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          Introduction and guidance

          

        

      

    

  
    
      
        Introduction and guidance
                          
        This free badged course, Working in diverse teams, will help you consider your experience of working in teams and the different roles you play in them. It will increase your
          confidence in marketing this key skill to employers as well as improve your ability to perform well in teams you are currently
          part of.
        
             
        The course lasts eight weeks, with approximately three hours’ study time each week. You can work through the course at your
          own pace, so if you have more time one week there is no problem with pushing on to complete another week’s study.
        
             
        As part of this course, you will undertake a number of interactive quizzes, of which Weeks 4 and 8 will provide you with an
          opportunity to earn a badge to demonstrate your new skills. You can read more on how to study the course, and about badges,
          in the next sections.
        
             
        You have been provided you with an interactive toolkit in which you can collect all your thoughts together in one place. You
          will be directed at specific points to use the toolkit, however you can use the toolkit and the templates within it as you
          complete activities throughout the course, which will provide a resouce that you can draw on in the future to help shape your
          career. Using the toolkit is optional: if you would rather note your responses down in a different way, that is fine.
        
             
        After completing this course you will be able to:
             
                         
          	understand why employers value working in teams as a key employability skill
                 
          	identify different team roles and your preferred team role, and articulate your experience of working in teams to employers
            with more confidence
          
                 
          	identify different stages of team development and understand why this helps team performance
                 
          	understand the benefits of increased team diversity and some of the issues this brings to team performance
                 
          	consider how a virtual team differs from other teams and the challenges of working in virtual teams.
             
        
             
        
          Moving around the course

          In the ‘Summary’ at the end of each week, you can find a link to the following week. If at any time you want to return to
            the start of the course, click on ‘Course content’. From here you can navigate to any part of the course. Alternatively, use
            the week links at the top of every page of the course.
          

          It’s also good practice, if you access a link from within a course page (including links to the quizzes), to open it in a
            new window or tab. That way you can easily return to where you’ve come from without having to use the back button in your
            browser. You can do this by holding down the ‘CTRL’ key (or CMD on a Mac) and left clicking the mouse button; or right click
            and ‘open in new tab’.
          

        
             
        The Open University would really appreciate a few minutes of your time to tell us about yourself and your expectations for
          the course before you begin, in our optional start-of-course survey. Participation will be completely confidential and we will not pass on your details to others.
        
             
        
          What is a badged course?

          While studying Working in diverse teams you have the option to work towards gaining a digital badge.
          

          Badged courses are a key part of The Open University’s mission to promote the educational well-being of the community. The courses also provide another way of helping you to progress from informal to formal learning.
          

          To complete a course you need to be able to find about 24 hours of study time, over a period of about eight weeks. However,
            it is possible to study them at any time, and at a pace to suit you.
          

          Badged courses are all available on The Open University’s OpenLearn website and do not cost anything to study. They differ from Open University courses because you do not receive support from
            a tutor. But you do get useful feedback from the interactive quizzes.
          

          
            What is a badge?

            Digital badges are a new way of demonstrating online that you have gained a skill. Schools, colleges and universities are
              working with employers and other organisations to develop open badges that help learners gain recognition for their skills,
              and support employers to identify the right candidate for a job.
            

            Badges demonstrate your work and achievement on the course. You can share your achievement with friends, family and employers,
              and on social media. Badges are a great motivator, helping you to reach the end of the course. Gaining a badge often boosts
              confidence in the skills and abilities that underpin successful study. So, completing this course should encourage you to
              think about taking other courses.
            

            
              [image: ]

            

          

        
             
        
          How to get a badge

          Getting a badge is straightforward! Here’s what you have to do:

                               
            	read each week of the course
                     
            	score 50% or more in the two badge quizzes in Week 4 and Week 8.
                 
          

          For all the quizzes, you can have three attempts at most of the questions (for true or false type questions you usually get
            only one attempt). If you get the answer right first time you will get more marks than for a correct answer the second or
            third time. If one of your answers is incorrect you will often receive helpful feedback and suggestions about how to work
            out the correct answer.
          

          For the badge quizzes, if you’re not successful in getting 50% the first time, after 24 hours you can attempt the whole quiz,
            and come back as many times as you like.
          

          We hope that as many people as possible will gain an Open University badge – so you should see getting a badge as an opportunity
            to reflect on what you have learned rather than as a test.
          

          If you need more guidance on getting a badge and what you can do with it, take a look at the OpenLearn FAQs. When you gain your badge you will receive an email to notify you and you will be able to view and manage all your badges
            in My OpenLearn within 24 hours of completing the criteria to gain a badge.
          

          Get started with Week 1.

        
         
      

    

  
    
      
        
          Week 1: Why employers value teamwork

          

        

      

    

  
    
      
        Introduction
                          
        Welcome to Week 1 of this badged course on how to work in diverse teams.
             
        To begin, watch the following video in which Lynne Johnson introduces Week 1. Lynne works for the Careers Service at The Open
          University and has worked in adult career guidance for over 20 years.
        
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        As suggested in the Introduction and guidance, it is recommended that you record your responses to the activities throughout the course. As part of the course, you have
          been provided with an interactive toolkit in which you can keep your notes together. You will be directed to different parts
          of the toolkit at specific points throughout the course. However, if you’d prefer to use a notebook that is, of course, also
          fine.
        
             
        By the end of this week, you will be able to:
             
                         
          	explain the difference between a group and a team
                 
          	understand different types of team 
                 
          	start to identify some of the teams you have been part of 
                 
          	identify some of the advantages and difficulties of working in a team
                 
          	consider how you can increase your experience of working in teams.
             
        
             
        The Open University would really appreciate a few minutes of your time to tell us about yourself and your expectations for
          the course before you begin, in our optional start-of-course survey. Participation will be completely confidential and we will not pass on your details to others.
        
                      
      

    

  
    
      
        1 Why are we still talking about teamwork?
                          
        How do you feel about working in a team? Watch this excerpt from The IT Crowd and consider your own attitude to teams. 
        
             
        The manager in this clip is certainly very keen that his employees are able to work in teams and makes it clear that to succeed
          in his business being able to work as a team is absolutely vital to continued employment. Why do you think he wants his employees
          to have this skill and conversely why do you feel they are reluctant to work in this way? 
        
             
        We don’t all love working in teams yet we tend to say we do on our CV. Have a look at your CV now if you have a copy. Do you
          mention team skills and if so what have you said about this? Do you feel positive when you know you are going to be working
          in a team or do you in reality experience a sinking feeling that you can’t admit to an employer if you want to successfully
          secure the job?
        
             
        
          [image: ]

          Figure 1 Job adverts asking for teamwork
          

          View description - Figure 1 Job adverts asking for teamwork

        
             
        
          
            Activity 1 Checking in

          

          
            Allow about 10 minutes

            
              How do you react when you see teamwork as one of the key essential competencies on the person specification for a job you
                are considering applying to? Do you take time to consider how much working as a team is really part of the role and whether
                this is something you do well? Or do you just ignore this requirement as something that all employers say in job adverts but
                really means very little? 
              

              Reflect on why you are doing this course. What are you hoping to get out of it? Why do you feel this may be good for you?
                What for you would be a good outcome by the end of this course? 
              

              Write your thoughts down, either in the space below or in any other way you prefer. 

            
                     
            Provide your answer...
                 
            View discussion - Activity 1 Checking in

          

        
             
        Next you will hear about why teamwork is so important for employers.
         
      

    

  
    
      
        2 A key employability skill
                          
        Listen to Rebecca Fielding of Gradconsult talking about some of the issues employers face with the ability of their employees
          to work in teams. 
        
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        In 2016 the CBI (The Confederation of British Industry) released their ninth education and skills survey (The Right Combination). Nearly 500 employers were questioned during this survey ranging in size from small companies with less than 50 employees
          to large organisations employing more than 55 000 people. Responses were drawn from all parts of the UK and covered all sectors,
          from manufacturing and construction, to the creative industries and professional services. About 26 per cent of employers
          surveyed said that there was ‘room for improvement’ in what they described as one of the ‘essential capabilities’ they were
          looking for in employees, i.e. team-working. 
        
             
        A similar report published by the Department of Economics claimed that by 2020 over half a million UK workers would be ‘significantly
          held back’ by their lack of soft skills including teamwork (Clarke, 2016). 
        
             
        Next you will look at why it is important to market skills such as teamwork on your CV.
         
      

    

  
    
      
        3 What is a ‘soft skill’?
                          
        When you are applying for a job, employers are interested in both your ‘hard’ and ‘soft’ skills. The hard skills tend to be
          the job specific skills that you may have gained from education, training programmes or ‘on the job’ training. An example
          of this is being able to use Excel spreadsheets if you are applying for a job in an administrative role. 
        
             
        Soft skills, on the other hand, are more related to your personal qualities and attitudes, and can be harder to define and
          evidence. They are the skills that can help you work well with others and make a positive contribution to the organisation
          you are working for. These include communicating, organising skills and team work.
        
             
        
          [image: ]

          Figure 2 Image of people in office communicating with each other.
          

          View description - Figure 2 Image of people in office communicating with each other.

        
             
        A lack of soft skills has been identified as an issue in the UK and it is estimated that if nothing was done to rectify this,
          it would end up costing the UK economy £8.4 billion by 2020 (Clarke, 2016).
        
             
        The issue however is not just that employers are finding that their employees don’t have good team-working skills when they
          start working for them, but also that potentially good employees do not get the job they apply for because they are not able
          to sell this skill during the recruitment process. This means that highly skilled individuals, who may have great academic
          credentials or experience, are not in the jobs that they are qualified and trained to do. One in five applicants are not confident
          in describing their soft skills like teamwork to an employer and more than half of them have never included these skills in
          their CVs (Clarke, 2016).
        
             
        Two problems have been identified here:
             
                         
          	There aren’t enough employees who have adequate team skills
                 
          	Job applicants are not good at marketing their soft skills like teamwork in their applications and at interview, even if they
            do have them.
          
             
        
             
        
          
            Activity 2 Marketing your teamwork skills

          

          
            Allow about 10 minutes

            
              Think about a job you have applied for recently, or a job for which you would like to apply. What would you say to an employer
                about your team-working skills? If you have a CV, then have a look at it at this point and consider how you are marketing
                this skill. Have you mentioned it at all? Record your thoughts so that you can review them later.
              

            
                     
            Provide your answer...
                 
            View discussion - Activity 2 Marketing your teamwork skills

          

        
             
        Next you will consider what distinguishes a team from a group.
         
      

    

  
    
      
        4 Group or team?
                          
        At this point it would be good to identify some of the groups and teams that you are part of.
             
        
          [image: ]

          Figure 3 A group or a team? 
          

          View description - Figure 3 A group or a team? 

        
             
        
          
            Activity 3 Assessing your present position

          

          
            Allow about 15 minutes

            
              What groups or teams are you part of? Don’t just think of teams at work. Widen your thinking to include teams that you are
                part of in work, school and sport. Think of previous teams as well as current teams. How many can you come up with? For each
                example try to answer the following questions:
              

                                       
                	What was the purpose of the group or team?
                         
                	How well did it achieve its goals?
                         
                	Who was involved in it?
                         
                	How were members selected?
                         
                	Did people have different skills and experiences and if so were they complementary?
                     
              

              Try to answer these for three of the examples you have come up with and note down some of your thoughts.

            
                     
            Provide your answer...
                 
            View discussion - Activity 3 Assessing your present position

          

        
             
        
          4.1 Are all groups teams?

          In many organisations, collections of people are referred to as teams when they are actually not teams but groups. You may
            be wondering at this point what the difference between the two is and whether this really matters. A good starting point in
            exploring this difference is to say that all teams are groups, but not all groups are teams. To be a team, the group will
            have to have special characteristics of their own.
          

          Think of the example of a book club to illustrate this. A book club could be described as a group of individuals which meets
            each week to discuss ideas about a particular book they have chosen to read. Would you describe this as a team and if not
            why not?
          

          What about someone who goes to a local ParkRun every weekend with the same group of people? Are they part of a team? They
            run the same course and all aim to finish in the quickest time they can. What do you think? 
          

          
            [image: ]

            Figure 4 Image of people doing park run
            

            View description - Figure 4 Image of people doing park run

          

          Both of these examples are groups, but not teams They are social groups that gather to enjoy a shared interest. What then
            would they need to have to make them a team? What is the difference between a group and a team? 
          

          Look at one definition of team from Katzenbach and Smith (1993): 

          
            A team is a small number of people with complementary skills who are committed to a common purpose, performance goals and
              approach for which they hold themselves mutually accountable.
            

          

          What does a group need to characterise it as a team? Breaking Katzenbach and Smith’s definition up: 

                               
            	For a group to be a team, it needs to have a shared goal or ‘common purpose’ that all the members are working towards. 
                     
            	Another important point is the concept of ‘complementary skills’. A key difference between a group and a team is that team
              members work together to achieve the goal. Completing the task or goal would not have been possible alone for it needs skills
              that are shared across the team. 
            
                     
            	The team is ‘mutually accountable’. While a group may use the same resources to meet their individual goals, it is in a team
              that you see shared responsibility for achieving results and alongside this shared rewards.
            
                 
          

          Box 1 illustrates the difference between a group and a team very simply and shows when a group becomes a team.

          
            
              Box 1 Group or team?

            

            
              A number of people kicking football about in the car park at lunch time is probably a group. There is little structure to
                what is happening; it is just a few people acting in whatever role they choose (or possibly several roles) because they want
                to get some exercise and/or they like spending time with their friends before going back to work.
              

              Taking this group and turning it into a football team would be a major task. Unlike the group, the team would have a clearly
                stated task; for example, winning as many matches as possible. Ensuring that the team performed this task would involve choosing
                the right people according to their abilities and particular skills to perform clearly-defined roles. Team training would
                need to be available to help the individuals work better together. The performance expectations of individuals would be defined
                by the roles they held. For example, no-one expects, except in very unusual circumstances, that the goalkeeper will score
                goals or that the strikers will defend the goal. When a game is won the team is seen to have achieved the task, although individuals
                may still be singled out for praise, or for criticism, as appropriate.
              

              (OpenLearn, 2016)

            

          

          A team, then, is a special type of group which ‘unites the members towards mutually held objectives’ (Bennett, 1994).

        
             
        
          4.2 Team or working group?

          One difficulty in distinguishing groups from teams is that many so-called teams are really working groups because the emphasis
            in these groups is on individual effort. People doing exactly the same job in a call centre answering customer enquiries,
            with the same individual targets and being overseen by the same supervisor or manager, may be called a team, but really it
            would be better if they were described as a working group.
          

          
            [image: ]

            Figure 5 A team or a working group?
            

            View description - Figure 5 A team or a working group?

          

          You may be wondering whether this level of detail in terms of whether a group is really a team or a working group really matters.
            However, this level of distinction is useful when thinking about the time and effort that it may take to build a team when
            actually a group will do the job just fine. 
          

