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TEAM WORKING SKILLS



TEAM WORKING SKILLS

What they are and why they’re important

+ Do you get a real buzz out of working and collaborating with others?
+ Ordoyou prefer to go it alone?

At various stages of your life, you'll have been a member of a team or a group. You might have played
team sports, or been involved in local neighbourhood projects, and you'll certainly have been part of
school class group from early childhood onwards. Some people are natural team players, whilst for
others, getting along in a group can take patience and effort. If you start to think about it, you'll probably
be able to identify times when being in a group or team has brought out the best in you, as well as the
worst.

The ability to work well in a team is a soft skill which is crucial for your employment prospects, but it's
probably best to think of it as a cluster of several related skills, rather than a skill in its own right. Teams

and groups often fall down because one of these other skills is missing. It's not possible to have an
effective team in which communication skills and time management skills, for example, are absent.

How to use this toolkit

You can either use the sections of the toolkit on your own or as part of a group. Your tutor/mentor/
support worker will help decide which approach is better suited to meet your individual needs.

If you have not done so already, then read the ‘Introduction and Guidance' section which gives an overview
of how to get the best out of your use of the UM]J toolkit.

If you need more space to write down your thoughts or actions then use additional sheets of paper.
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TEAM WORKING SKILLS

Learning Outcomes

In this section, you will:

+ Reflect on the different roles within a team and how you work with other people.

* Think about some strategies to become a more effective team member.

+ Plot out your own skills and abilities in team working, and decide how you might need to improve
these skills.

+ Identify a situation or task you are involved in, and plan to apply some team working techniques
whilst involved in this.

+ Evaluate how your skills have developed as a result of this activity, and how you plan to keep on
developing your team working skills.

Remember! Your skills won't develop overnight. You will need to give some time to work through these
activities, go away and try out your skills, then come back and see how much your skills have improved.

If you need help, ask someone to work through this section with you. This could be a teacher, youth
worker, coach, mentor or employment advisor, or someone in a similar role.

This stage of the journey is slightly different from the other stages, and will draw on each soft skill included

so far in order to develop your teamwork skills. But first, let's see where you're at before you start this
stage of the journey. It's time to take a skills check.

You may find this chart helps you to plan and track your progress through your journey:

Date Date

started finished Your notes

Aspect

Initial skills check

Development activities

Action planning

Developmental
activities

Reflection, evaluation
and 2nd skills check

Moving on
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BEFORE THE JOURNEY - SKILLS CHECK

Think about when you have been in a team before, from childhood until now.

What worked well in these teams?
Was there anything that could have been improved to make the team more effective?

Write some notes in the table below.

The team | was part of:

What worked well: What could have been improved:

Think or discuss, why is good team working important in these teams? What could go wrong if they don't
work together? You don't have to write anything.

Wy

i A
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Now, complete the Skills Check.

Step 1:

Indicate the places on the chart which best represents where your skills are at.

You can shade or colour in the grid, or mark with a X and then draw a line to plot out your skills.
You can do this by yourself if you want to. If you're not sure how to complete this, ask for help.

Emerging Consolidating | Established
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Example: | enjoy working with other people, sharing ideas 2 4 5
and tasks to achieve a common aim
] | enjoy working with other people, sharing ideas and 1 2 3 4 5
tasks to achieve a common aim
> | am self-motivated and get on with things, but know 1 2 3 4 5
when to ask for help from other people
3 | trust other people and make allowances for other 1 2 3 4 5
ways of getting things done
4 I am a good listener and take on board new ways of 1 2 3 4 5
working
5 | understand the importance of body language in 1 2 3 4 5
effective communication
6 | respect other people’s ideas and cultural values and 1 2 3 4 5
manage conflicts
o 1 2 3 4 5
7 | lunderstand how my role fits within a larger team
: . : 1 2 3 4 5
8 | I devise creative solutions to help sort out problems
, , , 1 2 3 4 5
9 |Isetgoalsand plan actions in order to achieve them
10 | keep other people informed of progress, letting them |1 2 3 4 5
know if a task will take longer than planned
Shade in the box which indicates your overall team working skills level.
Overall, my team working skills are: Emerging Consolidating Established

oy
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Emerging = your skills are starting to develop.

Consolidating = you're practicing and
developing your skills, but you're not quite
there yet.

Established = your skills are well developed,
and have become part of how you naturally do
things.



