Tips for Effective Teamwork

Hello, my name is Tracey Sinclair and I would like to welcome you to this AAT podcast on tips for effective team working. This podcast forms part of a mini-series on working in groups or teams.

Let’s look at some of the basics to begin with. Sometimes we have to build an effective team often very quickly and perhaps using people who do not usually work together or even know each other. It is important therefore to establish some team activities as early on as possible in order to promote the establishment of good working relationships.

This can be achieved by getting the team to work together on a common task or objective. Sharing the activities associated with the objective is a good team building exercise and is also a good way to ensure maximum input and expertise is applied. 

It is also important to try and understand peoples’ behavioural preferences when it comes to the role that they play in a team. A tool like Belbin or another profiling exercise can be very helpful to identify these preferences. However spending a little time on good old observation, questioning and listening also goes a long way. 

There have been many, many studies to try and establish the recipe for success as far as teams are concerned and the following list summarises the key principles identified by most research on this subject. There are ten key elements to effective teams:
1. That they have clearly stated goals and objectives.

2. That there is an openness and assertiveness between them.

3. That they regularly review their work and their performance.

4. A high level of support and trust between them.

5. Clear procedures.

6. Setting standards and performance expectations.

7. The opportunity for their own personal development within the team.

8. An element of social skill sand social activities.

9. Reward and recognition schemes.

10. Good centred leadership.

Now let’s look at ground rules. Ground rules can be a very useful tool to promote the use of appropriate team behaviours. They are simply a list of appropriate behaviours that is complied, agreed and committed to by the team. It is a tool that a manager can use which involves all of the team, obtains commitment to those appropriate behaviours and provides a non-threatening way of bringing people back on course when their behaviour strays.

Some typical examples of ground rules might be:

· To be open and honest with each other.

· For us to speak one at a time and not interrupt.

· To think that the customer comes first.

· To have a can-do attitude.

· To be sensitive and respectful of others.

· To be positive in attitude and conduct.

· To encourage participation in every team member and listen to all views expressed.

· To learn by mistakes.

· Share and celebrate success.

· Respect confidentiality.

· Accept and support the consensus of the team.

· To keep to the point and be concise.

· To respect agreed timings.

· And perhaps last but not least to have fun!

This is quite a long list of ground rules but you could very easily work with your team to establish a few that really work for them.

Influencing others
We all need to influence many different people during our personal and working lives. It is important to think about the most appropriate way to influence in each case. This means giving consideration to the situation and the person you are trying to influence rather than always relying on your most comfortable style or approach.

A good influencer will be flexible in their approach and have range. The following list shows some of the qualities that we generally like to be displayed by people we deal with. Which of them do you think you could improve on and raise your influencing skills?
· Good active listening skills.

· A good sense of humour.

· A strong sense of commitment and values.

· Approachable and flexible.

· Assertive and forthright.

· Showing care and consideration for others.

· Fair and objective.

· Friendly and polite.

· Clear and articulate.

· Well prepared and organised.

· Open and honest.

· Well informed and showing confidence.

· Positive and enthusiastic.

Off all of these things which positively influence others, the one that is proven to be the most powerful of all are the good active listening skills. So if you want to influence other people this is a great place to start.

And this ends the podcast on tips for effective team working.
