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SYMBOL KEY

Symbols used in this workbook:

ﬁ Introduction: A brief overview of the course you are about to begin
/

AR

Learning objectives: A guide to a course’s key points intended to help focus your attention on
{ ;’:5 important elements and essential take-aways

?' Summary: A quick review of what you have learned in the current course

W Personal Action Plan: An opportunity to apply your newly learned skills and knowledge to
your specific work environment



Introduction

In this one-hour audio conference, we will throw light on the common myths about
teamwork, provide a fresh look at collaboration and conflict, examine personality and
interpersonal styles and offer great tips for working with people.

—
@ Learning Objectives

M List key characteristics of successful teams

B Clarify what the differences are between a work group and a true team

M Examine how teams collaborate and conflict

M Describe the four stages of team growth

B Debunk some of the common myths about teamwork

M Explain the main types of groups and how they compare to others

M Describe why teams get better results than groups




Calling a Team a Team Doesn’t Make It One:
Find Out the 13 Key Characteristics That Define
a Successful Team

Calling a team a team doesn't make it one. While you may meet, discuss and work with others,
you may in fact be only a group. True teams possess certain qualities that make them different
from groups.

Thirteen key characteristics that make a team successful are:

1. Trust

2. Empowerment

3. Authentic participation

4. Ability to manage conflict

5. Communication skills

6. Use of delegation to help others

7. Willingness to embrace innovation

8. Leadership

9. Decision-making skills

10. Integration of personalities

11. Need for constructive change

12. Goals and objectives

13. Training



Understand the Differences Between a Work
Group and a True Team—and the Eight Reasons
Why a Team Gets Better Results

People have always formed groups—families, governments, companies. The behaviors of
groups can be as varied as the roles they perform. Research shows that groups are more
successful when they form units called teams. Many managers are satisfied with group
performance, probably because they have not thought beyond what is being accomplished

to what might be accomplished under different conditions. The team-oriented manager can
achieve dramatic productivity improvements within a group by encouraging a climate where
people “buy in” to the concept of a team—where the individual is valued for his or her skills
and ideas and where each team member is motivated by interconnected personal and team
goals that draw a clear connection between the success of one and the success of all.

Why do teams achieve better results than groups?

1. People on a team know they are dependent on each other and understand that
personal and team goals are important. By realizing this, team members’ time
and effort are not wasted squabbling over tasks and attempting to achieve
personal gain at the expense of others.

2. As part of a team, individuals work in an atmosphere of trust and respect, and
are encouraged to openly express their ideas. This generally results in better
question asking and more creative problem solving than is found in groups.

3. Members of a team feel a sense of ownership for their jobs and team because they
have made a personal investment into the team. They are more willing to focus
on being successful for the team’s sake than if they were part of a group where
they might approach tasks as if they were simply hired help.

4. Teams encourage individuals to apply their unique talents and knowledge to
team objectives; thus, members contribute to the organization’s success.

5. Team members practice open communication, which fosters clarity and
understanding and builds a climate of trust and respect.

6. Team members are encouraged to learn on the job, constantly developing new
skills. New and improved skills can directly affect the overall performance of a
team and are often key to its success. Group members may have the opportunity
to learn new skills, but can apply them only at their supervisor’s discretion.

7. Team members are encouraged to participate in the decision-making process,
but understand that the team leader will make the final decision . Generally,
group members do not participate in the decision-making process.

8. Any conflicts that occur in a team environment are resolved quickly and
constructively. Team members are more comfortable being open with each
other, since they are encouraged to freely communicate with each other. Group
members are unable to solve conflicts without the intervention of a supervisor,
which can lead to further, sustained conflict or other serious damage to the
group as a whole.



The Two Primary Classifications of Teams and
How They Compare to Other Groups

1. Multiple-focus Teams are composed of members from across the organization.
This type of team usually addresses a specific task that deals with issues that
affect the entire organization. Team duties are usually secondary to members’
primary job responsibilities. The team is disbanded when the task is completed.
The team leader may be chosen from among the team members.

2. Integral Teams already exist or are permanent teams. Team members devote
their time fully to the assigned task. The team leader may focus on scheduling
and coordinating duties or may actually be a team member. Rotating team
leadership wisely allows members to develop individual leadership skills.