Step 2:

Ask someone who knows you well to shade or mark the spaces which best represents where you're at.
This could be a teacher, youth worker, mentor or employment advisor, or someone in a similar role.
They must not look at your answers!

Peer reflection carried out by: Emerging | Consolidating | Established
pr—
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Example: Enjoys working with other people, sharing ideas
and tasks to achieve a common aim

.
IN
6]

1 Enjoys working with other people, sharing ideas and 1 2 3 4 5
tasks to achieve a common aim
2 Is self-motivated and gets on with things, but knows 1 2 3 4 5
when to ask for help from other people
3 Trusts other people and makes allowances for other 1 2 3 4 5
ways of getting things done
4 Is a good listener and takes on board new ways of 1 2 3 4 5
working
5 Understands the importance of body language in 1 2 3 4 5
effective communication
6 Respects other people's ideas and cultural values and 1 2 3 4 5
manages conflicts
, R 1 2 3 4 5
7 | Understands how their role fits within a larger team
. , . 1 2 3 4 5
8 | Devises creative solutions to help sort out problems
, , , 1 2 3 4 5
9 | Sets goals and plan actions in order to achieve them
1 2 3 4 5

Keep other people informed of progress, and lets them

10 know if a task will take longer than planned

Shade in the box which indicates their overall team working skills level.

Overall, their team working skills are: Emerging Consolidating Established

Emerging = your skills are starting to develop.

) Consolidating = you're practicing and
ey developing your skills, but you’re not quite
there yet.
Established = your skills are well developed,
and have become part of how you naturally do
things.
— P et~
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Step 3:
Next, plot your answers on the spider web diagrams below.

Q1 - Q10 represents the questions. On each question, if you answered 5, circle the blue cross. If you
answered 4, circle the purple cross. If you answered 3, circle green; 2 circle red; 1 circle dark blue.

When you have circled all the crosses, right around the web, you should join each cross with a black

line. The final diagram should look something like a spider's web and can be lots of different shapes
depending on your answers.

If you need more help, look in the Instructions and Guidance section for how to do this.

My responses: The other person’s responses:
Q1 Q1
5 5
Q10 . Q2 Q10 . Q2
3 3
2 2
Q9 1 Q3 Q9 1 Q3
0 0
Q8 Q4 Q8 Q4
Q7 Q5 Q7 Q5
Q6 Q6

Discuss your different grids.

« Areyour finished diagrams the same or different?
« Do other people see you the same way you see yourself?

Decide together what your strong and weak areas are, and make sure you both agree.
List your strengths and weaknesses below.

What are your three weakest areas? What are your three strongest areas?
Area 1: Area 1:
Area 2: Area 2:
Area 3: Area 3:

Your strongest areas might be the team working skills you're good at, but you can always improve. Your
weakest areas are definitely areas you should think about improving.

Remember that the levels are personal to you and reflect your habits, knowledge and experience and
cannot be compared with other people who will have different backgrounds.
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YOUR NOTES
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CONTINUING THE JOURNEY - DEVELOPMENT

ACTIVITIES

You're already on a journey, because you're already involved in some kind of activity or project which
means that you have to work together with other people.

Teamwork as a combination of skills

If you've worked through some of the other sections, you'll have probably noticed
that teamwork is made up of lots of different skills. In many ways, it's best to think of
teamwork as a ‘cluster’ or combination of skills.

Communication
Skills

Adaptability Skills

Positive Attitude

Problem Solving &
Analytical Skills

Communication
Skills

Adaptability Skills

Positive Attitude

Work Ethic

Time & Energy
Management

Communicate with confidence. You put forward your ideas confidently,
in a constructive manner, whilst being respectful of the rest of the team.
Develop active listening skills. You listen before you speak, and willingly
take on board new ideas. You are able to accept criticism without being
defensive and don't argue every point.

Manage conflicts. Where a difference of opinion arises or a failure occurs,
disagreements can occur. You use your conflict resolution skills to bring
about a solution.

Overcome setbacks. A team often comes across challenging situations
which require a change of approach or direction. You are able to adapt to
these situations and support other team members who might need help.

Keep on learning. You can reflect on what's worked well, and you can
continue to learn, develop and improve based on your experience.

Focus on the positives. You don't ignore the bad things, but you keep
yourself focused on what's working well. You are comfortable praising
other team members when they deserve it.
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Time & Energy + Be consistently reliable. You show up on time and can be relied upon to

Management do your fair share of the work. You see things through to completion all
the time.
Work Ethic + Be prepared to go the extra mile. If unexpected issues arise, you co-

operate with the others and are happy to put in additional effort to get
things back on track.