          For a team to be effective there needs to be a clear, shared understanding of team objectives, mutual respect, trust and an
            appreciation of individual strengths and weaknesses. There also needs to be an atmosphere in which knowledge and expertise
            can be shared openly, with opportunities for each team member to make a distinctive contribution.
          

          
            
              Activity 4 Idenitfying a team from a group

            

            
              Allow about 10 minutes

              
                Think back to Activity 3 and have a look at what you put for examples of teams that you are part of. Using Katzenbach and Smith’s (1993) definition,
                  to be a team the group must:
                

                                             
                  	have a shared goal
                             
                  	have a mix of complementary skills
                             
                  	be mutually accountable for reaching the goal.
                         
                

                Would you still call all of your answers teams or on reflection would you now call some of them groups? Highlight those that
                  you now feel to really have the characteristics of being a team.
                

              
                         
              Provide your answer...
                     
              View discussion - Activity 4 Idenitfying a team from a group

            

          

          Next you will consider the advantages and disadvantages of team-working.

        
         
      

    

  
    
      
        5 ‘Two heads are better than one’ or ‘Too many chefs spoil the broth’?
                          
        In the last section you considered the difference between groups and teams and started to identify some of the teams that
          you have been part of in your life to date. Don’t worry if you struggled to find examples of teams that you are or have been
          part of in your work or personal life, as the last section of this week will help you consider things you could do to increase
          your experience of this.
        
             
        You may not have always had positive experiences of working in a team and some teams can certainly be described as dysfunctional,
          for example, David Brent and his team in the sitcom The Office (Figure 6). You may be able to think of other examples from either the media or your own experience.
        
             
        
          [image: ]

          Figure 6 David Brent from The Office

          View description - Figure 6 David Brent from The Office

        
             
        
          
            Activity 5 Disadvantages of working in teams

          

          
            Allow about 10 minutes

            
              Think back to your own experience of working in teams and examples of teams you have seen in the media and on TV or film.
                What are some of the things that concern you about working in teams? What for you are the possible disadvantages of this kind
                of work? See how many you can think of. 
              

            
                     
            Provide your answer...
                 
            View discussion - Activity 5 Disadvantages of working in teams

          

        
             
        How did you do? There are no right or wrong answers to this question and some of the things you have recorded may be very
          personal to your own situation, so may not be listed here. Are there any you agree with and would like to add to your list
          at this point?
        
             
        
          5.1 Advantages of teamwork

          Studies have repeatedly shown that the quality of decisions and level of creativity coming from teamwork is substantially
            better than from your average individual working alone. In the words of Helen Keller:
          

          
            Alone we can do so little, together we can do so much.

            Keller, cited in Adams (2018) 

          

          Listen to Rebecca Fielding from Gradconsult talking about the advantages of working in teams. 

          
            
              Video content is not available in this format.

            
                     
            View transcript - Uncaptioned interactive content
                     
            
              [image: ]

            
                 
          

          
            
              Activity 6 Assessing your personal experience

            

            
              Allow about 20 minutes
                         
              
                
                  Reflecting on your own experience of working in a team and the words of Rebecca Fielding, what do you feel are the main advantages
                    of teamwork both for the individual and for the employer? Look at the eight benefits of teamwork below and think about which
                    benefits stand out most for you.
                  

                  Eight benefits of teamwork 

                

              
                         
              
                
                                                       
                    	Shared creativity can come up with better ideasWhen people bounce ideas off each other, then new ideas can be formed. A group working well together will be more creative
                        than any individual working alone.
                      

                    
                                 
                  

                

              
                         
              
                
                                                       
                    	Can draw on people’s different strengths and perspectives Everyone has different skills and also diversity of experience and background. A team working well is able to draw on all
                        of the different skills in the team and explore things from a perspective that may not be their own but may be shared by their
                        customers.
                      

                    
                                 
                  

                

              
                         
              
                
                                                       
                    	People can learn something from others in the team The whole team functions better individually by the shared learning through the teamwork experience. Each time a new way of
                        doing things is shared, then you learn a different way to work. Teamwork fosters learning in an organisation.
                      

                    
                                 
                  

                

              
                         
              
                
                                                       
                    	More people share in the achievement when the team goal is reachedCreating work together can be more fulfilling and make individuals feel more connected to the company goals. Individuals can
                        see how their contribution works as part of a bigger picture and feel pride in what they do.
                      

                    
                                 
                  

                

              
                         
              
                
                                                       
                    	Shared risk in decision makingAlone individuals may not want to raise their head above the parapet and take a risk on an untried idea but in a group where
                        consensus is reached there may be a willingness to share ‘out of the box’ thinking and try something new. It is here that
                        real innovation can happen.
                      

                    
                                 
                  

                

              
                         
              
                
                                                       
                    	Others can keep help motivation or provide support in a difficult task or when someone is weakIf a project needs to be delivered on time then there is more chance of this if responsibility is shared. If one member of
                        the team becomes sick then others can step in to help out. If one bit of the task is particularly difficult then the support
                        of other team members can keep you trying.
                      

                    
                                 
                  

                

              
                         
              
                
                                                       
                    	Faster speed of getting task completedThe saying goes ‘many hands make light work’. In a team, people are able to play to their strengths in the task allocation
                        and so do not waste time and energy performing parts of the task at which they do not excel.
                      

                    
                                 
                  

                

              
                         
              
                
                                                       
                    	Potential of greater acceptance of team decisionsIf the group has come to a consensus regarding the way forward, the chances are that there will be more people who support
                        this idea. This can be particularly helpful for managing change.
                      

                    
                                 
                  

                

              
                         
              
                
                  Now use this space to note down those most meaningful to you and then add any other benefits which you feel are not reflected
                    here.
                  

                
                                 
                Provide your answer...
                             
              
                     
            

          

          Next you will think about the different types of team you may encounter in the workplace.

        
         
      

    

  
    
      
        6 Different types of team
                          
        In the workplace it is likely that you will encounter many different types of teams and in this section you are going to have
          a look at the main differences you may encounter.
        
             
        A team has a specific, well-defined purpose or goal. A project team is one which is formed to achieve the goal of a specific
          project. In a project team, people are assigned roles and responsibilities. Project teams are often put together to achieve
          a goal that is too large or complex for one person, or that would take one person too long to complete in the time that is
          available. Therefore the team has to manage this by breaking down the overall goal into smaller tasks and distributing these
          tasks amongst the members of the team.
        
             
        When you think of teams at work it is often the project team that you think about, but there are other kinds of team.
             
        Cohen and Bailey (1997) describe four types of team.
             
                         
          	Project teams – come together for a short time to get a specific project completed. This type of team has a finite life and may be cross-functional
            as people in one workplace may move from project to project or be involved in more than one project team at any one time.
          
                 
          	Work teams – for example in the service sector. This kind of team is in reality more like the working group that was mentioned in Section
            4.2. 
          
                 
          	Parallel teams – brought together for a specific task such as quality control and operate outside the usual organisation or management structure.
            For instance, an organisation like a university can hire a parallel team to create better advertising and marketing campaigns,
            which lets them focus on educating students. Parallel teams can be very beneficial because they usually happen outside the
            organisation.
          
                 
          	Management teams – made up of top-level executives in the company. They are responsible for overall performance.
          
             
        
             
        Now read the following case study before completing Activity 7.
             
        
          
            Case study 1: John

          

          
            John works full-time in a small independent bookshop ‘The Word on the Street’ in Wigan. There are eight people who work in
              the shop, most of them full-time but two members of the team work part-time as a job-share.
            

            John is responsible for the children’s section of the bookshop along with Sue. He has a particular interest in books for boys
              and reluctant readers since he has two sons, one with autism and the other with slight dyslexia. Sue has a degree in creative
              writing and has published her own book of children’s poetry. Most of their week is spent organising the children’s section,
              ordering in books and dealing with customer queries which can be in person, by phone or increasingly over the internet by
              email.
            

            On Thursday mornings, John meets with two other colleagues, Josh and Viv, who work in different sections of the shop. Together
              they have responsibility for the social media profile of the shop which includes updating the website, running an online book
              club and managing the Facebook and Twitter accounts. Viv has a degree in IT and Josh used to work as a web designer. As this
              part of the business is growing, it is starting to take up much more of their time and they are considering increasing the
              time spent on this part of the work to two mornings a week.
            

            While most of his week is spent in the shop, John really enjoys his Friday afternoons when he gets a chance to go to a meeting
              which is held in the town hall. This is a meeting of the ‘Books for You’ group and is made up of five people including John.
              The other members are Rajesh from a larger bookshop in town, Amanda from the library service, Devlin who works for an organisation
              called Arch involved in supporting children’s reading in schools and Pat who volunteers at the local children’s centre. They
              have been working together for three weeks now and are planning an event for the October half-term which will take place in
              venues across the town and promote reading activities for children focused around the theme of a spooky Halloween.
            

          

        
             
        
          
            Activity 7 Identify the team

          

          
            Allow about 20 minutes

            
              John is involved in at least four different teams as part of his work. Can you identify each team, the team members and the
                kind of team in each case? Type your answers into the table below.
              

              
                Table 1 John’s teams

                
                  
                                                     
                      	Team                                 
                      	Number of people involved                                 
                      	Skills/interests of team members (if known)                                 
                      	Function/aim                                 
                      	Type of team                             
                    

                                                     
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                  
                

              

            

            View answer - Activity 7 Identify the team

          

        
             
        In the example of John, you can see that he works in a number of teams at the same time. His involvement in some of those
          teams may be temporary. Some of the teams are made up of co-workers within his organisation (the bookshop), while the project
          team is made up of people from different organisations in Wigan with a shared interest in encouraging children to read. At
          this time it is expected that this group will disband after the event in October, but may continue if they decide to organise
          another event. If this happens, the make-up of the group could change.
        
             
        Next you will look at ways to enhance your experience of working in a team.
         
      

    

  
    
      
        7 Ways to increase your team experience
                          
        You have already started to think about some of the teams you have been part of and considered what kind of team each is.
          At this point you may be getting concerned that you don’t really have any experience that fits into the definition of a team
          and that actually the experience you thought you had that was relevant is in reality better described as a common interest
          group than a team. You could be thinking that the best experience of working in teams was actually from some time ago. Perhaps
          you are concerned that an employer would not see this as especially relevant. Or, you may be feeling that the relevant team
          experience you can legitimately draw on is limited in terms of being of only one type of team and are aware that it would
          be great if you could get some different experience of working in teams to strengthen this skill. 
        
             
        If this sounds like you, then don’t worry as this is what you are going to be looking at in this section. Start by looking
          at the experience of Jane then complete Activity 8.
        
             
        
          
            Case study 2: Jane

          

          
            Jane is 32 and a single mother of two children of primary school age. She is currently working as a childminder four days
              a week as this fits in well with the care of her own children. She has been doing this for the last seven years and while
              she enjoys working with children, she misses working with other adults. 
            

            Jane started a degree in criminology and psychology when she was 18. After completing her degree she worked as an usher in
              the local magistrates’ court. In this job she worked on the reception desk, meeting and greeting court users and visitors,
              and keeping parties informed of changes to hearing times. She only worked in this role for a year before becoming pregnant
              with her first child. 
            

            In the future, Jane would like to get a job outside the home in an office environment. She has always dreamed of working as
              a probation officer but lacks confidence in what she has to offer an employer.
            

            She has been looking at entry level jobs with the probation service but when she looks at job adverts she becomes disheartened.
              Last week she saw a part-time job as a probation service assistant advertised at her local probation office. 
            

            Probation Service Assistant (part-time) – Guildford office

            Essential skills and experience:

                                 
              	Knowledge and experience of the work of the Criminal Justice System.
                     
              	Ability to communicate effectively both verbally and in writing.
                     
              	Ability to input and retrieve electronic data and maintain computer based information systems in an accurate and timely manner.
                     
              	Ability to participate and contribute effectively as a team member.
                     
              	Good organisational and administration skills and the ability to meet deadlines.
                     
              	Ability to motivate others and facilitate learning in order to change attitudes and behaviour.
                     
              	Ability to contribute towards team and organisational targets.
                     
              	Willingness to work towards NVQ Level 3 in Criminal Justice.
                 
            

            This is exactly the kind of job that Jane would like next as it would give her the confidence and experience she needs to
              get into this field. However, when she looks at the essential skills they are asking for, she decides not to apply for it
              as they are looking for people with good experience of working in teams. 
            

            While she feels she could do the job, she is not sure how she would manage working in such a professional team. Jane feels
              that she is never going to get the kind of job she wants and feels like giving up on her dream.
            

          

        
             
        
          
            Activity 8  Can Jane save her dream?

          

          
            Allow about 15 minutes

            
              Jane is going to give up on her dream job as she feels like she just doesn’t have the experience they are looking for of working
                in a professional team. 
              

              What advice would you give Jane to help her overcome this? Do you think she could apply for the job now and if so what would
                she say? Can you think of what she could do in order to gain more experience of working in teams and increase her confidence
                in this area? 
              

              Make some notes to record your thoughts. 

            
                     
            Provide your answer...
                 
            View discussion - Activity 8  Can Jane save her dream?

          

        
             
        Look back at the ideas you came up with for Jane. Did you think of similar things or were your ideas quite different? There
          is no right or wrong answer here and one important point to take on board is that you are unlikely to get this wrong – what
          is important is doing something!
        
             
        Jane decided to build on the contacts she knew at her children’s primary school and the children’s centre she attends when
          childminding. There are many other options she could have considered including examining the experience she already has, which
          she may not have valued sufficiently. 
        
             
        
          7.1 Ways to get team experience

          Listen to Rebecca Fielding from Gradconsult talking about different ways to gain experience of working in a team if you are
            not currently in work. 
          

          
            
              Video content is not available in this format.

            
                     
            View transcript - Uncaptioned interactive content
                     
            
              [image: ]

            
                 
          

          
            
              Activity 9 Ways to get team experience

            

            
              Allow about 15 minutes

              
                Look at the examples of gaining team-working experience, given below, and see if you can add any other ideas to this list.
                  Try to add at least one more idea.
                

                
                  Table 2 Examples of how to gain experience of team-working 

                  
                    
                                                           
                        	                                     
                        	                                 
                      

                                                           
                        	Volunteer                                     
                        	
                          Use the website www.do-it.org to explore voluntary opportunities in your area based on your interests and the activities you would like to get involved
                            in and skills you would like to develop.
                          

                                                         
                      

                                                           
                        	Join a sports team                                     
                        	
                          Have a look at your local council/district council website for activities you could get involved in.

                                                         
                      

                                                           
                        	Become a school governor or trustee                                     
                        	
                          If you have children of school age then consider volunteering for a position on the governing body where you could develop
                            your teamwork skills. If not there may be other organisations you are connected to, which may be run by a trustee body you
                            could get involved in.
                          

                                                         
                      

                                                           
                        	Join a social group like a choir or orchestra                                      
                        	
                          Have a look at your local council/district council website for activities you could get involved in.

