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UNIT 1 Teamwork

General Information GGG

A team refers to a group whose members work intensely on a specific common
goal using their positive synergy (=¥ &3 E8th hEHB K E.E M), individual and
mutual accountability ( Z4F:(+) ,and complementary ( B *MyJ) skills.

Nowadays great importance has constantly been attached to developing an
effective team. Then what is teamwork? Teamwork is the co - operative efforts by a
group of people for a common goal. Teamwork is badly needed in any organization
regardless of its scale.

A good team has diversity of backgrounds, providing an opportunity to utilize the
particular strengths of each individual to permit the team to achieve what can not be
achieved by a single individual working along. For the team to be successful, it is
essential that each student contribute to the overall effort of the group.

The success of a team is frequently secured through the organizing ability of the
team leader. The leader,with concurrence of the team members will group divide the
responsibilities for each project—using the particular background of each individual.
For example, one person might take primary responsible for planning, another take
major responsibility for organizing processing and a third lead the work on product
evaluation( 7E {& ). All team members should review the project report before it is
submitted (123%).

Effective teams just do not happen;it takes real effort of both the team leader and
the members of the team. For most of the students, working in a team is a new
experience. It can be frustrating (£ AH% /), especially in the beginning, as the
student learns how to be effective in the group setting. The following are some
suggestions for making the team an effective and satisfying experience.

Working together to a common goal ;

e Remember that each member of the team has something of value to contribute.

1.
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e Each member of the team is an individual—to be more effective get to know
each other's strengths and weaknesses and special capabilities.

e As a member of a group, you have to be willing to share the “ownership” (Ft&
) of your concepts with others of the group.

e The diversity of the team may be frustrating at first, but it is one of the greatest
strength of working in a group.

¢ Be respectful of each member’s feelings, thoughts and ideas.

# Be willing to compromise.

e Don't just complain about problems; see what can be done about them.
Discuss as a group about how to solve the problems that will arise. If all else fails,
seek an arbitrator(fh & A ) before the problem gets out of hand and interferes with
your final grade.

® Remember that a team can become a “family” working together for the
common good.

¥} Warm-up Questions

1. What are the advantages and disadvantages of working in teams?

2. How important are thinking styles in effective teamwork?

3. What qualities could you contribute to a team? What qualities would the other members
need to have to create an effective team?

4. What is important when we want to build up a good team?

5. What are the stages of team development and growth?

Business Reading

Twelve Tips for Team Building .
How to Build Successful Work Teams How to Make Teams Effective

By Susan M. Heathfield

People in every workplace talk about building the team, working as a team, but few
understand how to create the experience of team work or how to develop an effective team.
Belonging to a team,in the broadest sense,is a result of feeling part of something larger than

{11

yourself. It has a lot to do with your understanding of the mission'"' or objectives of your

organization.

. 2.



UNIT 1 Teamwork

In a team-oriented environment, you contribute to the overall success of the organization.
You work with fellow members of the organization to produce these results. Even though you
have a specific job function and you belong to a specific department, you are unified with
other organization members to accomplish the overall objectives. The bigger picture drives
your actions;your function exists to serve the bigger picture.

You need to differentiate this overall sense of teamwork from the task of developing an
effective intact team that is formed to accomplish a specific goal. People confuse the two team
building objectives. This is why so many team building seminars, meetings, retreats and
activities are deemed failures by their participants. Leaders failed to define the team they
wanted to build. Developing an overall sense of team work is different from building an

effective , focused work team when you consider team building approaches.

Twelve Cs for team building

Executives, managers and organization staff members universally explore ways to
improve business results and profitability. Many view team-based, horizontal organization
structures as the best design for involving all employees in creating business success.

No matter what you call your team-based improvement effort. continuous improvement,
total quality ,lean manufacturing'?’ or self-directed work teams, you are striving to improve
results for customers. Few organizations, however, are totally pleased with the results their
team improvement efforts produce. If your team improvement efforts are not living up to your
expectations , this self-diagnosing checklist may tell you why. Successful team building, that
creates effective, focused work teams,requires attention to each of the following.

Clear expectations: Has executive leadership clearly communicated its expectations for
the team’s performance and expected outcomes? Do team members understand why the team
was created? Is the organization demonstrating constancy of purpose in supporting the team
with resources of people, time and money? Does the work of the team receive sufficient
emphasis as a priority in terms of the time, discussion, attention and interest directed its way
by executive leaders?

Context: Do team members understand why they are participating on the team? Do they
understand how the strategy of using teams will help the organization attain its communicated
business goals? Can team members define their team’s importance to the accomplishment of
corporate goals? Does the team understand where its work fits in the total context of the
organization’s goals, principles, vision and values?