+ Share your knowledge and experience. You know that every member of
ateam has special talents. You share your own knowledge and experience
freely with the rest of the team.

Problem Solving +  Work together to solve problems. Whenever the team comes across
& Analytical Skills a problem, you work together without conflict to share your ideas and
come up with solutions.

Look back at each stage of your soft skills journey
so far.

*  What are your strongest soft skills?

*  Which do you think you need to develop further?

*  What skills can you contribute to a team?

* Can you think of any other skills needed in
a team which are not listed in the table above?

Make some notes in the table below.

My strongest soft Skills | need to Skills | can contribute | Other skills needed
skills: develop further: to a team: in a team:
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Team working networks

Teamwork and co-operation is fundamental to what makes us human. If we hadn't learnt how to co-
operate and work together, society would never have evolved to the rich complexity we see around us
today.

Everything we use and consume E

is the result of a network of co- @

operation. Most of this is hidden %&3; ... ‘ 05;"9“}
from view, and we simply don't @ @ .

think about it. However, when we '@ﬂl e o @
start thinking about it, we realise 3 @ \
that were connected to other O ¥ ‘-
people - past, present and future N

- in ways we were probably never
aware of.

When did you last drink a cup of coffee?

If you drank it in a café, somebody was employed in
a team to make it for you. But it doesn't stop there.
Another team made the cup you drank out of. Another
built the coffee machine, and provided the water and
electricity. Coffee growers thousands of kilometres
away grew the coffee beans. A team dried and roasted
these, then transport workers shipped them to Europe.
If you added milk, a dairy farmer milked the cows, which
was then pasteurised, put into cartons, and transported
to a wholesaler. And so it goes on...

Think of at least 10 links in the network of co-operation for one of the following
items:

+ The chair you're sitting on
+  The t-shirt, shirt or vest you're wearing
« Alaptop, tablet or smart phone you regularly use

How many links in the network of co-operation can you find?
How many teams were involved?
What might the impact of these items be for people in the future?

Turn to the final page of this section for some suggestions if you get stuck.
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ACTION PLANNING

Because teams are so important to our daily lives, it's important that they function well.
Understanding the roles in a team can help team members to work more effectively
together.

According to one approach, there are five basic roles possible within a team?:

@ TO DO

The Leader ensures that everyone knows what needs to be done, and that
everyone is clear on the team'’s objectives. If people lose focus, it's the leader’s
job to make sure they get back on track.

The Challenger constantly asks questions about the effectiveness of the team,
but they do this in order to make the team work better. They sometimes play
‘devil's advocate’ to get the best solution.

who coast along.

The Doer is more concerned with rolling their sleeves up and getting on with
the job. They are willing to work hard for the team, but they don't like people

]

2
The Thinker likes to take a step back to analyse the situation more clearly. They
might look carefully at things in detail, or they might focus on the bigger picture.
They will often come up with original solutions.

¢

x The Supporter sees their role as keeping the team happy, smoothing over

disagreements, and supporting those in difficulty. They might also use humour
as a way of distracting from conflict.

It's important to recognise that we can sometimes change roles depending on the team we're in, and we
might take on more than one role within a team. Which one best describes you? Complete this sentence.

1 See: https://cdkleadership.weebly.com/teamwork.html
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Unfortunately, teams can go wrong. A strong team will have a mix of different types of team worker,
rather than one type of team worker dominating.

What went wrong? What advice can you give to the people in the following teams? Think
about this or discuss with another person. You don't have to write anything.

—u

The team was given a basic brief of what the client
wanted, and they got on with the job quickly and
efficiently. However, there wasn't any clear guidance
from the client as the job progressed, and nobody
questioned this. Unfortunately the client isn't happy
with the finished results. Everyone was so busy finishing
the job that they didn't stop to think about the quality of
their work.

These office workers are not getting on. They have a lot
of work to do, but keep arguing about the best way of
getting it done. A few people are trying to manoeuvre
so they can take on the role of leader, but most people
think they know best. Everybody has their own opinion
and sticks to it. They just go round in circles - and the
deadline is very rapidly approaching.

Think about, or discuss, a team or group you have been involved in before. You don't have to write
anything.

+  Was each of Honey's team roles represented by at least one person?