                                                         
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                    
                  

                

                Think of your own experience and whether you could try any of these. If you are already aware at this point of the course
                  that one of the issues you may have in terms of marketing your team experience to employers is the lack of examples you have
                  to draw on, then it is certainly worth taking a few moments now to reflect on what you might want to do to enhance your experience
                  of working in teams. Make a note here of three things you may want to look into further:
                

              
                         
              To increase my experience of working in teams I will find out more about:
1.
2.
3.
              
                     
            

          

        
         
      

    

  
    
      
        8 This week’s quiz
                          
        Well done. You have reached the end of Week 1 and can now take the weekly quiz to test your understanding.
             
        Week 1 practice quiz
             
        Open the quiz in a new tab or window and come back here when you’ve finished.
         
      

    

  
    
      
        9 Summary
                          
        Although team-working has both advantages and disadvantages, the ability to work and get on with others is one of the soft
          skills most prized by employers.
        
             
        This week, you have learned that a team has characteristics that distinguish it from a mere group.You’ve also seen that it
          is possible to categorise teams into four types: work, parallel, project and management.
        
             
        Many job applicants worry about their lack of experience of teamwork. Sometimes they undervalue the resources already at their
          disposal. Where lack of team-working experience is a real problem, it can be remedied in surprising ways, for example by seeking
          unpaid voluntary work. It is valid to include in your application experience of unpaid team-working in the voluntary sector.
          For example, it is worth drawing attention to having worked in a parents association. Involvement in sports clubs, choirs
          and orchestras should also not be discounted.
        
             
        You should now be able to:
             
                         
          	explain the difference between a group and a team
                 
          	understand different types of team
                 
          	start to identify some of the teams you have been part of
                 
          	identify some of the advantages and difficulties of working in a team
                 
          	consider how you can increase your experience of working in teams.
             
        
             
        In Week 2, you will consider how roles develop within a team and how individuals fit into roles.
             
        You can now go to Week 2.
         
      

    

  
    
      
        
          Week 2: Identifying team roles

          

        

      

    

  
    
      
        Introduction
                          
        To begin Week 2, watch Lynne Johnson introduce this week.
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        By the end of this week, you will be able to:
             
                         
          	identify some of the different roles you play in your life
                 
          	understand the differences between the 9 roles described by Belbin
                 
          	identify the different roles in some of the teams you have been part of
                 
          	recognise those roles that you prefer to play in a team.
             
        
         
      

    

  
    
      
        1 The roles we play
                          
        The Oxford English Dictionary defines ‘role’ as:
             
        
          The function performed by someone or something in a particular situation or process.

          (OED, 2018)

        
             
        Everyone plays a number of different roles in their daily life, often having to juggle more than one different role at any
          time. Some of these roles may be linked to work or to a function in a family group. It’s a bit like wearing different hats
          to represent all the different responsibilities you have and parts of your personality that these may play to. You can be
          playing more than one role at any time and each role can itself be split into different smaller roles which you adopt to perform
          that bigger function.
        
             
        Thinking like this can feel confusing and make you wonder who ‘you’ are. But the reality is that we are all complex beings
          with the capacity to ‘be’ different people at different times. To an observer this may be visible by the different clothes
          or uniform that you wear or a badge that describes your role at that time. Those that know you well may also be able to tell
          when you are speaking or acting in a certain way to match the situation you are in. The way you speak and behave around your
          friends on an evening out, for example, may look (and feel) very different from the ‘you’ when you are at work and in a meeting
          with your supervisor. Do you have a different voice for example when you answer the telephone?
        
             
        While you may recognise that this is the case and be able to think immediately of different roles you play in your life, you
          may also have a strong sense of who the ‘real’ you is. It may be that some of the roles you play feel less comfortable than
          others and require you to act a part that does not feel true to the essential you. It can take more effort to perform these
          roles and could become exhausting if you have to do this for too long without a break. You may be aware that there are some
          roles you have to enact that really play to your strengths and when you are doing these things you feel like you are really
          in the moment and performing to your best.
        
             
        Take some time to think about the different roles you play and start to identify some of your preferred roles in life and
          the roles that play to your strengths in Activity 1.
        
             
        
          
            Activity 1 Mind-mapping your roles

          

          
            Allow about 15 minutes

            
              In Week 1 you met Jane, a single mum currently working as a childminder. When you met her in Week 1 she was looking to expand
                her experience of working in teams and since that time has joined her School Parents Association. Look at the mind-map Jane
                made in considering some of the different roles that she ‘plays’ in her life. You may be able to think of other roles which
                she has not added and spot similarities with some of the roles you can identify in your life. You will see that Jane has highlighted
                in yellow the roles she is happiest playing.
              

              
                [image: ]

                Figure 1 Mind-map for Jane
                

                View description - Figure 1 Mind-map for Jane

              

              Take some time now to consider some of the different roles you play in your life.  In the toolkit you will find a mind-map
                tool and you should use this now to record your thoughts (Use this link to open the toolkit in a new tab or window and come back here when you are done). Colour your preferred roles in one colour
                and those you dislike playing and recognise as being more taxing to perform another colour.
              

            

            View discussion - Activity 1 Mind-mapping your roles

          

        
             
        Next you will look at the different functional roles people can take in a team. 
         
      

    

  
    
      
        2 Functional team roles
                          
        When you are thinking about a team you have been part of or know about, you might find it difficult to think of how to describe
          the roles people play. Some of the roles people have in a team might be due to their technical know-how. They may have been brought into that team for a particular task due to a skill they have.
        
             
        
          [image: ]

          Figure 2 Technical roles – poor Herbert 
          

          View description - Figure 2 Technical roles – poor Herbert 

        
             
        People may also perform a particular functional role within that team. The functional roles are the tasks that are required to make the individual members of the team function
          as an effective team and not just a random group of people.
        
             
        In Week 1 you started to think about some of the teams you have been part of. You will now revisit this.
             
        
          
            Activity 2 Recap on experience of teams

          

          
            Allow about 15 minutes

            
              Have a look back at the notes you made in Week 1 for the teams you are and have been part of. Choose one of these examples
                and think about how you would describe this team. Ask yourself the following questions:
              

                                       
                	What was the size of the team?
                         
                	What was the overall purpose of the team? 
                         
                	What task were you working to achieve? 
                         
                	Who did what in the team? 
                         
                	Can you identify particular roles that individuals took in this team?
                         
                	How did you decide who was going to do what in the team?
                     
              

              Use your example to fill in the table below. The first column has been filled in using an example from Jane and her experience
                on the School Parents Association.
              

              
                Table 1 Describing a team you have been part of

                
                  
                                                     
                      	Team example                                 
                      	School Parents Association                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	Purpose of team                                 
                      	Raise funds for school                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	Size of team                                 
                      	8                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	Identified roles in team                                 
                      	
                        Chair: Susie
 
                        Room set-up: Jane
 
                        Record-keeper: Jo
 
                        Coffee and tea: Tom
 
                        Clothes collectors
 
                        Classroom reps
 
                        Newsletter

                                                       
                      	
                        Provide your answer...

                                                   
                    

                  
                

              

            

            View discussion - Activity 2 Recap on experience of teams

          

        
             
        
          2.1 Key functional roles

          If a team is going to function successfully, what functional roles need to be assigned to people?

          
            [image: ]

            Figure 3 A successful team includes different people, each with different roles, coming together
            

            View description - Figure 3 A successful team includes different people, each with different roles, ...

          

                               
            	
              Team leader or chairperson

              A team leader of chairperson is needed for chairing meetings, clarifying the aim of the meeting and its agenda. They may introduce
                each item on the agenda and guide the discussion, summarising the key points from any discussion and any decisions taken.
                In some teams this person may have a key role in decision making and the allocation of tasks and activities.
              

            
                     
            	
              Record-keeper/note taker

              All teams need someone who takes notes in a meeting and records what has taken place and been agreed on. This could be a role
                which is assigned to one person always, but equally it could be rotated at each meeting. The key duty of this team member
                is to record any decisions taken and agreed on in the meeting. It is important to record who is going to do which task and
                the timescale for this. The note taker will also record the date of the next meeting, who was present and any apologies received
                from people unable to attend.
              

            
                     
            	
              Document controller

              Most meetings will refer to some documents or have to produce reports periodically. The role of this person is to take responsibility
                for the documents in terms of filing and sending out to team members. If this is a large task then this may be a separate
                person in the team, but it could also be a role taken on by the team leader in a smaller team.
              

            
                     
            	
              Timekeeper

              This person has responsibility of ensuring that the meeting is on schedule and to check progress on actions agreed. Again
                this role could be undertaken by the team leader in a small team.
              

            
                     
            	
              Treasurer

              If there are finances associated with the team function then this may be a role which is assigned to one team member. They
                will have responsibility for checking and banking any funds as well as providing reports on accounts to the team.
              

            
                 
          

          Did you identify any of these roles in Activity 2? If some of these are roles which you did not think of but you could identify
            in your team examples go back and add them to your table now.
          

          What can happen without role allocation?

          Why is it important for us to pay attention to the different roles that people play in a team? What would happen if a team
            did not have people who were identified with different functions? Would it really matter?
          

          If these functional roles are not given due attention, then the team can drift aimlessly. Things that need to get done won’t
            get done on time and arguments are more likely to happen. Ultimately the goal is unlikely to be achieved successfully. Therefore
            you need to decide who is going to do each of the main functional roles. 
          

          Functional roles in a team can be allocated (as in the example of the School Parents Association Jane is part of where key
            roles were elected by parents). Alternatively, people may take roles that they are familiar with or roles could be rotated.
            The important thing here for the achievement of the team goal is that the responsibility for each functional role is taken
            by someone in the team. In a small team it may be that one person covers more than one role.
          

          Next you will look at the different behavioural roles in a team, specifically looking at Belbin’s 9 team roles. 

        
         
      

    

  
    
      
        3 Behavioural roles in teams
                          
        So far you have looked at roles in a team in terms of technical and functional skills. Behavioural roles in a team is another
          aspect that needs to be taken into account for a team to work well.
        
             
        Read the case study on Glenda below and consider the problems she is having with the team that she has put together.
             
        
          
            Case study 1: Glenda

          

          
            Glenda recalled looking around the meeting room with satisfaction on the first day that her team met, feeling pleased that
              team members, between them, had the appropriate skills for the task. Three months later however, Matt, who had been chosen
              for his expert knowledge, never seemed to be able to see the ‘bigger picture’ – the entire task in context. As a result he
              occupied himself with detail and technicalities and missed seeing important implications. Rob and Sara were quite the reverse,
              but were argumentative. Jenny seemed uncommitted and Steve seemed to have lost all his initial enthusiasm. Glenda’s initial
              hopes of delivering high-quality results had turned to worries about whether the task could be done to an acceptable standard.
            

            (OpenLearn, 2016) 

          

        
             
        What Glenda had not taken into account when putting together this team was that people not only bring their skills and knowledge
          to the exercise; they also bring their personal attributes and the ways they behave, contribute and relate to others, which
          may be good or bad. 
        
             
        You may be able to recall experiences where you have been part of a team where there seemed to be either a clash of personalities
          or when, for example,no one wanted to take the lead and make a decision. If all team members behave in the same way, then
          not only is conflict likely but the quality of the task is likely to suffer. 
        
             
        
          3.1 Belbin’s team roles

          There are many different theories of personality styles but one of the most popular and influential that is associated with
            working in teams is Meredith Belbin’s 9 team roles (2018).
          

          Belbin identified nine clusters of behaviour or roles which have been developed and amended over the years. He suggests that
            an individual is more likely to be effective if they play the roles that they are most inclined to play or more skilled at.
            While you can adopt other roles, you will work best when playing one of your preferred roles. By ensuring that there is a
            balance of these roles in a team there is a greater likelihood that the team will perform well. Interestingly none of the
            roles are identified as being better than any other and each role is seen to have strengths and weaknesses associated with
            it.
          

          It should be noted that there are weaknesses in the framework Belbin has described. As research has shown, some of these roles
            are not easy to distinguish from others and there are other frameworks to describe personality that may work better for describing
            recognisable types. Nevertheless there is enough to commend here for you to take a look at the different roles that Belbin
            identified and consider how this relates to your own experience of working in a team.
          

          
            Table 2 Belbin’s 9 team roles and their likely strengths and weaknesses 

            
              
                                             
                  	Strength/style                             
                  	Role name                             
                  	Team function                             
                  	Negative aspect                         
                

                                             
                  	
                    Systematic, structured, dependable, efficient, common sense, loyal, reliable

                                               
                  	Implementer                             
                  	Turns decisions into defined tasks, sorts objectives and pursues them logically                             
                  	May be inflexible and have difficulty changing their well thought out plans                         
                

                                             
                  	Motivated, energetic, competitive, achievement driven, assertive                             
                  	Shaper                             
                  	Gives shape to discussion, looks for pattern and practical considerations and feasibility of the project                              
                  	May challenge others and be aggressive at times                         
                

                                             
                  	Confident, mature, able to get others to work to a shared aim                             
                  	Co-ordinator                             
                  	Often chairs the meeting. Sets agenda, clarifies group objectives, and establishes priorities                             
                  	Can sometimes be manipulative and delegate too much work to others                         
                

                                             
                  	Innovative, creative, inventive, original, imaginative, unorthodox, problem-solving                             
                  	Plant                             
                  	Source of original ideas. Original and radical proposals. Solves difficult problems                             
                  	Good at coming up with ideas but may have difficulties communicating them                         
                

                                             
                  	Quick, good communicator, networker, outgoing, affable, seeks and finds options, negotiator                             
                  	Resource investigator                             
                  	Sales person, diplomat. Goes outside the team to bring in ideas, information and developments                             
                  	Initial enthusiasm may not be maintained to the end of the project                         
                

                                             
                  	Serious, prudent, critical thinker, analytical                             
                  	Monitor/evaluator                             
                  	Measured and dispassionate, advises objectively and stops the team committing to misguided tasks                             
                  	Works slowly and analytically and comes out with the ‘right’ decisions but can be cynical and dampen enthusiasm of others                         
                

                                             
                  	Mediator, supportive, sociable, flexible, adaptable, calming influence, listener, perceptive                             
                  	Team worker                             
                  	Operates like cement especially during stress and pressure. Tries to reduce conflict between members and builds relationships                             
                  	May not be able to take decisive action when necessary                         
                

                                             
                  	Accurate, attention to detail, high standards, quality orientated                             
                  	Completer/finisher                             
                  	Maintains sense of urgency with relentless follow-through to ensure that the job is delivered on time and to specification                             
                  	Often a perfectionist, they can worry about detail and be reluctant or refuse to delegate work to others                         
                

                                             
                  	Technical expert, highly focused capability and knowledge, driven by professional standards                             
                  	Specialist                             
                  	Provides knowledge and specialist skills to subject area                             
                  	Contribution to the team may be narrow and they may not be interested in matters outside their field                         
                

              
            

            (Adapted from OpenLearn course Working in groups and teams, February 2016, Business Balls.com personality styles types and theories)
            

          

          
            
              Activity 3 Identifying your personality style

            

            
              Allow about 10 minutes

              
                Look at the column in Table 2  that describes the styles and personalities associated with each of the 9 team roles of Belbin.
                  Select the descriptions which you would most associate with yourself. Are there more styles highlighted in any of the boxes
                  than others? In the box below, record which, if any, of the Belbin roles that this suggests you may fall into. Have a look
                  at the roles these types play in a team and some of the disadvantages associated with these roles. How accurate would you
                  say this is in terms of identifying some of your preferred team roles? 
                