Commitment : Do team members want to participate on the team? Do team members feel
the team mission is important? Are members committed to accomplishing the team mission
and expected outcomes? Do team members perceive their service as valuable to the
organization and to their own careers? Do team members anticipate recognition for their
contributions? Do team members expect their skills to grow and develop on the team? Are

« %
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team members excited and challenged by the team opportunity?

Competence ; Does the team feel that it has the appropriate people participating? ( As an
example,in a process improvement, is each step of the process represented on the team?)
Does the team feel that its members have the knowledge, skill and capability to address the
issues for which the team was formed? If not,does the team have access to the help it needs?
Does the team feel it has the resources, strategies and support needed to accomplish its
mission?

Charter : Has the team taken its assigned area of responsibility and designed its own
mission, vision and strategies to accomplish the mission? Has the team defined and
communicated its goals;its anticipated outcomes and contributions; its timelines; and how it
will measure both the outcomes of its work and the process the team followed to accomplish
their task? Does the leadership team or other coordinating group support what the team has
designed?

Control : Does the team have enough freedom and empowerment to feel the ownership
necessary to accomplish its charter? At the same time,do team members clearly understand
their boundaries? How far may members go in pursuit of solutions? Are limitations (i. e.
monetary and time resources) defined at the beginning of the project before the team
experiences barriers and rework? Is the team’s reporting relationship and accountability
understood by all members of the organization? Has the organization defined the team’s
authority? To make recommendations? To implement its plan? Is there a defined review
process so both the team and the organization are consistently aligned in direction and
purpose? Do team members hold each other accountable for project timelines, commitments
and results? Does the organization have a plan to increase opportunities for self-management
among organization members?

Collaboration; Does the team understand team and group process? Do members
understand the stages of group development? Are team members working together effectively
interpersonally? Do all team members understand the roles and responsibilities of team
members? team leaders? team recorders? Can the team approach problem solving, process
improvement, goal setting and measurement jointly? Do team members cooperate to
accomplish the team charter? Has the team established group norms or rules of conduct in
areas such as conflict resolution ,consensus decision making and meeting management? Is the
team using an appropriate strategy to accomplish its action plan?

Communication ; Are team members clear about the priority of their tasks? Is there an
established method for the teams to give feedback and receive honest performance feedback?
Does the organization provide important business information regularly? Do the teams
understand the complete context for their existence? Do team members communicate clearly
and honestly with each other? Do team members bring diverse opinions to the table? Are
necessary conflicts raised and addressed?

. 4.



UNIT 1 Teamwork

Creative innovation: Is the organization really interested in change? Does it value
creative thinking ,unique solutions ,and new ideas? Does it reward people who take reasonable
risks to make improvements? Or does it reward the people who fit in and maintain the status
quo? Does it provide the training, education, access to books and films, and field trips
necessary to stimulate new thinking?

Consequences: Do team members feel responsible and accountable for team
achievements? Are rewards and recognition supplied when teams are successful? Is
reasonable risk respected and encouraged in the organization? Do team members fear reprisal?
Do team members spend their time finger pointing rather than resolving problems? Is the
organization designing reward systems that recognize both team and individual performance?
Is the organization planning to share gains and increased profitability with team and individual
contributors? Can contributors see their impact on increased organization success?

Coordination : Are teams coordinated by a central leadership team that assists the groups
to obtain what they need for success? Have priorities and resource allocation been planned
across departments? Do teams understand the concept of the internal customer—the next
process, anyone to whom they provide a product or a service? Are cross-functional and multi-
department teams common and working together effectively? Is the organization developing a
customer-focused process-focused orientation and moving away from traditional departmental
thinking ?

Cultural change: Does the organization recognize that the team-based, collaborative,
empowering , enabling organizational culture of the future is different than the traditional,
hierarchical organization®) it may currently be? Is the organization planning to or in the
process of changing how it rewards, recognizes, appraises, hires, develops, plans with,
motivates and manages the people it employs? Does the organization plan to use failures for
learning and support reasonable risk? Does the organization recognize that the more it can
change its climate to support teams, the more it will receive in pay back from the work of the
teams?

Spend time and attention on each of these twelve tips to ensure your work teams
contribute most effectively to your business success. Your team members will love you, your

”»”

business will soar, and empowered people will “own” and be responsible for their work
processes. Can your work life get any better than this?

