be a team, and more than that, an effective team must be there that can achieve targets and objectives smoothly (Stanley, 2016).
 













Characteristics of Effective Teams
Effective teamwork is what makes an organization successful. The best way to learn…. is by doing, as Confucius says.  There are several ways by which one can make its team or group working efficiently and effectively with the best outcomes and results (Mihai and Mihai, 2016). Employees of any organization or a firm must work smart and close together so that they can easily be accomplished and achieved their assigned targets. The only way to do the work properly is to make the intercommunication skills well designed and developed in a professional manner (Mercer, 2019). 
Ten characteristics should be seen in an effective team. The properties include clear direction, open and honest communication, support risk-taking and change, well-defined roles, mutually accountable, communicate freely, common goals achieving practice, encourage differences in opinions, close collaboration, and team trust (Mercer, 2019). By adopting the above mentioned ten characteristics, anyone can get an outstanding result from its team. It should be a common and strong practice within team members is corporate and helps each other when the team member is in need (Eisenberg et al., 2019). The second last and the most common thing which should have among team members is to respect each other and their views. All people have their own opinions and views which should be respected by the heart. The last thing is that every member of a team is to maintain the decorum and professionalism within a team at its level best (Eisenberg et al., 2019).
















Effective Conflict Handling 
It is a normal thing to have conflicts in workplaces. It happens when two or more than two people have a serious disagreement or argument on something or some issues. It is something that seems to be negative and threatening (Eisenberg et al., 2019). However, some people found it an important interaction for getting issues out on the table and getting resolved. There are five ways to resolve conflicts in workplaces: avoidance, competition, compromise, accommodation, and problem-solving (Grainger, 2019). By following these five steps, one can easily overcome and resolve the conflicts easily. There are four best ways to resolve the conflicts in any company or organization: competitive style, accommodative style, sharing style, and avoidance style. In a competitive style, it is a desire to win one’s way at the expense of others (Stanley, 2016). 
In accommodative style, it favors appeasement or satisfying the other’s concerns without taking care of one’s own (Stanley, 2016). In sharing style, sharers prefer moderate but incomplete satisfaction for both parties, which results in a compromise, and finally, in avoidance style, the avoider combines lack of cooperation and unassertiveness (Grainger, 2019). While assigning the task to their assistants, the managers should keep in mind some of the points which will help them in assigning the right role to the right person. Managers should inform others who need to know. They should provide adequate authority and specify limits of discretion. More importantly, they should specify responsibilities clearly while assigning tasks (Cass, 2020). 
Proper assigning of tasks at the proper timings is one of the core parts during assigning duties. He specifies reporting requirements also. The manager should arrange for the subordinate to receive necessary information (Eisenberg et al., 2019). He should monitor the whole process in inappropriate ways. He should provide support and assistance to the person who is doing the task. The basic principles of the delegation are selecting the right person, taking the time required, delegating the good and bad, delegating the task in advance, and delegating for specific results (Geraghty and Paterson-Brown, 2018).
 
Relevant Industry Examples
Personality clashes between managers and subordinates can cause a range of interpersonal conflicts to arise. Employees may feel bullied or pushed by more authoritarian managers or may perceive a lack of guidance from more hands-off managers (Mihai and Mihai, 2016). Managers can set unacceptable targets for subordinates and create them with inevitable disappointment and conflict. In order to address these overlapping characters, an agreement must first be reached between superiors and subordinates so that each one understands the other’s point of view in a given situation (Mercer, 2019). Never treat the circumstances of conflict resolution as disciplinary hearings, as if managers were right and employees were inherently outsiders; it is a sensible way to lose great representatives. If both fail to understand this, the staff member should be placed under the supervision of another director if possible (Stanley, 2016).
Recommendations 
Informal conflict management training helps to prevent the escalation of the conflict by providing managers and staff with the appropriate interpersonal skills and methods of managing conflict. Ideally, employees will feel more confident and may be more likely to address conflict at an earlier stage. Owners of a company should conduct training sessions, seminars, and short courses for their managerial staff, employees, and laborers. It will not only help the owner to build a professional and sound environment within the company. It will also help in keeping the decorum maintained. The workgroup is in which two or more people are divided, and they are dependent on each other for completing tasks that have assigned to them. In teamwork, the participants have an energetic participation in discussions and achieving main goals
There are several ways by which anyone can build an effective team in workplaces and on different platforms. The main reason that why there is a need for an effective team in workplaces is to achieve organizational goals and objectives. Effective teamwork is what makes an organization successful. The best way to learn is by doing, as Confucius says.  There are several ways by which one can make its team or group working efficiently and effectively with the best outcomes and results. Employees of any organization or a firm must work smart and close together so that they can easily be accomplished and achieved their assigned targets. The only way to do the work done properly is to make the intercommunication skills well designed and developed professionally.
It is a normal thing to have conflicts in workplaces. It happens when two or more than two people have a serious disagreement or argument on something or some issues. It is something that seems to be negative and threatening. But some people found it as an important interaction for getting issues out on the table and get resolved. There are five different ways by which conflicts in workplaces can be resolved that are avoidance, competition, compromise, accommodation, and problem-solving. By following these five steps, one can easily overcome and resolve the conflicts easily.
The managers, while assigning the task to their assistants, should keep in mind some of the points which will help them in assigning the right role to the right person. Managers should inform others who need to know. They should provide adequate authority and specify limits of discretion. More importantly, they should specify responsibilities clearly while assigning tasks. Proper assigning of tasks at the proper timings is one of the core parts during assigning duties. The basic principles of the delegation are selecting the right person, taking the time required, delegating the good and bad, delegating the task in advance, and delegating for specific results.
 













Conclusion
The victory and success of any project or work are based on teamwork and their communication skills, which took during their project. The stronger planning, executing, and communicating between team members are having, the more successful of the project will be there. In the world of office work, the organization or a company makes different groups and teams achieve the aims and goals of a proposed project. There is a common difference in making groups and teams, which most people don’t know about it. In most parts of a company, it can be replaced with each other, but if we see in deep, there is a difference between both.
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