              
                         
              Provide your answer...
                     
              View discussion - Activity 3 Identifying your personality style

            

          

          Now complete Activity 4 which will get you thinking about what ‘type’ of personality would be best suited in different situations.
            
          

          
            
              Activity 4 Matching team roles to team issues

            

            
              Allow about 10 minutes

              
                Using Belbin’s theory of team roles it is possible to see that different ‘types’ of team player may be useful in different
                  situations depending on the kind of problem facing the team or the stage in the team’s development. Can you match which team
                  role may be best in helping out in these situations?
                

                
                  Table 3 Different team roles for different situations

                  
                    
                                                           
                        	Problem/issue                                     
                        	Team role which may help                                  
                      

                                                           
                        	Underachieving team                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	Conflicting team                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	Mediocre performance                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	Error prone                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	Newly formed team                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	Competitive situation                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	High risk                                     
                        	
                          Provide your answer...

                                                         
                      

                    
                  

                

              

              View answer - Activity 4 Matching team roles to team issues

            

          

          Next you will use the case study of Mark to highlight the importance of identifying different roles for individuals in a team.
            
          

        
         
      

    

  
    
      
        4 Identifying roles in team tasks
                          
        Read the following case study of Mark and his team experience in France. 
             
        
          
            Case study 2: Mark

          

          
            When I was at college and learning to speak French we had a one-week residential in France as part of the course. One of the
              tasks we had to complete one afternoon was to interview French people in the street asking their thoughts on the town in order
              to practice our vocabulary. We then had to record their answers and put together a presentation on this later in the day to
              present to the rest of the group. We had a limited time to do this and worked in small groups of three people. In class, I
              was put in a group with Sam and Ahmed, and we met in a café later that day.
            

            In a sense there were three parts to this team exercise and to be honest each of them came with their own issues.

            The first thing we had to do was to put together a list of questions we would ask people. We had a lot of disagreement over
              this as Sam was very good at coming up with ideas, but in my opinion she was not very good at thinking through whether these
              would actually work in the time we had. I mainly took the role of proofreading the questions and discounting those that would
              not work or reframing them so that they would get to use the vocabulary we needed to use. Ahmed did the recording of the questions
              as Sam came up with them and kept us on track so that we didn’t waste the entire afternoon discussing this and not actually
              getting anything done.
            

            The next problem we had was in finding people who were willing to be recorded. Again time was against us and we needed to
              get at least five recordings to use for the presentation. We had a rather ‘lively discussion’ about the way to go about this
              as Sam was quite happy to just approach anyone and see if they would answer it whereas I thought this was going to waste too
              much time. I felt we should have a strategy here and consider what kind of person we wanted to speak to and how we could best
              identify those most likely to give us what we needed. 
            

            I must admit this got quite heated and I think without Ahmed there to smooth things out and keep things focused we may have
              ended up wasting our time squabbling about this. As it turned out we did use a bit of both approaches and while I was sometimes
              right in the people I suggested, if it hadn’t been for Sam’s willingness to approach people and her lively manner I am not
              sure we would have got the five interviews done at all.
            

            The last part of this task was putting together the presentation. We all felt like we should contribute something as we were
              all sharing the mark. We each took one of the interviews which left us with two more to present. I must admit I was a bit
              nervous doing this part in case I let the group down and Ahmed suggested Sam present the other two as she really seemed to
              really enjoy this part. I must admit her style of presenting was the best. We agreed that Ahmed and I would work on the visual
              presentations we were going to prepare in advance as this is what we were more confident with.
            

            Thankfully we did manage to get the project completed in time and while there were definitely some pinch points and we did
              clash a bit the outcome was a great success. We got an excellent mark for the group and we all felt that no one had done more
              than someone else. I think we actually worked really well as a team as it turns out and I am not sure we could have done this
              quite as well if we had had to do it without any one of us being part of this.
            

          

        
             
        
          
            Activity 5 Identifying strengths and weaknesses  

          

          
            Allow about 10 minutes

            
              Consider the different personalities involved in Mark’s team and identify their strengths and weaknesses. If you had to compare
                them to the 9 team roles Belbin describes, which role do you think would best describe each of them?
              

              
                Table 4 Mapping Belbin’s team roles onto Mark’s team

                
                  
                                                     
                      	                                 
                      	Positive traits                                 
                      	Negative traits                                 
                      	Possible Belbin identifying team role                             
                    

                                                     
                      	Sam                                 
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	Mark                                 
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	Ahmed                                 
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                  
                

              

            

            View discussion - Activity 5 Identifying strengths and weaknesses  

          

        
             
        Spend a few minutes reflecting on teams you have been part of. Can you identify some of the team roles that people have played?
          Would the team have worked better with a different mix of people or did the mix of people within the team contribute to the
          success of the team effort? Record your thoughts and any examples you have to evidence this in the Workbook pages for Week 2
          in the toolkit (Use this link to open the toolkit in a new tab or window and come back here when you are done).
        
         
      

    

  
    
      
        5 This week’s quiz
                          
        Well done. You have reached the end of Week 2 and can now take the weekly quiz to test your understanding.
             
        Week 2 practice quiz
             
        Open the quiz in a new tab or window and come back here when you’ve finished.
         
      

    

  
    
      
        6 Summary
                          
        Playing roles is a fact of life and you will likely have quite a collection of roles going on at any given time. Successful
          team-working is heavily dependent on the willingness of team members to take on different roles and fill them effectively.
          Some roles are technical, in that they require specialist knowledge. Other roles are functional, in that they enable the team
          to function as a team and not merely as a disparate group. 
        
             
        There are also behavioural or team roles, which describe how people actually behave once a team is formed. With behavioural
          roles, it is the personality of the individual that is the most reliable indicator of suitability for the role. Belbin has
          identified nine recurring team roles or ‘types’, with each type having both positive and negative traits and with each having
          the potential to contribute to team-working in different situations. 
        
             
        You should now be able to:
             
                         
          	identify some of the different roles you play in your life
                 
          	understand the differences between the 9 roles described by Belbin
                 
          	identify the different roles in some of the teams you have been a part of
                 
          	recognise those roles that you prefer to play in a team.
             
        
             
        In Week 3, you will consider how a newly-assembled group begins to develop into a team, or in some cases, fails to do so.
             
        You can now go to Week 3.
         
      

    

  
    
      
        
          Week 3: Stages of team development

          

        

      

    

  
    
      
        Introduction
                          
        To begin Week 3 first watch the following video in which Lynne Johnson introduces the week.
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        By the end of this week, you will be able to:
             
                         
          	identify Tuckman’s stages of team development
                 
          	understand why it is helpful to identify the stages of group development
                 
          	reflect on an example of teamwork and identify stages of development
                 
          	consider what you can do to help a team successfully navigate each of the stages.
             
        
         
      

    

  
    
      
        1 Forming, Storming, Norming, Performing, Adjourning
                          
        Teams don’t just start working well together right from the beginning. When they are first put together there is often a period
          when members of the team feel uncomfortable. You may be able to think of occasions when you were part of a team and felt that
          people were not working together well (see Figure 1).
        
             
        
          [image: ]

          Figure 1 Un-parliamentary behaviour by politicians
          

          View description - Figure 1 Un-parliamentary behaviour by politicians

        
             
        You may have witnessed arguments taking place as people jostled for power, or disagreements taking place concerning how the
          team should move forward. It may be that your team never moved past this point, which  has led to your view of working in
          a team as one that comes with a health warning and shudder of fear.
        
             
        
          1.1 Tuckman’s model of team formation

          There are common points in the way that teams develop and this week you are going to be looking at one of the most widely
            known models of team formation and development – Tuckman’s model (BusinessBalls, 2017). 
          

          Tuckman’s model describes the different stages of team development as: Forming, Storming, Norming and Performing. This was
            the original model that Tuckman came up with in 1965 but by the 1970s, he had added in an extra stage, Adjourning, to this
            4-point model, which described the ending of a group. 
          

          First watch this video  which describes the different stages a team passes through before functioning successfully. Note that the ‘Adjourning’ stage
            is not covered in this discussion. 
          

          
            
              Activity 1 Revisiting an earlier case study

            

            
              Allow about 20 minutes

              
                Re-read Case Study 2 from Week 2, where Mark described how his team completed their task of interviewing people in France.
                  Now briefly review the feedback to this case study, with a view to completing the table below. 
                

                Can you identify the different stages of team development that Mark and his team went through, and when, in reaching their
                  goal? Note your ideas in the table below.
                

                
                  Table 1 Mark’s team’s stages of team formation 

                  
                    
                                                           
                        	Stage                                     
                        	What they were doing                                     
                        	Why you identify them to be at this stage                                 
                      

                                                           
                        	Forming                                     
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	Storming                                     
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	Norming                                     
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	Performing                                     
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                    
                  

                

              

              View answer - Activity 1 Revisiting an earlier case study

            

          

          You may have identified different points for these stages, as there is in reality a fluidity between each of them. You may
            have felt that the group actually started norming only when they got to the point of putting the presentations together, or
            agree with the feedback that the start of them norming was when they were carrying out the interviews and individuals strengths
            were recognised. You may have identified norming as happening at a much earlier point when it was decided which questions
            would be asked. 
          

          There is not necessarily a right or wrong answer here and all of the perspectives could be argued to be correct. The important
            point is to recognise that the team passed through a process of development which ran from when they were first put together
            and felt uncomfortable, to the point when they were celebrating the success of the team effort and the end of the task. You
            can see that their competence as a team grew as they developed and they were not performing at their best until the end of
            the task.
          

          Next you will look at how these stages of team formation can be displayed as an S-curve.

        
         
      

    

  
    
      
        2 The S-curve of team performance
                          
        In the last activity you considered the different stages Mark’s team went through to complete their task. Their journey from
          the Forming stage to the Adjourning stage, when they celebrated the success of their efforts, saw them pass through different
          levels of competence or performance. It could be said that they were not performing fully until the latter stages of their
          development. This gradual move to competence and successful team performance has been described by Lipnack and Stamp (2000)
          as an ‘S-curve’.
        
             
        
          [image: ]

          Figure 2  The S-curve of team performance
          

          View description - Figure 2  The S-curve of team performance

        
             
        In Figure 2 you can see that as time progresses the group slowly improves in the way it performs, reaching maximum performance
          or competence in the final stages of Performing and Adjourning. In reality, it is unlikely that progress through these stages
          will be as smooth as described here and there is no guarantee that starting the process at the Forming stage will lead to
          the Norming stage, never mind successful Performing of the team!
        
             
        
          
            Activity 2 A little introspection 

          

          
            Allow about 10 minutes

            
              Consider a team that you are currently part of. Where would you place your group on this S-curve of team development? What
                kind of behaviour or feelings can you identify that indicate to you that this is where your group is currently at? 
              

              If you are not currently involved in any team activities, then consider an example of a previous team experience or use an
                example of a famous team that you are aware of to consider where they are currently on this curve. Reality shows like Big Brother and I’m a Celebrity Get Me Out of Here is fertile ground for an examination of group dynamics, so do use these as well. 
              

            
                     
            Provide your answer...
                 
            View answer - Activity 2 A little introspection 

          

        
             
        It is important to realise that not all groups successfully move through all of the stages and reach a point of successful
            performance.
             
        This is why it is important to be able to recognise what is going on in your group and identify the stage you are at. With
          this level of understanding of team development you can also have an awareness of what you need to do to fix any issues as
          they evolve so that you can move your team onto the next stage in the process.
        
             
        You will look at this in more detail next.
         
      

    

  
    
      
        3 Consequences of Tuckman’s model
                          
        
          [image: ]

          Figure 3 Tuckman’s stages of group development 
          

          View description - Figure 3 Tuckman’s stages of group development 

        
             
        There are a number of implications and consequences of Tuckman’s model which you need to recognise or be aware of:
             
                         
          	The duration and intensity of each stage can vary between teams. Some teams may have a very smooth and rapid passage through
            the first few stages while others may have a much more difficult time. 
          
                 
          	Teams usually have to progress through the earlier stages in order to reach the performing stage. Therefore team members should
            try not to feel too demoralised if the team does not seem to be working very well at the beginning. It can help to see this
            as a stage that you have to go through in order to perform well in the future.
          
                 
          	It is possible for a team to return to a previous stage and progress through these stages may not be linear. This can particularly
            be the case if new members join the team, people leave the team or new and significant issues arise along the way.
          
                 
          	A team may not actually reach all the stages of development. This can be especially true if a team is together for only a
            very short time or if it gets stuck in one particular stage.
          
                 
          	While the Tuckman model suggests that each stage is discrete and easy to identify, the reality is that they may merge into
            each other or may be repeated as different issues emerge.
          
             
        
             
        Why is it important to be able to identify which stage your team is at? If you can identify the stage and the kind of issues
          your team is facing, then you are better equipped to deal positively with some of the issues that arise. Simply being able
          to recognise and acknowledge the problems your group is having are normal can be reassuring. This information can also help
          you consider what the group may need to do in order for you to move onto the next stage.
        
             
        Next you will look at each stage of Tuckman’s model individually  and consider how you can recognise if your team is in this
          stage and the kind of activities and behaviours that can help your team get to a successful stage where your goal can be achieved.
        
         
      

    

  
    
      
        4 Forming
                          
        This stage describes the point when a disparate group of individuals with their own ways of working come together to achieve
          a shared goal (Figure 4). This stage is characterised by:
        
             
                         
          	excitement and eagerness about the project ahead
                 
          	anxiety as to whether you will be good enough or fit in the team
                 
          	lack of progress with members asking lots of questions
                 
          	frustration that things are moving slowly and you are never going to get on with it
                 
          	politeness as group members get to know each other.
             
        
             
        
          [image: ]

          Figure 4 Group forming
          

          View description - Figure 4 Group forming

        
             
        
          
            Activity 3 How to cope with Forming

          

          
            Allow about 5 minutes

            
              Consider what you could do at this stage of team formation to help a group move forward. Think about what you need to accomplish
                in this stage before you are able to move onto the next stage. Note down your answers.
              

            
                     
            Provide your answer...
                 
