Teamwork Module Study Notes

Realities of Teams Today

	Personality clashes between team members or disagreements about the level of contribution of 	individual team members need to be resolved

[bookmark: _GoBack]	Effective team members are: committed (reliable and trustworthy), willing to offer and ask for 	help, motivated (invest time and energy to achieve team goals), ensuring that each team 	member is supported in contributing to the achievement of team goals

	Teamwork and collaboration at Cisco Systems:
· How was the change justified – improve company productivity leveraging past successful experiences with teams
· Compare command and control versus collaboration and teamwork – each has their place; the former is needed to implement decisions; the latter is needed to come up with the decision on what to do
· The CEO’s biggest challenge – letting go of his authority to make decisions and giving teams the time to come up with the decision

Reflecting on Past Team Experiences to Identify Individual Skills Needed for Success in Teams and How Team Members Should Behave

	Individual differences consist of: work styles, cultural backgrounds, personalities (including 	introvert and extravert) 

	The act of providing feedback:
· is affirmative to the receiver
· increases motivation for both the giver and the receiver
· promotes learning
· improves the relationship between the giver and the receiver
· should be: genuinely helpful, affirmative and supportive, collaborative, timely, clear and direct, specific and focused on a limited number of issues and should be checked for understanding, and should provide direction for improvement

	Strategies to use when receiving feedback:
· receiver should control feedback
· focus on understanding the feedback, not necessarily agreeing with it
· provide information to correct misinformation or misperception
· express what you will do with the feedback

Stages of Team Development

	The behaviour of a team changes over time on two dimensions: task behaviour (related to 	completing all the team activities), and relationship or interpersonal behaviour (related to 	dealing with each other)

	This behaviour follows a predictable/sequential pattern including 5 stages

	Forming Stage:
· task behaviour - orientation to the task, ground rules, deciding what experience and information is relevant to the task
· interpersonal behaviour - relying on the team leaders in determining acceptable behaviour

	Storming Stage:
· task behaviour - some degree of resistance to the demands of the task based on perception of the difficulty of the task or personal abilities
· interpersonal behaviour - conflict due to individual differences or the imposition of structure on individual behaviour

	Norming Stage:
· task behaviour - open exchange of information, ideas and opinions related to the team task as work begins
· interpersonal behaviour - acceptance of the team and each other leading to team unity and the avoidance of interpersonal conflict

	Performing Stage:
· task behaviour - implementation of decisions as the team moves to successful completion of the task
· interpersonal behaviour - relationship issues have been or will quickly be dealt with so team members focus on effective problem solving

	Adjourning Stage:
· task behaviour - tasks wrapped up and team members move on
· interpersonal behaviour - team members thank each other and say good bye

	At the end the team members should reflect and learn from this experience

	This developmental sequence is inevitable resulting in significant task performance once the 	performing stage is reached.

	A conscious effort to answer questions associated with each behaviour in each stage can more 	quickly transition a team to the Performing stage.

	Knowledge about each stage will help in solving any current problems that arise.

Five Conditions for Team Success

	How well a team performs depends on how well a leader designs and supports the team so that 	the team can manage themselves; not on the leader's personality or management style.

	Teams can outperform the equivalent number of individuals but often don't because teams 	haven't typically been used in an individual's life experiences, and the five conditions are not in 	place at the appropriate time in a team's existence.

	Support (enacted when team's are first formed) gets team members comfortable thinking and 	acting at the team level, and include four features:
· objective - provides teams with the opportunity to work interdependently to produce something
· boundaries - knowing who is in the team supports responsibility and accountability
· authority - the team does the work on their own designing their work processes (including norms of conduct) and identifying the resources needed; setting the direction
· stability of the team over time - allows for greater team time allocated to working together

	Compelling Direction (enacted when team's are first formed) controls energy and increases 	motivation through a collective focus and is provided by someone in authority

	Enabling Structure (enacted when team's are first formed) will powerfully and efficiently 	facilitate teamwork, and include three features:
· design - needs to be meaningful to each team member to facilitate personal responsibility including trustworthy feedback
· norms of conduct - identifies behaviours of team members that will support teams in achieving their goals, including primary (outward focused on a team and its performance) and secondary (behaviours that need to be regulated) enablers
· team composition - no more than 4 to 5 team members with a variety of talents and perspectives, including interpersonal skills, which provides optimum marginal productivity

	Supporting Context (enacted throughout the duration of the team) that enables team 	performance, and includes three organizational systems:
· reward system - provides recognition and reinforcement through being understood, accurately reflecting results achieved and perceived by team members that behaviour can impact the results achieved
· information system - provides data to assess performance and plan ahead
· educational system - informs team members to increase productivity

	Expert Coaching (enacted throughout the duration of the team) acts as preventative 	maintenance, and includes three aspects of interaction:
· amount of effort - each team member needs to be held accountable
· appropriateness of effort - each team member's efforts needs to be directed to the tasks and informed by a situational (SWOT) analysis
· level of knowledge and skills - each team member's needs to be compatible with the team goals and objectives and shared

	The three types of coaching interventions: motivational (when focusing on effort), consultative 	(when focusing on strategy) and educational (when focusing on knowledge) should be used 	sequentially through the life of a team starting with motivational.

	The final challenge with coaching is to make the learning happen, be team members sharing 	with one another; and through failures and successes.

	With teams experiencing low levels of performance good coaching needs to focus on the cause 	(structural or contextual) and not the symptom.

Meeting Management
  
	Prepare for team meetings by: having an agenda and reading it, being ready to present on your 	agenda items, be informed on other agenda items, set a time for the meeting, ensure that all 	team members are informed about the meeting, and be responsible if you are unable to attend 	a meeting (ensure other team members know of your planned absence, ensure someone else 	will cover off your agenda items, and inform yourself on what happened at the meeting your 	missed)

	At the actual meeting: be on time; first thing, agree on the agenda; ensure everyone has an 	opportunity to contribute to the discussion on each agenda item; park unplanned for items that 	come up but are not on the agenda; agree on when the next meeting will happen; and put in 	place a process for setting the agenda, including responsibility for each item, for the next 	meeting

Deal with personal conflict within a team by: focus on the issue, not the person; remember that confrontation is not a fight; think through the issue; remember the parties to the conflict think they are right; stay focused on the issue; solicit ideas from other teammates to resolve the conflict; ask for help from your TA or instructor 

	 