*  Were any of these not represented? Or were there too many people in one type of role?

*  Who was the most effective member of the team? Why?

*  Who was the least effective member of the team? Why?

*  Was the team successful or not? Why?

Think about your ‘dream team’. Write some notes in the box below.

Out of all your friends, family and colleagues, who would be part of this, and why?

@4 T0 PO &-e

W
|

Leader Challenger Doer Thinker Supporter
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Now, identify a team or group you're currently involved in, or will soon be involved in. This should
be related to the task, activity or project you're part of now.

a5
The aim of the team is to: c

The team roles we need are:

You're ready to start! As you begin your teamwork, make some notes about the following

points.

What's your role in the team?

Can you identify which role
each person is performing?

Who is the best team player?
Why?

How are you helping the team along? What's your unique contribution to the team?

How are you using your skills in the following areas?

Communication skills

Adaptability skills

Positive attitude

Time & energy management

Work ethic

Problem solving & analytical
skills

What was your role in resolving

What role did other team

UM]J TOOLKIT - TEAM WORKING SKILLS

this? members play in resolving
this?
Think of one problem which
the team has faced, and how
this was resolved.
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REFLECTING AND EVALUATING

How did it go? Here's your chance to reflect on how you've improved your team working
skills. Fill in each arrow below with your results and thoughts.

What task/activity did
you complete?

Did you follow your own
advice on team working?
How?

Can you nhow manage
your membership of
a team better? How?

What new skills in team
working will you take
with you and develop
further in the future?
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AFTER THE JOURNEY - SKILLS CHECK

You've almost completed this stage of your soft skills journey. You've used this part of the journey to
think about your teamwork skills. Now it's time to see how much distance you have travelled in your
teamwork skills journey. Indicate in the spaces which best represents your skills now.

Emerging Consolidating | Established
S5 Z T wn o g > >
gl s = | 82 | g%
o o 3 2T | F
z & @ 5 3
s S
Example: | enjoy working with other people, sharing ideas 4 5
and tasks to achieve a common aim
] | enjoy working with other people, sharing ideas and 1 2 3 4 5
tasks to achieve a common aim
5 | am self-motivated and get on with things, but know 1 2 3 4 5
when to ask for help from other people
3 | trust other people and make allowances for other 1 2 3 4 5
ways of getting things done
4 | am a good listener and take on board new ways of 1 2 3 4 5
working
5 | understand the importance of body language in 1 2 3 4 5
effective communication
6 | respect other people’s ideas and cultural values and 1 2 3 4 5
manage conflicts
R 1 2 3 4 5
7 | lunderstand how my role fits within a larger team
. . : 1 2 3 4 5
8 || devise creative solutions to help sort out problems
. . ) 1 2 3 4 5
9 |Isetgoalsand plan actions in order to achieve them
| keep other people informed of progress, letting them |1 2 3 4 5
10 . :
know if a task will take longer than planned
Shade in the box which indicates your overall team working skills level.
Overall, my team working skills are: Emerging Consolidating Established

Emerging = your skills are starting to develop.

) Consolidating = you're practicing and
od developing your skills, but you're not quite
there yet.
Established = your skills are well developed,
and have become part of how you naturally do
things.
— P et~
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Again, ask the same person who knows you well to indicate on the chart the spaces which best
represent where you're at now. They must not look at your answers!

Peer reflection carried out by: Emerging | Consolidating | Established
523 £ | ¢ |gg |3z
e B = 3 - C Ee]
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&7 = 5 8< s
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Example: Enjoys working with other people, sharing ideas
and tasks to achieve a common aim

.
N
wn1

1 Enjoys working with other people, sharing ideas and 1 2 3 4 5
tasks to achieve a common aim
5 Is self-motivated and gets on with things, but knows 1 2 3 4 5
when to ask for help from other people
3 Trusts other people and makes allowances for other 1 2 3 4 5
ways of getting things done
4 Is a good listener and takes on board new ways of 1 2 3 4 5
working
5 Understands the importance of body language in 1 2 3 4 5
effective communication
6 Respects other people's ideas and cultural values and 1 2 3 4 5
manages conflicts
. N 1 2 3 4 5
7 | Understands how their role fits within a larger team
. , . 1 2 3 4 5
8 | Devises creative solutions to help sort out problems
_ _ , 1 2 3 4 5
9 | Sets goals and plan actions in order to achieve them
1 2 3 4 5

Keep other people informed of progress, and lets them

10 know if a task will take longer than planned

Shade in the box which indicates their overall team working skills level.