            View answer - Activity 3 How to cope with Forming

          

        
         
      

    

  
    
      
        5 Storming
                          
        
          [image: ]

          Figure 5 Storming 
          

          View description - Figure 5 Storming 

        
             
        This stage can be characterised as its name suggests: by spirited discussions and arguments among team members. This can be
          a difficult stage and the initial politeness in addressing each other may have gone. Characteristics of this stage include:
        
             
                         
          	team members challenging the validity of the task
                 
          	tension and rivalry between team members
                 
          	anger with the team processes or progress
                 
          	concerns expressed that you won’t be able to reach your goal
                 
          	disagreements over roles and responsibilities
                 
          	small cliques or fractions appearing
                 
          	some team members may become passive while others become more active.
             
        
             
        
          
            Activity 4 How to cope with Storming

          

          
            Allow about 5 minutes

            
              It can help to remember that this is a necessary stage that any team needs to go through in order to be able to function successfully.
                Disagreements resolved at this stage can pave the way for future high performance and the reality is that if this stage is
                not navigated successfully, the team may never go on to achieve its goals.
              

              Consider what you could do at this stage of team formation to help the group move forward. Think about what you need to accomplish
                in this stage before you are able to move onto the next stage. Note down your thoughts.
              

            
                     
            Provide your answer...
                 
            View answer - Activity 4 How to cope with Storming

          

        
         
      

    

  
    
      
        6 Norming
                          
        When and if you do reach this stage you may breathe a collective sigh of relief!
             
        
          [image: ]

          Figure 6 Huge sigh of relief 
          

          View description - Figure 6 Huge sigh of relief 

        
             
        At this stage, the group has now transformed from a collection of individual members to a cohesive team. A team identity has
          established itself and disagreement among members is largely settled. This stage is charaterised by:
        
             
                         
          	more openness with each other and the ability to express real ideas and feelings
                 
          	start to get down to working on the task
                 
          	team members cease challenging each other
                 
          	the task is redefined
                 
          	members recognise the variety of opinions and experiences in the team
                 
          	constructive criticism is possible and welcomed
                 
          	members start to enjoy being part of the team and develop their own language, names and inside jokes.
             
        
             
        
          
            Activity 5 Can you tell when you are Norming?

          

          
            Allow about 5 minutes

            
              It is worth remembering that this is not the final stage in the formation of the team, there are aspects that need to take
                place in order to reach the next stage, i.e. Performing. Consider what you could do at this stage of team formation to help
                the group move forward. Think about what you need to accomplish in this stage before you are able to move onto the next stage.
                Note down your answers.
              

            
                     
            Provide your answer...
                 
            View answer - Activity 5 Can you tell when you are Norming?

          

        
         
      

    

  
    
      
        7 Performing
                          
        This describes the stage when the team is working productively together. Team members will be getting on with the task and
          producing results. 
        
             
        
          [image: ]

          Figure 7 Performing  
          

          View description - Figure 7 Performing  

        
             
        Characteristics of this stage include:
             
                         
          	shift from team process issues to the task you are undertaking
                 
          	team members respond well to each other
                 
          	team members stick to their tasks
                 
          	contribution is high and team members encourage one another to contribute
                 
          	better able to solve problems as they arise
                 
          	members are working hard and effectively.
             
        
             
        
          
            Activity 6 Maintaining performance

          

          
            Allow about 5 minutes

            
              While the team is performing well at this time, there are still things you can do to ensure that as a team you keep on track
                and are as effective as possible. Consider what you could do at this stage of the team’s life to keep the team ticking. Think
                about what you need to accomplish in this stage before you are able to move onto the fifth and final stage. Record your answers.
              

            
                     
            Provide your answer...
                 
            View answer - Activity 6 Maintaining performance

          

        
         
      

    

  
    
      
        8 Adjourning
                          
        This final stage is sometimes called ‘mourning’ (Figure 8). While this stage was not included in Tuckman’s original model,
          it is now widely recognised as an important stage, when team members start to anticipate the project coming to an end, the
          group breaking up and individuals going their separate ways.
        
             
        
          [image: ]

          Figure 8 Adjourning (or mourning)
          

          View description - Figure 8 Adjourning (or mourning)

        
             
        Characteristic behaviour that may be seen during this stage includes:
             
                         
          	team members slowing down in order to prolong the task or becoming more effective in order to complete before the deadline
                 
          	morale rising and falling
                 
          	sadness that the team is disbanding and a feeling of loss
                 
          	attempts to reform for another purpose
                 
          	concern and anxiety about future roles.
             
        
             
        
          
            Activity 7 Reflecting at the end of a project

          

          
            Allow about 5 minutes

            
              While this stage recognises the end of the project, it is necessary for future well-being and team performance that this stage
                is accomplished successfully.
              

              Consider what you could do at this stage of the team’s life to help the team complete its work. Think about what you need
                to accomplish in this stage before you begin to disband. Record your answers.
              

            
                     
            Provide your answer...
                 
            View answer - Activity 7 Reflecting at the end of a project

          

        
         
      

    

  
    
      
        9 This week’s quiz
                          
        Well done. You have reached the end of Week 3 and can now take the weekly quiz to test your understanding.
             
        Week 3 practice quiz
             
        Open the quiz in a new tab or window and come back here when you are done.
         
      

    

  
    
      
        10 Summary
                          
        This week you have learned about Tuckman’s work that identified five stages encompassing the life of a team. You have seen
          that in the ideal case, these stages can be correlated with increasing cohesion and competence on the part of the team. This
          is represented graphically in the S-curve of Lipnack and Stamp. Real teams often depart from this ideal, with many going intermittently
          backwards as well as forwards. Some, alas, never reach a happy conclusion.
        
             
        You have learned how to identify your team’s position on the S-curve and how to diagnose the problems that may arise at each
          stage, so that you can improve your chances of completing the traverse of the S-curve and finishing the task.
        
             
        You should now be able to:
             
                         
          	identify Tuckman’s stages of team development
                 
          	understand why it is helpful to identify the stages if group development
                 
          	reflect on an example of teamwork and identify stages of development
                 
          	consider what you can do to help a team successfully navigate each of the stages.
             
        
             
        In Week 4 you will consider the vital issue of communication within the team and its importance for building consensus and
          resolving disagreement.
        
             
        You can now go to Week 4.
         
      

    

  
    
      
        
          Week 4: Effective communication skills for team performance

          

        

      

    

  
    
      
        Introduction
                          
        To begin Week 4, first watch the following video in which Lynne Johnson introduces the week.
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        By the end of this week, you will be able to:
             
                         
          	outline some of the key skills needed for effective teamwork
                 
          	consider how effective the communication skills have been in teams you have been part of
                 
          	explain four models of decision making
                 
          	understand how to give feedback effectively.
             
        
         
      

    

  
    
      
        1 How effective is your team?
                          
        Having an understanding of how effective your team is at any point can help indicate which stage of development you are at
          and also the communication skills that you may need to focus on to improve team functioning. 
        
             
        Last week you considered some of the things you might need to do in order to enable your team to move effectively from one
          stage to the next. The stage that probably stands out to you at this point is the Storming stage and it should be relatively
          easy for you to be clear on the kind of skills that you may need to develop in order to successfully pass through this difficult
          stage.
        
             
        Before you take a look at how to develop skills in feedback, conflict management and decision making, it will be helpful for
          you to reflect on a team that you have had experience of or are part of now and consider how effectively your team is functioning.
          Understanding where the issues lie within your team communication can be a helpful starting point to know where you need to
          direct your focus at certain times.
        
             
        
          
            Activity 1 Assessing a team you are familiar with

          

          
            Allow about 15 minutes

            
              The checklist below is from Levin and Kent (2001) and asks you to assess whether you are working as a team or not. Type in
                Yes or No next to the statements that accurately represent a team you are currently part of, or one you have had experience
                of previously. 
              

              Then reflect on the statements that you have added No to and consider what kind of skill you may need to develop in order
                to improve this. Some communication skills you may want to consider are ice-breaking activities; feedback skills; conflict
                resolution skills and decision-making skills.
              

              
                Table 1 Team-working skills

                
                  
                                                     
                      	Statement                                 
                      	Yes/No                             
                    

                                                     
                      	We all show equal commitment to our objective.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We all take part in deciding how work should be allocated.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We are committed to helping each other learn.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We acknowledge good contributions from team members.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We handle disagreements and conflicts constructively within the team.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We are able to give constructive criticism to one another and to accept it ourselves.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We all turn up to meetings and stay to the end.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We are good at making sure that everyone knows what’s going on.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	When one of us is under pressure, others offer to help him or her.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We trust each other.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We remain united even when we disagree.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We support each other to outsiders.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	We feel comfortable and relaxed with one another.                                  
                      	
                        Provide your answer...

                                                   
                    

                  
                

              

            

            View answer - Activity 1 Assessing a team you are familiar with

          

        
             
        If you have time, have a look at this quiz on the MindTools website to assess how good your communication skills are.
        
             
        Next you will look at how effective feedback can enhance team performance and tips for how to deliver it.
         
      

    

  
    
      
        2 Giving and receiving feedback
                          
        Being able to acknowledge good contributions and provide constructive criticism is an essential skill for successful teamwork.
          If a member of your team is not getting on with the tasks that they have been given in the way you need them to, what are
          you going to do? While it may be easier to avoid the issue, this is unlikely to be the best approach if you want everyone
          to enjoy the experience of working as a team and get the most out of the skills each member brings to the table.
        
             
        
          [image: ]

          Figure 1 Giving and receiving feedback 
          

          View description - Figure 1 Giving and receiving feedback 

        
             
        Why are we so reluctant to provide negative feedback? Understanding this can be helpful to recognise what is preventing us
          from doing so. 
        
             
        Reasons we are reluctant to give feedback:
             
                         
          	People take criticism personally. Everyone is humans, has feelings and wants to be accepted, respected, appreciated and valued.
            Quite simply we don’t want to hurt another person’s feelings.
          
                 
          	The one negative message is the one that speaks loudest and the one that you cannot forget however well you try to couch this
            in kind words.
          
                 
          	Some people just aren’t good at delivering feedback in a way that does not upset people. If you have had bad experience when
            you have tried this before, you may feel it is easier just to ignore the issue and work around it.
          
             
        
             
        However, providing effective feedback is a skill like any other, which you can work on and improve. Consider these ways of
          improving the content of the message you are giving:
        
             
                         
          	Concentrate on the behaviour and not the person. One way of doing this is to start by stating the behaviour in question and then describing how it makes you feel. End with
            what you would like the person to do about it. This approach helps focus on the behaviour and how it is affecting you. Therefore
            the person receiving the feedback is less likely to feel that you are criticising or accusing them.
          
                 
          	Balance the content. Using a feedback sandwich (Figure 2) can help soften the blow of your words as you first provide positive feedback and identify
            what the person is doing well before giving constructive criticism and then finishing with another positive. This can help
            the person remain confident in what they can do and more able to take on board what they need to do to improve. It ensures
            that the person is able to keep a sense of perspective rather than focusing on what they could see as a criticism. Do be careful
            however of making this seem forced and losing the message you are trying to deliver by couching it in too many positives!
            
              [image: ]

              Figure 2  The feedback sandwich
              

              View description - Figure 2  The feedback sandwich

            

          
                 
          	Be specific. Avoid general comments that may be of limited use. Try instead to give examples to illustrate your statement. Include alternatives
            rather than just giving advice as this allows the receiver to decide what to do with your feedback.
          
             
        
             
                         
          	Be realistic. Your feedback should focus on what can be changed. It is frustrating to receive feedback about something that you cannot
            alter.
          
                 
          	Avoid ‘always’ and ‘never’. People’s behaviour is rarely consistent. Suggesting that it is will only lead to the receiving party entering into a debate
            with you about the times that this has not been the case.
          
                 
          	Own the feedback. Use the pronoun ‘I’ rather than ‘they’ or ‘one’ which imply that your opinion is universally held. Remember that feedback
            is merely your opinion.
          
                 
          	Be timely. Choose an appropriate time to give your feedback. If possible be prompt, as the feedback will lose its impact if it is delayed
            too long. Delaying can also cause feelings of guilt or resentment in the person receiving the feedback as the chance of improvement
            or doing something different may have passed. However it may be worth taking the person aside after the event if saying something
            at the time would cause embarrassment and mean that it was more difficult for the person to take on board the message you
            are trying to communicate.
          
             
        
             
        Now watch the following video, which explains how to both give and receive feedback.
             
        
          
            Watch the video at YouTube.com.
            

          

        
             
        
          2.1 Sorting good feedback from bad

          Now you will think about how you would deliver certain types of feedback to others.

          
            
              Activity 2 What makes good and bad feedback?

            

            
              Allow about 10 minutes

              
                Have a look at the sentences in the box below. Each is a way in which you could deliver feedback to someone. Go through the
                  sentences and type Yes next to the ones which you feel would be acceptable feedback (not necessarily perfect, but OK). 
                

                Next look at the sentences which you did not write Yes next to. What could you add to this sentence to make it more acceptable
                  to the person on the receiving end? Record your thoughts next to the statement. 
                

                
                  Table 2 Good and bad feedback

                  
                    
                                                           
                        	Statement                                     
                        	                                     
                        	Acceptable?                                 
                      

                                                           
                        	
                          
                            	I’m really unhappy about what you just told me about my contribution to the meeting.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	Now I don’t want you to get upset by what I am going to say, but…

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	When you interrupt me like that, it makes me want to stop talking to you.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	You’re really overreacting to what I just said…

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	It really doesn’t matter to me, but a lot of people would be really upset by what you just did.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	Your problem is that you just don’t like yourself.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	I have something to say to you and I am going to tell you for your own good.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	When you continue to hum like that, even after I have just said that I am struggling to hear what the speaker is talking about,
                              I get frustrated and want to go and sit somewhere else.
                            

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	You’ve just offended everyone in this group.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	You appear to be frowning and I am confused about what just happened.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	From the way you alienate people you must be really angry with the world.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	I could work with you more easily if you had a better sense of humour.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	Why do you do things like that?

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	Do you understand what I mean when I say you are sending me a double message?

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	Violet, how do you feel when Jake arrives late for the meeting?

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	I’m going to be open with you and level with you. I really think you’re an idiot.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	I wish you would just stop trying to run everything round here.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	How do you think it makes me feel when you say things like that?

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	That kind of childish behaviour won’t get you anywhere round here.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          
                            	And another thing, I am really sick and tired of you calling me ‘Love’.

                          

                                                             
                        	                                     
                        	
                          Provide your answer...

                                                         
                      

                    
                  

                

              

              View discussion - Activity 2 What makes good and bad feedback?

            

          

          Next you will look at what to do if conflict arises.

        
         
      

    

  
    
      
        3 Dealing with conflict
                          
        People don’t like to confront disagreement (Figure 3) as for most of this means an uncomfortable emotional encounter and something
          to be avoided.
        