( Adapted from : www. about. com)

» New Words and Expressions

oriented[ '5: rientid, 'surientid ]  adj. adjusted or located in relation to surroundings or

circumstances [A-«--- R ECEB) B, R
.5.
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accomplish| o'komplif ] vz put in effect;carry out a task ;execute the decision of the people
SERL, LB, MU Th

overall[ 'suvors:1]  adj. involving only main features ;including everything GSARY; £

B a0 2EE B

seminar[ 'semina;] 7. a small group of students meeting regularly under the guidance of a

tutor , professor , etc, to exchange information,discuss theories,etc  FFi18E, Bit/ME

executive[ ig'zekjutiv] n. a person or group responsible for the administration of a project,

activity,,or business &, BEITBAR,IBTE

empower| im'paua] vz to give or delegate power or authority to;authorize A, #EiF

charter[ 'tfa:ta] n. a formal document from the sovereign or state incorporating a city,

bank , college ,etc ,and specifying its purposes and rights ¥ 0JiF; 540, EEZ, B

collaboration[ ko/lebo'reifon] n. the act of working with another or others on a joint

project &1, bME

interpersonal[ inta'pa:sonl] adj. between persons;involving personal relationships A5

AZ B, ABRE

priority[ prai'oriti] n. the condition of being prior; antecedence ; precedence % 4%, &

RGILEHBNE

hierarchical[ hais'ra; kikal] adj. classified according to various criteria into successive

levels or layers 43254R Y

Notes

1. enterprise mission: /M ffifiy, RIESWEM SEFRBFHNHELHAGCHTT, £
AR AE RS, RACLNZESR 2B BA, 4l BARKHL
5 iR HE i 1 E AR TE

2. lean manufacturing . ¥& 25 #l1& , XFR¥E 25 4 7= (Lean Production, {5 FR LP) , KA “K" %
AR R RRFRE VARG, WA R, R,
BR—UIR R, mERE TEFEE. CREERAE T ¥RE—TNE N BIRKEHT
R BRI E PR RN, MIERT KREWEEMN LS, ANEEFHKRELS
AIAE T RXRREATIRARESW N —FE~HAREHET R, R AEHEAET,
Plétxf R EARA = TREMBSR. BE4AESG8 T KEEF=50 G40
KRS, I RERBREF PR AR BER™ JOEEARLE,

3. hierarchical organization: SR HAREH , BB ERHE, RIET/EARL TS
Zrryh, B ERIEEMIER TR, 7£20 42 60 £, B EARMEIL = S A AT B
SEEMEHEBAMS I FESNMANE LM TR M. BETIEENRNFRE ALSRHEE, R
AMLEEEREE NI ASRFRHTHNBEREAR, B RE ML THEENL
8, RAMA1ABRIETA B TS —Ek , SR E G SR H AV AL,



UNIT 1 Teamwork

Extended Business Views

What Makes a Good Team Leader?

The way a team is led will have a major impact upon the success or otherwise of the
team. When asked what they want from a team leader, team members will often identify
several values they would want a leader to hold:

——commitment to ! people as well as task is the first key element
desire to support and serve the team as well as lead from the front

enthusiasm , energy , inspiration and sufficient expertise 2

willingness to shoulder responsibility rather than pass the buck 3

——ability to make the team come together to achieve more than a group of individuals.

Commitment to people

Most team members are primarily concerned about relationship and about being valued as
a team member , before they are concerned about the task that the team is to undertake. Feeling
secure in a group environment is an important pre-requisite ¢ before individual contribution.

The good team leader is able to spend time building the team, not only when the team
starts off,but when a newcomer ° joins an existing team.

Desire to support and serve

Whilst team members want to see the ability to lead from the front,they are also strongly
motivated by the ability to lead from the back! Servant leadership from the team leader is vital
if team members are in turn,to want to serve each other. This is a particularly key topic for
Christian leaders. There is a balance to be struck between a willingness to take on any
chores ¢ that need to be done by the team, and taking an inappropriate balance of roles so that
the leadership is diminished 7.

Enthusiasm , energy , inspiration and expertise

Unsurprisingly team members want to be inspired and motivated by team leadership
which has the energy and enthusiasm to fire them up 8. However, they also want to feel

secure that the team leader has themselves, or has access to,the necessary expertise to lead the

commitment[ ka'mitmant Jto  Xf------fEH &G, RHE LG, HARE; (A 2) BH T
expertise[ ekspz;'ti:2] n HITHHREIEEE

pass the buck HEEIFRAE, UMMM EHRATIA

pre-requisite[ pri-'rekwizit] n. Jop &Rk

newcomer| 'nju:kama] n FHFEEMA;FF

chore[tfs:] n FERTHE(AERERLS)

diminish[ di'minif] v. B/ T 8, KK

fire up K, B (8D RB/ESR, PRAE
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