Team Chemistry: Personality and Interpersonal
Styles That Lead to Collaboration—and Also
to Conflict

Turn a diverse group of people into an empowered, smoothly functioning team by:

1. Understanding the different personality dynamics of the team
2. Removing obstacles
3. Training

Together Everyone Achieves More
The four personality styles:
M Targeted

B Enthusiastic
B Accommodating

B Meditative



Targeted

B Focuses on team goals and results

M Expects team to take action and be decisive

B Encourages risk taking

B Expresses own opinions and feelings freely to the team

M Doesn't encourage a lot of interpersonal team member involvement
B Tends to be controlling when under stress

B Competitive

Needs: Control, a fast pace, independence and accomplishment
Fears: Being taken advantage of

Enthusiastic
B Focuses on people and team member relationships
M Enjoys teamwork and people involvement
B Encourages team innovation
B Considers team member facts, opinions and ideas
B Gets team members to do things by using persuasion more than power
B Tends to be impulsive under stress
H Optimistic

Needs: Recognition, approval, a fast pace, involvement and fun
Fears: Being disliked



Accommodating

B Focuses on team harmony and steadiness
B Creates team climate of trust, dependability and security
M Listens sincerely to team member feedback and ideas
B Tends to be more careful and contemplative with the goals and actions of the team
B Tends to be indecisive under stress
B Open and considerate
Needs: Personal assurance, comfort, direction, sincerity and a slower, methodical pace

Fears: Conflict

Meditative

B Focuses on team analysis, facts and details

B Encourages the team to plan strategically and focus on tasks

B Creates a climate where team rules are encouraged and followed
B Encourages the team to solve problems through effective analysis
B Encourages team spirit as much as team process

B Tends to withdraw under stress

B Contemplative and reserved

Needs: To be right, a slow pace for processing information, accuracy and time to be alone
Fears: Being wrong and confronting a quick change without substantiation



The Four Stages of Successful
Team Development

1. Forming

2. Storming

3. Norming

4. Performing



Debunking the Common Myths About Teamwork

B Personality inventories

M Sports teams and organizational teams

B Team leadership

B Physical challenges

Il One person does not a team make

M People truly enjoy working together

B Large teams produce more

B Teams are better at performing a task

B Any situation can benefit from a team

In this program, you've learned about the characteristics of successful teams,
g differences between groups and teams and team classifications. You have also
learned about how team chemistry affects collaboration and conflict. We've taken
alook at the different stages of how teams develop and learned about some of the myths
associated with teams.
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¥y ACTION PLAN—
TEAMWORK ISSUES

Create a concise guide to the challenges and opportunities specific to you and your
organization by completing the statements below.

I plan to approach the following personalities in different ways:

My team fails to exhibit the following traits that successful teams share:

Changes I plan to make that will encourage new behavior:
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Only from SkillPath ...

Training is our only business.

That’s why our books, audios and computer-based training programs are uniquely focused on
boosting your skills, expanding your capabilities and growing your career.

Our expert authors and audio presenters are professional trainers who don't get bogged down
in hype and fluff. They know how to zero in on the essentials, simplify complex subjects and
not waste your time.

As a SkillPath seminar participant, you always get the lowest price and fastest service
because our resources are not sold through middlemen at discount stores, local booksellers
or commercial Web sites.

l.% Only from SkillPath can you get so much.

1300)){ For more information and a free catalog, call toll-free 1-800-873-7545 . —
N Torell or visit us on the Web at www.ourbookstore.com IFLSTHEM ﬁiﬁfﬁlﬁ\

|PEOPLE;

On-Site Training Works

Investing in on-site training demonstrates that
you're serious about your employees’ success—
and the success of your organization.

We can deliver this workshop right to your company’s door or provide customized,
you-pick-the-day training on any program pertinent to your organization’ training

goals. We offer a comprehensive library of more than 250 courses with content
unparalleled in the training industry. Management and supervisory, leadership, business
writing, communication, customer service training, teambuilding, administrative
excellence, desktop design and hardware and software technology training are just a few
of the course offerings available. Whether you have 3 or 300 people to train, SkillPath is the
answer. For complete details and a no-obligation quote, call 1-800-873-7545 and ask for the
on-site training department.
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Please join us again soon!

For dates, locations, complete course outlines and information
on other SkillPath seminars, products and services, visit us at
www.skillpath.com

a division of The Graceland College Center for Professional Development and Lifelong Learning, Inc.
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