             
        
          [image: ]

          Figure 3 Disagreement in the workplace
          

          View description - Figure 3 Disagreement in the workplace

        
             
        
             
        
          
            Activity 3 Experience of conflict

          

          
            Allow about 5 minutes

            
              What has your experience of conflict been? Consider conflict that has arisen in teams and groups you have been part of, or
                even amongst your peers or family members. How do you tend to react to conflict and how does it make you feel? Ask yourself:
              

                                       
                	What conflicts have arisen in your team?
                         
                	How have they been resolved?
                         
                	What role do you play in resolving these conflicts?
                         
                	What could you or others do to improve the team’s ability to deal with conflict?
                     
              

              Write your thoughts in the box below.

            
                     
            Provide your answer...
                 
            View discussion - Activity 3 Experience of conflict

          

        
             
        So, why is embracing and using disagreement an important team attitude? A team is a group of people who are working together
          to reach a common goal. The fact is that all the people in the team are going to be different, with different educational
          backgrounds, attitudes, experience, likes and dislikes. What may be important to you may not be important to another member
          of your team. Likewise, what is easy for you to understand may be confusing to someone else. However, it is actually these
          differences that make the team worthwhile. It is the very differences that cause conflict and disagreement about the way forward
          that enable the collective team experience to be of more value than one person doing the job on their own.
        
             
        
          
            Activity 4  Responses to conflict

          

          
            Allow about 5 minutes

            
              There tend to be four different responses to conflict and these can be characterised by: avoiding, accommodating, confronting
                and collaborating.
              

              Most of have a response that they feel most comfortable with. Which response do you feel most describes your preferred style
                when dealing with conflict? In the table below type Yes next to your preferred style.
              

              
                Table 3 Different responses to conflict

                
                  
                                                     
                      	Avoiding                                 
                      	You wait the problem out and prefer to work around it or work alone.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	Accommodating                                 
                      	You seek support for your point of view but you go with the majority.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	Confronting                                 
                      	You express your own views forcibly and directly.                                 
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	Collaborating                                 
                      	You take the lead in trying to get consensus. This can be seen as healthy conflict.                                 
                      	
                        Provide your answer...

                                                   
                    

                  
                

              

            

            View discussion - Activity 4  Responses to conflict

          

        
             
        Can you recognise times when you have had to step out of your preferred style in order to get the job done? 
             
        You may recognise that you have had different responses to conflict depending on who the conflict has been with. If there
          are good levels of trust between individuals then it can feel more comfortable to enter into conflict over differences of
          opinion or interests. This is as true in the team or group setting as it is between individuals and this tells us something
          about the different way that conflict may occur in different stages of group development.
        
             
        
          Table 4 Forming, storming, norming and performing

          
            
                                       
                	Forming                         
                	Suppress conflict and stress unity.                     
              

                                       
                	Storming                         
                	Turbulent stage with conflicts over work, resources and goals.                     
              

                                       
                	Norming                         
                	Starting to see healthy conflict as teams start to collaborate.                     
              

                                       
                	Performing                         
                	Healthy conflict with differences of opinion welcomed and encouraged.                     
              

            
          

        
             
        Imagine trying to make a decision in a team which is actively trying to avoid disagreement and conflict. What do you think
          this would look like? You would see differences minimised or overlooked, creative ideas would be simply put aside as they
          were too difficult to negotiate and people who you know had something valuable to say would just stay quiet. Whilst this kind
          of team is effectively avoiding conflict it is not going to be as productive as the team that learns to deal with conflict
          effectively.
        
             
        
          3.1 Useful tips for dealing with conflict 

          Here are some useful tips for dealing with conflict.

          1 Recognise that disagreement is expected: disagreement is actually what teams need in order to thrive. Make time for the disagreements and get used to questioning
            what other people in the team are saying. Be prepared to voice your opinion and back it up with facts and logic when probed
            by other team members.
          

          2 Put emotions to one side and practice listening: accept that other members of the team are going to have different ideas and confronting these differences is not a personal
            attack but an attempt to open up thinking.
          

          3 When you see conflict, label it: stating calmly that there are differences of opinion around the table helps people remain professional and see it as just
            that – differences of opinion. It helps to recognise that this is going to be a time for discussing these differences and
            can encourage quieter members to share their own opinion.
          

          Next you will look at different techniques for making decisions within a team.

        
         
      

    

  
    
      
        4 Decision making 
                          
        One of the main functions of a team is to make decisions together. These decisions benefit from the diversity within a group,
          but it is also this diversity which can make this process difficult. For the decision-making process to work well it is important
          that all members of the team are clear about how decisions will be made, who will make the decision and how team members will
          be involved in this process. Knowing and agreeing how decisions will be made helps to ensure support and commitment to the
          decision.
        
             
        
          [image: ]

          Figure 4 Decision making
          

          View description - Figure 4 Decision making

        
             
        Different models of decision-making include:
             
                         
          	Team leader decides – this may be a good option if the team is short of time or the decision is one that everyone would agree with should they
            have been involved in the process.
          
                 
          	Team leader gets the input of the group and then decides – this kind of decision making benefits from using the expertise of the group and the diversity of ideas when compared to
            the first model.
          
                 
          	Consensus decisions – here the group share their opinions and reach agreement over the best way forward. While this type of decision making takes
            more time it can lead to much stronger support from the team.
          
             
        
             
        
          
            Activity 5 Recalling decision-making episodes

          

          
            Allow about 10 minutes

            
              As in previous activities, for this activity you need to think about a team you are currently part of or have had experience
                of in the past. If you have little in the way of team experience at this time then think of any group that you have been part
                of in helping to making decisions, such as a family group. It could be a decision about what to have for dinner, for example,
                or where to go on holiday.
              

              Based on your chosen example, ask yourself the following questions and make some notes.

                                       
                	How are decisions made in your team?
                         
                	Who is involved and in what ways?
                         
                	What has been effective about the processes you have used?
                         
                	How could your decision-making process be improved?
                         
                	What happens if a group member is unhappy with a decision made by the group?
                     
              

            
                     
            Provide your answer...
                 
            View discussion - Activity 5 Recalling decision-making episodes

          

        
             
        
          4.1 Tools for reaching a consensus

          If you have decided that your group or team is going to operate by consensus, then you need to consider the process to reach
            that consensus. You have already recognised that reaching consensus can take time and it is frustrating for team members if
            this is not managed well. Having an understanding of the tools you can use to make this an effective process can make a real
            difference.
          

                               
            	Identify the decision which needs to be made. It is important that you all agree on the goal you are focusing on so time is not wasted on discussing things not relevant
              to the task in hand.
            
                     
            	Establish facts. What data do you already have and what resources can you draw on? Different opinions can be discussed for hours on end without
              getting anywhere, you need to check the facts and agree what facts you need to have in place before you start to explore this
              further.
            
                     
            	Agree on the criteria for a successful decision. Make sure that you have considered what would make a decision successful. What would success look like here? What issues
              need to be dealt with in the solution and what criteria will help you decide whether everyone is happy about the decision
              reached?
            
                     
            	Brainstorm alternative solutions. What this means is generate as many ideas as possible. The ideas you come up with should not be evaluated or criticised at
              this time as this will stop the creativity of the process and could prevent a really innovative solution being voiced.
            
                     
            	Evaluate the options that have come up and choose the best one. Remember to use the criteria you came up with earlier in the process. Consider
              the pros and cons of each option and which option is the most realistic for you to implement now.
            
                 
          

          
            
              Activity 6 Botched brainstorming and how to avoid it

            

            
              Allow about 10 minutes

              
                Think of a time when you have been involved in a group session where you have brainstormed for ideas. Did this process run
                  smoothly and work successfully? Take a moment to consider your experience of brainstorming and try to come up with at least
                  three things that can ruin a good brainstorming session (Figure 5). 
                

                
                  [image: ]

                  Figure 5 Brainstorming 
                  

                  View description - Figure 5 Brainstorming 

                

              
                         
              Provide your answer...
                     
              View discussion - Activity 6 Botched brainstorming and how to avoid it

            

          

          There are a number of different techniques you can use to improve the quality of your brainstorming sessions but you will
            now look at two of the more common ones – the stepladder technique and the charrette technique. After reading these, you may
            realise that you have actually experienced one of these without being aware of its name or you may have other examples of
            techniques which you would like to make a note of in your workbook for this week.
          

        
             
        
          4.2 Stepladder technique

          The benefit of using the stepladder technique is that it helps individuals who may tend to keep quiet to contribute their
            ideas.
          

                               
            	Share the problem with all group members before you get together so that everyone has time to think about it and come up with
              their own ideas.
            
                     
            	Form a group of just two people to start and get them to discuss the problem and their ideas.
                     
            	Add another person to the group of two and get the new person to share their own thoughts before hearing the ideas of the
              group of two.
            
                     
            	Add another person to this group and get them to share their ideas before discussing as a group.
                     
            	Reach a decision only when everyone has been involved.
                 
          

          Remember that if the group or team wants to benefit from the diversity of ideas it is necessary to provide a mechanism where
            these can be equally shared.
          

        
             
        
          4.3 Charrette technique

          The word charrette means ‘little cart’ in French and describes a brainstorming method where ideas are ‘carted’ between groups. This technique
            is useful for brainstorming when there are more than ten people in the group or when there is more than one issue to discuss.
          

                               
            	Organise the team into small groups with one issue given to each group. Each group should then brainstorm their ideas one
              after the other until everyone has had a chance to contribute. These ideas are discussed and one person records this discussion.
            
                     
            	The ideas generated by one group are carted over to the group next to them by the person recording the ideas moving to the
              next group. The recorder shares the previous group’s ideas and the current group then discusses and build on these ideas.
              This discussion is recorded by the recorder.
            
                     
            	The process is repeated with the recorder moving between groups until each group has discussed each issue once.
                     
            	Extra time is given to the final group session for ideas to be drawn together and organised into key themes.
                     
            	The group then reconvenes  and the recorders present their lists of ideas/themes.
                 
          

        
         
      

    

  
    
      
        5 This week’s quiz
                          
        Now it’s time to complete the Week 4 badged quiz. It is similar to previous quizzes, but this time instead of five questions,
          there will be fifteen.
        
             
        Week 4 compulsory badge quiz
             
        Remember, this quiz counts towards your badge. If you’re not successful the first time, you can attempt the quiz again in
          24 hours.
        
             
        Open the quiz in a new tab or window, and come back here when you’ve finished. 
         
      

    

  
    
      
        6 Summary
                          
        Lack of skill in communication is among the worst things that can hamper a team or prevent one team member from contributing
          effectively. Among communication skills, the ability to give and receive good feedback and the ability to diagnose and avoid
          poor feedback are of primary importance.
        
             
        Conflict is an almost inevitable part of a team’s life and while it must be dealt with, it should not be feared or avoided
          at all costs, as it may bring creative benefits.
        
             
        Sooner or later, every team has to make its mind up about an important issue. Brainstorming is one of the most effective and
          popular ways in which teams arrive at decisions. This week you looked at two techniques to aid brainstorming: the stepladder
          technique and the charrette technique. 
        
             
        You should now be able to:
             
                         
          	outline some of the key skills needed for effective teamwork
                 
          	consider how effective the communication skills have been in teams you have been part of
                 
          	explain four models of decision making
                 
          	understand how to give feedback effectively.
             
        
             
        You are now halfway through the course. The Open University would really appreciate your feedback and suggestions for future
          improvement in our optional end-of-course survey, which you will also have an opportunity to complete at the end of Week 8. Participation will be completely confidential
          and we will not pass on your details to others.
        
             
        In Week 5, you will learn about the various categories of diversity and the factors that are contributing to its increase.
          You will also find out why many employers have come to see increasing workplace diversity as a desirable goal.
        
             
        You can now go to Week 5.
         
      

    

  
    
      
        
          Week 5: Increased diversity in teams

          

        

      

    

  
    
      
        Introduction
                          
        To begin Week 5 first watch the following video in which Lynne Johnson introduces the week.
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        By the end of this week, you will be able to:
             
                         
          	explain what ‘diversity’ means 
                 
          	classify diversity as social diversity, informational diversity, or value diversity
                 
          	understand the factors contributing to increased diversity in the workplace today
                 
          	identify diversity in some of the teams that you observe or belong to 
                 
          	understand what organisations are doing today to foster diversity.
             
        
         
      

    

  
    
      
        1 Understanding ‘diversity’
                          
        It is important to start by considering what is meant when talking about ‘diversity’ in teams. The Cambridge English Dictionary
          defines ‘diversity’ as 
        
             
                         
          	the fact of many different types of things or people being included in something; a range of different things or people;
                 
          	​the fact that there are many different ideas or opinions about something.
             
        
             
        (Cambridge English Dictionary, 2018)
             
        One common definition of diversity is any attribute that can be used to differentiate groups and individuals from one another. You can imagine this attribute varying
          along a dimension of its own, largely independent of other attributes. For example, individual height is an attribute that
          exhibits diversity.
        
             
        
          
            Activity 1 Types of diversity

          

          
            Allow about 10 minutes

            
              Consider groups and teams that you are part of either in the workplace or in your social life. When you think of diversity,
                what characteristics do you feel this describes? See how many different types of diversity you can think of from the teams
                and groups you are part of. You may find it helpful to have a look at Figure 1 and consider the types of diversity that are
                visible here. What types of diversity are not represented in this image?
              

              
                [image: ]

                Figure 1 Group diversity
                

                View description - Figure 1 Group diversity

              

            
                     
            Provide your answer...
                 
            View discussion - Activity 1 Types of diversity

          

        
             
        Next you will look at how the workplace of today has changed from 60 years ago.
         
      

    

  
    
      
        2 The changing workplace
                          
        The world you inhabit today is very different from that of 60 years ago. Many of these changes affect the world of work and
          the teams you are part of in the workplace. In this next activity you will consider some of the ways the world has changed.
          
        
             
        
          
            Activity 2 Thinking about change

          

          
            Allow about 20 minutes
                     
            
              
                This quiz is just to get you thinking about some of the major changes that have taken place in the last 60 years that have
                  had an impact on the world you work in today. This quiz is not part of the assessment for this week so don’t worry if the
                  answers you come up with are wide of the mark. If you are not at all sure what the answer may be, then take a guess!
                

                                                 
                  	
                    A survey by Deloitte in 2016 reported that 81% of people in the UK now have a smartphone. What percentage of households do
                      you think had a telephone in 1982?
                    

                  
                             
                

              

              View discussion - Untitled part

            
                     
            
              
                                                 
                  	Today you can buy a new desktop PC for a few hundred pounds, which is less than 1% of the mean income in most OECD (Organisation
                    for Economic Cooperation and Development) countries. How much would a desktop computer have cost in 1965 in today’s money?
                  
                             
                

              

              View discussion - Untitled part

            
                     
            
              
                                                 
                  	What percentage of the working population was made up of women in 1975?
                             
                

              

              View discussion - Untitled part

            
                     
            
              
                                                 
                  	While most of us will use computerised or automated equipment today in the workplace, what percentage do you think worked
                    with this type of equipment in 1986?
                  