Overall, their team working skills are: Emerging Consolidating Established

Emerging = your skills are starting to develop.

) Consolidating = you're practicing and
0y developing your skills, but you're not quite
there yet.
Established = your skills are well developed,
and have become part of how you naturally do
things.
— P et~
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Next, plot your answers on the spider web diagrams below.

If you need more help, look in the Instructions and Guidance section for how to do this.

My responses: The other person’s responses:
Q1 Q1
5 5
Q10 4 Q2 Q10 4 Q2
3 3
2 2
Q9 1 Q3 Q9 1 Q3
0 0
Q8 Q4 Q8 Q4
Q7 Q5 Q7 Q5
Q6 Q6

If your spider's webs look the same, that's fine. Go to the next stage.
If they're different, work together to produce a single spider’'s web you can both agree on.

Plot out two diagrams - your skills before, and your skills now.

My skills before: My skills now:
Q1 Q1
5 5
Q10 4 Q2 Q10 4 Q2
3 3
2 2
Q9 1 Q3 Q9 1 Q3
0 0
Q8 Q4 Q8 Q4
Q7 Q5 Q7 Q5
Q6 Q6

Are your ‘before’ and ‘after’ diagrams different? How much progress have you made?
If they're the same, don't be disheartened. Sometimes we slip backwards, or we need more time to
develop our skills. This is part of the journey!

Remember that the levels are personal to you and reflect your habits, knowledge and experience and
cannot be compared with other people who will have different backgrounds.
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CONTINUING THE JOURNEY

This part of the journey is almost over. It's time to prepare for the next stage.

1. How are you going to continue developing your team working skills?

I am going to continue developing my team working skills by:

2. You've applied for a job or training course, and they want to know what experience you have in
being an effective member of a team.

What examples can you now give in your written application?

3. They liked your application, and they want to invite you for an interview.

What further examples of good team working skills should you mention in your interview?

You are now ready to move on to your next skill.
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Answer Sheet

Here are some suggested answers for the team working networks activity. The more connections you
make, the more links you can find - for each one, there are an infinite number of links.

A chair

A team managed a forest which the wood came from.

A team cut down the tree.

A team sawed the tree into shape to be used in furniture.

A team made the upholstery in a factory.

A team wove the fabric covering in a factory.

A team of designers produced the design for the chair.

A team in a factory assembled all the parts to produce the chair.

A team transported the chair to a warehouse, then to a shop, probably by ship and lorry.
A team of designers produced the marketing and advertising which tried to sell the chair.
10 A team working in the shop sold the chair.

A t-shirt

LNV AWN =

A team worked in a cotton field to grow the cotton.

A team produced the dye which ensured that the t-shirt would be white (or any other colour).
A team refined the cotton so that it could be spun into a t-shirt.

A team produced the pattern and design for the t-shirt.

A team of machinists in a factory cut the fabric and sewed the t-shirt together.

A team designed the sewing machines the machinists used.

A team transported the t-shirt to a warehouse.

A team transported the t-shirt to a shop to be sold.

A team designed the advertising campaign for the shop.

10 A team working in the shop sold the t-shirt.

Lo~ AWN =

A laptop

1. Ateam worked in a mine to extract the rare earth metals.

2. Ateam soldered the microchips together.

3. Ateam designed and produced all the additional components, e.g. webcam, keys, screen, etc.

4. Ateam assembled all the components for the laptop together.

5. Ateam produced the physical design for the laptop.

6. Ateam designed the operating system for the laptop (e.g. Windows OS).

7. Ateam designed and produced the software to make the laptop work (e.g. Microsoft applications).
8. Ateam designed the marketing and advertising for the laptop.
9. Ateam transported the laptop to a warehouse, and then to a shop.
10. A team working in the shop sold the laptop.

All of these items might affect people in the future in various ways. They might be sold or given to new
owners second-hand. They could all be recycled and made into new products. Or they could end up in
landfill, where they will take many years to biodegrade. In the case of the laptop, sending this to landfill
would likely cause toxic leaks into the surrounding soil from the rare earth metals and plastics used. This
would stay in the environment for many years, posing a health hazard for future generations. In the case
of the chair, the upholstery might be synthetic, and it might also take many years to biodegrade, with
a similar toxic effect if sent to landfill.
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