                             
                

              

              View discussion - Untitled part

            
                 
          

        
             
        Next you will look at how these changes have led to increased diversity in the workplace. 
         
      

    

  
    
      
        3 Factors leading to increased workplace diversity 
                          
        On the whole, we live in a much more diverse world and this is reflected both in our communities and our workplaces. This
          increase in diversity is not due to one factor. There are several factors that have led to increased diversity in today’s
          workplace. These include:
        
             
                         
          	
            the rising number of women in the workplace due to the contraction of male-dominated industries and the growth of gender-neutral
              service industries, along with the erosion of traditional gender roles.
            

          
                 
          	
            global dispersion of teams has been facilitated by technology. Teams do not have to be in one place any more, which leads
              to increases in cultural diversity. Growth in and reliance on new technologies allows more flexible working and a more global
              marketplace.
            

          
                 
          	
            greater shifts in the world’s population mean localised teams tend to be more diverse. The last 40 years have seen a greater
              number of migrants working in the UK and the number of non-native citizens in England and Wales has risen from 4.6 million
              in 2001 to 7.5 million in 2017 (an increase of over 61%). What this means for the UK workplace is more languages, a greater
              variety of educational backgrounds, differing cultures and expectations.
            

          
                 
          	
            increase in mobility with workers now commuting further than would have been possible 40 years ago. See this article from
              2014 by Nick Collins, Transport Correspondent in the Telegraph: Workers commuting further than ever before.
            

          
                 
          	
            an ageing population in high-income countries means that several generations now work together (Figure 2). People are now
              working for longer as their health is better for longer and they are living for longer. The abolition of the default retirement
              age in the UK in 2011 led to people working for longer in part to protect their financial security and as a way to maintain
              their social connections. The employment rate for people aged 65 and over has doubled over the past 30 years, from 4.9 to
              10.2 per cent, an increase of 5.3 percentage points (DWP, 2015).
            

          
             
        
             
        
          [image: ]

          Figure 2 Multiple generations in the same workplace 
          

          View description - Figure 2 Multiple generations in the same workplace 

        
             
        Next you will consider the importance of diversity and the benefits it brings to the workplace.
         
      

    

  
    
      
        4 Why we want more diversity 
                          
        When thinking about what a company can do in order to increase productivity, the first thought is likely to be that they should
          hire the best and brightest available talent. This translates into hiring people who have excellent qualifications and can
          show that they have succeeded in the way society typically recognises education and intelligence. This may not be the case
          though and a large number of surveys and studies have shown repeatedly that true innovation in an organisation thrives in
          a culture that is inclusive and values diversity of ideas, encourages unique perspectives and challenges stereotypical thinking.
        
             
        In the words of David McKay (2016): 
             
        
          Companies thrive when they are open to new ideas and new people. As do economies and our world. That is why the world’s most
            innovative businesses, cities and economies are the most diverse … a powerful recipe for success is the combination of what
            each of us brings as unique individuals together with a common purpose and goals. That leads to new insights and innovation.
            
          

        
             
        In 2015, the McKinsey report into 366 public companies showed that those who were in the top quartile for ethnic and racial
          diversity in their management teams were 35% more likely to have better financial returns than the average for their industry
          (Hunt et al., 2015) . Similarly, those in the top quartile for gender diversity were 15% more likely to have better than average
          returns.
        
             
        This information is also displayed in Figure 3. 
             
        
          [image: ]

          Figure 3 The diversity dividend
          

          View description - Figure 3 The diversity dividend

        
             
        
          
            Activity 3 Benefits of diversity

          

          
            Allow about 5 minutes

            
              Why do you think that organisations with a greater gender or ethnic diversity are more likely to outperform other organisations
                within the same sector? What do you imagine this increased diversity brings to the firm?
              

            
                     
            Provide your answer...
                 
            View answer - Activity 3 Benefits of diversity

          

        
             
        Next you will look at the three categories of diversity. 
         
      

    

  
    
      
        5 Categories of diversity
                          
        While studies show that diverse groups outperform homogeneous groups (as you saw in the last section), you may still feel
          that there are some advantages in having a homogeneous group. 
        
             
        It is true that a group that is more homogenous can avoid some of the problems that are seen in more diverse teams due to
          poor communication patterns and excessive conflict. What is certain though is that no theory says that a team is going to
          be more productive simply because of outward personal characteristics, such as race or gender.
        
             
        Three different categories of diversity have been described by Jehn et al. (1999):
             
                         
          	Social or category diversity – due to visible demographic differences, for example race, gender and age.
          
                 
          	Informational diversity – due to differences in educational background, functional background and industry experience.
          
                 
          	Value or goal diversity – following a different value system, differing in opinion about what is important and what the goal is.
          
             
        
             
        While social diversity may be the immediate term of reference you think of when you consider diversity, the other two types
          of diversity also play a significant role in achieving greater productivity in teams, so they must not be neglected. What
          is needed  in a team in order to achieve greater productivity is differences in the values of the people involved and the
          kind of informational diversity, which stems from including people from different educational backgrounds and cultures.
        
             
        It is thought that by increasing social diversity, the group is likely to be more productive because social diversity will
          enhance the two other types of diversity. By simply having greater social diversity within your team, you will increase the
          informational and value differences that are necessary for increased performance and productivity.
        
             
        A subtle pitfall is that differences in, for example, age or gender will not necessarily lead to difference in values or experience.
          You will look at this more in Week 6 when you will explore stereotypes and assumptions that can be made when confronted by
          socially diverse groups. Here, you will question how many of these are true and find out which ones you tend to share.
        
             
        Now read the following case study before completing Activity 4.
             
        
          
            Case study 1: Joan

          

          
            Joan is 54 and works for the county council in the social care team at a residential home for the elderly. She has been in
              this job for nearly 20 years and loves it. Her team have been working together now for so long that it feels like a family
              to her. While the work can be hard, she values the friendly team of like-minded women.
            

            Joan has been asked to be part of a working group to look at referral processes within social care. Today is their first meeting
              at County Hall and Joan is feeling really nervous about how she will fit in and what she might be asked to do. She knows that
              she is going to be part of a team of five and that they will be working together once a week over the next couple of months.
              
            

            The other members of the team are:

                                 
              	
                Mike, a recent graduate with a degree in computing

              
                     
              	
                Martha, a professional woman of a similar age to Joan but wearing a suit and carrying a leather briefcase with a laptop

              
                     
              	
                Chandni, a middle-aged woman wearing a hijab

              
                     
              	
                Jo, a young woman dressed all in black with heavy make-up and lots of facial piercings.

              
                 
            

          

        
             
        
          
            Activity 4 Value diversity - the challenges

          

          
            Allow about 10 minutes

            
              Certain differences between people are immediately obvious, for example, age, colour of skin and gender. By now you may have
                started to realise that it is not always these differences which cause the most conflict. The greatest conflict is likely
                to occur where there is a greater range of value diversity in the team.
              

              Value diversity rather than social or informational diversity can lead to decreased satisfaction, impact negatively on team
                members’ loyalty to the group and commitment to realising the goal. When there are different opinions within the team as to
                what the task actually is, then this can lead to serious personal friction.
              

              For Joan working in the team described above is stepping out of her comfort zone. What kind of concerns might she be having
                about how they are going to be able to work together? 
              

              What types of social, information and value diversity might there be within this group?

            
                     
            Provide your answer...
                 
            View discussion - Activity 4 Value diversity - the challenges

          

        
             
        Next you will look at the initiatives organisations are using to increase diversity in their workplaces. 
         
      

    

  
    
      
        6 What organisations are doing to increase diversity?
                          
        What is clear is that today’s society is different in many respects from that inhabited by previous generations. While the
          increased diversity is recognised and protected by legislation in the UK, this diversity is not always represented in the
          workplace and this is something that employers are trying to address.
        
             
        Listen to Kate Croucher at FDM talk about the importance of recruiting a diverse workforce.
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        
          
            Activity 5 Real organisations

          

          
            Allow about 15 minutes

            
              Think about some of the organisations you have worked for in the past or work for currently. Are you aware of any initiatives
                or policies they have to increase diversity of the workforce? If you are not aware of any, then take a moment to review the
                website of the organisation and see if there is any information about inclusion and diversity which you were perhaps not aware
                of.
              

              In this activity you are going to undertake some research into four organisations of your choice. If there are organisations
                you are considering working with in the future, you may want to start with one of them. 
              

              For each organisation try to find out whether they have a policy about diversity and if so, what they are doing to increase
                diversity in their workplaces. Record your findings in the table below. Tesco has been used as an example in the first row.
              

              
                Table 1 Ways for an organisation to increase or support diversity

                
                  
                                                     
                      	Organisation                                 
                      	Initiative to increase or support diversity                             
                    

                                                     
                      	Tesco                                 
                      	
                        UK Colleague Engagement Networks including Out at Tesco, 

                        Black Asian Minority Ethnic Network, 

                        Women, disability and the Armed Forces

                                                   
                    

                                                     
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                                                     
                      	
                        Provide your answer...

                                                       
                      	
                        Provide your answer...

                                                   
                    

                  
                

              

            

            View discussion - Activity 5 Real organisations

          

        
         
      

    

  
    
      
        7 This week’s quiz
                          
        Well done. You have reached the end of Week 5 and can now take the weekly quiz to test your understanding.
             
        Week 5 practice quiz
             
        Open the quiz in a new tab or window and come back here when you’ve finished.
         
      

    

  
    
      
        8 Summary
                          
        This week you have looked at definitions of ‘diversity’ and considered the types of diversity that are part of some of the
          groups and teams you are familiar with, either in work or in your social life. You have thought about how society has changed
          over the years and thought about what this has meant for the workplace of today. 
        
             
        While numerous studies have shown that this increase in diversity within the workplace is a good thing and is linked to increased
          productivity and innovation, it is recognised that diverse teams can also have more problems because of difficulties in communication,
          and conflicting views and opinions. It is the differences in informational and value diversity that bring the greatest benefits
          to a team, but also provide the fertile ground for disagreement and conflict and these need to be managed well for a team
          to be successful. You met Joan and considered some of the concerns she might have in working with a team that is very different
          from what she is used to. Last of all, you looked at the reality of workplaces today and the kind of initiatives that they
          were engaging in to encourage increasingly diverse teams within their organisations.
        
             
        You should now be able to:
             
                         
          	explain what ‘diversity’ means
                 
          	classify diversity as social diversity, informational diversity, or value diversity
                 
          	understand the factors contributing to increased diversity in the workplace today
                 
          	identify diversity in some of the teams that you observe or belong to
                 
          	understand what organisations are doing today to foster diversity.
             
        
             
        In Week 6, you will consider the question of social identity and how cultural norms shape our expectations of individual persons
          and groups. You will consider one theory of social identity in particular (Tajfel and Turner) and see how it helps us to explain
          the so-called ‘them-and-us’ phenomenon. You will also learn about the concepts of stereotype, prejudice and discrimination.
          
        
             
        You can now go to Week 6.
         
      

    

  
    
      
        
          Week 6: Social identity and cultural norms

          

        

      

    

  
    
      
        Introduction
                          
        To begin Week 6, first watch the following video in which Lynne Johnson introduces what you will be learning about this week.
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        By the end of this week, you will be able to:
             
                         
          	understand Tajfel and Turner’s social identity theory
                 
          	describe the difference between a stereotype, prejudice and discrimination
                 
          	recognise any stereotypes or prejudices you may hold
                 
          	understand how Hofstede’s dimensions of culture could help improve communication and working in a culturally diverse team.
             
        
         
      

    

  
    
      
        1 Tajfel and Turner’s social identity theory
                          
        One of the issues that has been identified with cross-cultural working is the prejudice and stereotypes that exist, which
          can get in the way of a team working well together. Everyone feels more comfortable when they are with like-minded people
           and it is not unusual for all employees of a particular workplace to slowly adopt the same style of dress over time. 
        
             
        Take a moment to reflect how you have felt when someone has joined your team who seems different from you in some way. It
          may be the way they dress, or what they say or do. How does this make you feel? It may be that your initial thoughts are not
          positive. 
        
             
        When you are working in culturally diverse teams, it is important to overcome these initial feelings and find ways of working
          comfortably together. As you have seen in previous weeks, it is this very diversity and the difference in viewpoints that
          can lead to great ideas and ways of working.
        
             
        Recognising prejudice has to be the starting point of this and you will now look at one model of social identity theory proposed
          by Tajfel and Turner in 1979.
        
             
        Tajfel and Turner’s social identity theory (1986) recognises that three cognitive processes are relevant to the phenomenon
          of ‘in-group’ and ‘out-group’. An ‘in-group’ is the preferred group, which is seen as better to belong to. By contrast, membership
          of the ‘out-group’ is seen as undesirable and those who belong to it are viewed with some kind of prejudice or discrimination.
          
        
             
        For Tajfel and Turner, putting people into categories or groups was simply part of the normal cognitive process, as there
          is a tendency for people to group people and things together. When this happens though there is a tendency to exaggerate two
          things: 
        
             
                         
          	the differences between you and other groups
                 
          	the similarities among members of the group you are in.
             
        
             
        Three cognitive processes are part of this:
             
                         
          	Social categorisation – the process of deciding which group you belong to. This in itself is not a problem and not involved in the possible later
            prejudice or discrimination against other groups.
          
                 
          	Social identification – when you are part of a group you tend to identify with them. You take on the attitudes and ways of working of other members
            of the group and see their views as compatible with your own and therefore worth emulating.
          
                 
          	Social comparison – the very act of belonging to a group increases your concept of self. Other groups are seen as being different and you start
            to identify them as ‘them’ and your own group as ‘us’ (Figure 1). It is this final stage in the cognitive process where social
            comparison is made with other groups that in itself creates the distinctiveness of the in-group.
          
             
        
             
        
          [image: ]

          Figure 1 Us and them 
          

          View description - Figure 1 Us and them 

        
             
        
          
            Activity 1 Famous in-groups

          

          
            Allow about 10 minutes

            
              Take a moment now to think of some famous examples of in-groups and out-groups. You may want to consider sports teams , countries,
                religion and politics to come up with some ideas. Jot down your answers in the box below. Two examples have been given below
                – see if you can add five more!
              

                                       
                	Catholic and Protestants in Northern Ireland
                         
                	Male and Female
                     
              

            
                     
            Provide your answer...
                 
            View discussion - Activity 1 Famous in-groups

          

        
             
        Next you will look at the distinction between stereotypes, prejudice and discrimination and complete an activity to see if
          you hold any stereotypical or prejudiced thinking that you are not consciously aware of. 
        
         
      

    

  
    
      
        2 Stereotypes, prejudice and discrimination
                          
        No one likes to think of themselves as prejudiced and you would probably feel very concerned if you thought you were engaging
          in any act of discrimination. You may have found the activity in Week 5, when you had to consider Joan’s feelings around her
          culturally diverse working group, a little unsettling. If you thought that you would have felt the same way that Joan did,
          then don’t worry unduly. The fact is that as hard as you might try to be free from stereotypical thinking, it is very difficult
          to stop it from creeping in unnoticed. Recognising this type of thinking and challenging it is an important step in ensuring
          that you avoid acting in a discriminatory or prejudiced manner.
        
             
        Take a moment to look at the definitions of stereotype, prejudice and discrimination and consider how these relate to each
          other. 
        
             
        
          
            Box 1 Definitions of stereotype, prejudice and discrimination

          

          
            Stereotype – a belief or association that links a whole group of people with certain traits, e.g. young people are all good at IT. 
            

            Prejudice – a negative feeling towards people due to their membership of a particular group, e.g. teenagers are all troublesome. 
            

            Discrimination – behaviour directed against a person because of their membership of a particular group, e.g. Muirfield golf club’s exclusion of women
              until March 2017. 
            

          

        
             
        
          
            Activity 2 Project Implicit

          

          
            Allow about 10 minutes

            
              Project Implicit is a collaboration between three universities: Harvard, Virginia and Washington. It aims to reveal the hidden
                biases that you hold without being aware of them and it has a number of implicit association tests (IATs) for public use online.
                
              

              These IATs measure hidden bias that you may have in respect to, amongst other things: gender, disability, age, race and weight.
                What these tests do is measure your unconscious or automatic biases. Scientific research has shown that even when you think
                you have got rid of any biases you hold, they actually remain to some extent as a mental residue, in most cases without you
                being aware of them. If you do become aware of these biases, then you can attempt to change them before they start to be expressed
                in more discriminatory behaviour.
              

              Spend 10 minutes now looking at just one of the IAT tests on the Project Implicit website. Choose one of these tests and find out whether you have any bias in this area that you were not aware of. The simple act
                of doing the test can be useful in getting you to explore some of your current thoughts on these issues.
              

            

            View discussion - Activity 2 Project Implicit

          

        
             
        Next, using a case study, you will look at the challenges of working in a different culture to your own.
         
      

    

  
    
      
        3 Case study: team-teaching in Japan 
                          
        You are now going to read a case study of a woman who went to work in Japan in the early 1990s after completing her degree.
          In the case study, Susan explains some of the communication problems she experienced in the early months of working in a Japanese
          high school. Her role in Japan was to team-teach with a Japanese teacher of English (Figure 3). You will see how the difficulties
          in communication diminished the effectiveness of their working relationship during the early months.
        
             
        
          [image: ]

          Figure 2 An Englishwoman in Japan
          

          View description - Figure 2 An Englishwoman in Japan

        
             
        
          
            Case study 1: Susan

          

          
            When I was 21, I was fortunate to be able to live and work in Japan for three years. I had just graduated and was interested
              in living in a country which seemed to be very different from my own. At the time, in the early 1990s, Japan was seen to be
              a very foreign place and Japanese stereotypes abounded. 
            

            Armed with what I considered to be an open mind, I embarked on my journey. I was employed as an Assistant English Teacher
              (AET) in five senior high schools in Chiba Prefecture. My job was to team-teach with Japanese teachers of English to classes
              of 16- to 19-year-olds in the state school system. 
            

            Like many of the other native English speakers who went to work in Japan, I found the first six months of working in the Japanese
              school system very difficult. This was my first job after leaving university and I wanted to succeed, but found my attempts
              to make a difference often floundered. 
            

            As a young woman confident in my own ideas and full of enthusiasm to make a difference, I struggled to understand why I was
              not flourishing and towards the end of the first year, I considered not renewing my contract for a further year. I was suffering
              from the ‘culture shock’ I had been warned about.
            

            Some of the things I struggled with at that time and could not understand included:

                                 
              	Difficulty in working in particular with the older male Japanese teachers of English who did not seem to want to accept my
                ideas about how to do things. It felt that they expected me to listen to them and learn from them. I expected to have a more
                equal relationship.
              
                     
              	There was an expectation that I would stay in the school staff room even when there was clearly no work to do. I felt that
                there were better and more productive ways I could use my time and struggled to see the point of sitting around during the
                summer months or late in the working day when to me it seemed that nothing was getting done.
              
                     
              	When I was invited to go on a staff skiing trip during my Easter holiday, I could not see the problem with saying no to this,
                yet it was clear that there was a problem with my refusal. My feelings were that this was my own time and my own money which
                I wanted to spend in a different way.
              
                     
              	Speaking my mind and expressing my views openly in staff meetings, pointing out what I perceived to be issues so that we could
                bring them out in the open and deal with them, did not work at all. This approach seemed to shut down the conversation rather
                than open it up.
              
                 
            

            Thankfully, I did decide to stay on in Japan and I continued working in that role for a further two years. During that time
              my understanding of Japanese culture increased. I started to see similarities in our outlooks and not just differences. I
              came to value a different way of doing things and learnt about the art of compromise and getting your point over in a way
              that could be heard. 
            

            After three years in Japan, I was sad to leave and I am thankful for having had the opportunity to learn so many lessons about
              working with a different culture at such an early stage of my career. 
            

          

        
             
        
          
            Activity 3 Putting yourself in Susan’s shoes

          

          
            Allow about 10 minutes

            
              In the case study above, Susan highlights a number of areas she found difficult to communicate effectively, which were in
                some part due to cultural differences. Take a moment to reflect how you would have felt in this situation and what your approach
                might have been. 
              

              If you have some experience working with people from a different cultural background consider what problems (if any) you experienced.
                Did cultural differences get in the way of effective team-working and if so, what did you do about it or what could you have
                done about it? Make some notes in the box below.
              

            
                     
            Provide your answer...
                 
            View discussion - Activity 3 Putting yourself in Susan’s shoes

          

        
             
        Next you will look at Hofstede’s dimensions of culture, which can be used as a general guide to understanding the differences
          between cultures.
        
         
      

    

  
    
      
        4 Hofstede’s dimensions of culture
                          
        In the 1970s, Geert Hofstede looked at national cultural differences (Figure 3) between IBM employees working across 64 countries.
          The result of his decade of research led to the identification of four dimensions of cultural difference. Hofstede later added
          in a further two dimensions, but for the purposes of this discussion you will concentrate on his first four.
        
             
        
          [image: ]

          Figure 3 A sample of nationalities
          

          View description - Figure 3 A sample of nationalities

        
             
        Hofstede felt that if any differences were seen between IBM employees in these countries, then this would be down to national
          cultural differences and not the result of working culture, as they were all working for the same organisation.
        
             
        The four original dimensions of cultural difference identified by Hofstede were: power distance index, individualism versus
          collectivism, masculinity versus femininity and the uncertainty avoidance index. You will look at each of these in turn next.
        
             
        
          4.1 Power distance index

          Power distance index means the extent to which less powerful members of organisations – including their families – accept
            that power is not distributed equally. Essentially it measures inequality and how much those with less power accept this.
          

          A higher score on the Hofstede index indicates acceptance of more unequal power relations.

          
            [image: ]

            Figure 4 Unequal distribution of power
            

            View description - Figure 4 Unequal distribution of power

          

        
             
        
          4.2 Individualism versus collectivism 

          Collectivism refers to the degree to which individuals are integrated into groups. In a collectivist society, people are part
            of a strong cohesive in-group which protects them in return for their unquestioning loyalty. In an individualist society,
            ties between people will be loose and people will be expected to look after themselves and their own immediate family.
          

          A higher score on the Hofstede index indicates a more individualistic society.

          
            [image: ]

            Figure 5 Individualism versus collectivism
            

            View description - Figure 5 Individualism versus collectivism

          

        
             
        
          4.3 Masculinity versus femininity

          This dimension refers to the distribution of roles between genders. Masculine values are seen to be assertive and competitive,
            while female values are linked with modesty, caring and being feminine.
          

          A high score on the Hofstede index indicates a society with more clearly defined roles for men and women.

        
             
        
          4.4 Uncertainty avoidance index

          Uncertainty-avoiding cultures try to minimise the chance for new, surprising and different situations. They like to have laws
            and rules and rely on safety and security measures. They are more likely to believe in a religious truth. In countries with
            a low uncertainty avoidance, society is more tolerant of ambiguity and the search for truth. People are more likely to be
            programmed to feel at ease in uncertain situations.
          

          A high score on the Hofstede index indicates a society where people avoid unpredictable events.

          
            [image: ]

            Figure 6 Uncertainty avoidance
            

            View description - Figure 6 Uncertainty avoidance

          

        
             
        
          4.5 Your cultural dimension score

          This table shows each of the 64 countries with the scores recorded for power distance index, individualism versus collectivism, masculinity
            versus femininity, the uncertainty avoidance index, as well Hofstede’s fifth variable, long-term orientation, which you do
            not need to consider at this stage. Look at this table now before completing Activity 4.
          

          
            
              Activity 4 Applying the Hofstede index to yourself

            

            
              Allow about 15 minutes

              
                Hofstede scored each country on a scale of 0–100 for each dimension.

                How do you feel you would score on the Hofstede index? Have a look again at the four categories and consider the kind of score
                  you would expect to give yourself. Would you, for example, expect your score to be high or low on the power distance index?
                

                Take a guess at what you would expect your score to be and type this value into Table 1 below. Next use the tool on the Hofstede website to see the value that this variable has for your country and consider how accurate this feels as a representation of you.
                

                
                  Table 1 The Hofstede index

                  
                    
                                                           
                        	Hofstede’s cultural dimension                                     
                        	Your estimate of your own score                                     
                        	Your country’s score                                  
                      

                                                           
                        	
                          Power distance index

                                                             
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Individualism versus collectivism

                                                             
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Masculinity versus femininity

                                                             
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Uncertainty avoidance index

                                                             
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                    
                  

                

              

              View discussion - Activity 4 Applying the Hofstede index to yourself

            

          

          Next you will look at ways of communicating depending on the cultural norms of a society, based on Hofstede’s dimensions of
            culture.
          

        
         
      

    

  
    
      
        5 Tips for improving communication between different cultural norms
                          
        You can probably imagine that having an understanding of where an individual or team lies on Hofstede’s dimensions of culture
          is helpful when you are trying to communicate in the workplace. The cosmopolitan character of the modern workplace makes it
          very likely that you are going to have a person from another culture within your team. It is also quite possible that at some
          stage you will be a guest-worker in another country.
        
             
        Take a look at Table 2 below, taken from the MindTools website, which gives a set of practical observations that correlate
          with high or low indices along each of the dimensions in Hofstede’s model. Now ask yourself if you recognise any of these
          as habits in yourself or in your country. Then revisit Activity 4 and your own estimate of your cultural scores along with the score given for your country. How true does this seem to be
          for you in terms of the kind of communication style you prefer?
        
             
        
          Table 2 Practical observations of Hofstede’s dimensions of culture

          
            
                                       
                	Power distance index (PDI)                         
                	High PDI                         
                	
                  
                    	Recognise and show that you acknowledge the status of the leader.

                    	Do not push against the authority of the leader.

                    	Be aware that you may need to go above the leader in order to get answers to what is happening or learn how to tackle the
                      situation.
                    

                  

                                     
              

                                       
                	                         
                	Low PDI                         
                	
                  
                    	Try to delegate as much as possible.

                    	If people are going to be involved by a decision then try and involve them in the decision making.

                  

                                     
              

                                       
                	Individualism (IDV)                         
                	High IDV                         
                	
                  
                    	Acknowledge individual efforts and achievements.

                    	Be aware that the person is unlikely to want to mix social and work life.

                    	Encourage debate and make space for people to share and discuss their ideas.

                  

                                     
              

                                       
                	                         
                	Low IDV                         
                	
                  
                    	Keep a check on emotions and feelings that could disrupt the harmony of the group.

                    	If you are going to give negative feedback don’t do this in public. 

                    	Saying ‘no’ can mean someone loses face.

                    	Politeness demands that you are expected to refuse an invitation several times before accepting. 

                  

                                     
              

                                       
                	Masculinity (MAS)                         
                	High MAS                         
                	
                  
                    	Need to be aware that gender roles are differentiated in this culture.

                    	Working long hours can be what is expected and doing so shows commitment.

                    	Clear targets can be motivational so that the person or group can show what they have achieved.

                  

                                     
              

                                       
                	                         
                	Low MAS                         
                	
                  
                    	Negotiation and collaboration are key to success.

                    	Input from all levels is likely to be expected.

                    	Work-life balance and workplace flexibility is important and likely to lead to better performance from staff .

                  

                                     
              

                                       
                	Uncertainty avoidance (UAI)                         
                	High UAI                         
                	
                  
                    	Provide clear goals and expectations.

                    	Recognise that there may be cultural rules that are unspoken and which you can’t see.

                    	Emotion or anger can be a normal part of the conversation. 

                  

                                     
              

                                       
                	                         
                	Low UAI                         
                	
                  
                    	Keep the structure loose.

                    	Respect is earned by those who are seen to be able to cope under all circumstances.

                    	Titles and experience are less important.

                  

                                     
              

            
          

          (Adapted from MindTools, 2018)

        
             
        
          
            Activity 5 Improved cultural communication

          

          
            Allow about 15 minutes 

            
              In the case study in Section 3, Susan says she struggled for nearly a year to understand cultural differences which were preventing her from being effective
                in the schools where she was working. While she had an induction to living in Japan before travelling there, this was clearly
                insufficient for briefing her in the way she could communicate with colleagues in the school. There is a sense that this learning
                could only take place over time and there was unlikely to be a quick fix, but it might have been helpful if she had considered
                Hofstede’s dimensions of culture.
              

              Look again at the four bullet points in the case study where Susan describes some of the specific problems she encountered
                and struggled to understand. Now compare the statistics that Hofstede’s research came up with for Japan and for the UK (Figure 7).
                
              

              
                [image: ]

                Figure 7 Hofstede’s cultural difference scores, UK compared with Japan
                

                View description - Figure 7 Hofstede’s cultural difference scores, UK compared with Japan

              

              According to Hofstede’s cultural dimensions, where do the greatest differences in score lie between the UK and Japan? How
                could this knowledge have helped Susan improve her communication with the Japanese teachers of English?
              

            
                     
            Provide your answer...
                 
            View discussion - Activity 5 Improved cultural communication

          

        
         
      

    

  
    
      
        6 This week’s quiz
                          
        Well done. You have reached the end of Week 6 and can now take the weekly quiz to test your understanding.
             
        Week 6 practice quiz
             
        Open the quiz in a new tab or window and come back here when you’ve finished.
         
      

    

  
    
      
        7 Summary
                          
        This week you have looked at social identity theory and the tendency for us to put people and things into groups. You have
          considered how everyone is capable of stereotypical thinking without realising it and you have had chance to look at some
          of the IATs on the Project Implicit website and identified any biases you have that you may not be aware of. Lastly you have
          considered tips for dealing with people from different cultures and how understanding broad cultural norms according to Hofstede’s
          scores can help communication.
        
             
        You should now be able to:
             
                         
          	understand Tajfel and Turner’s social identity theory
                 
          	describe the difference between a stereotype, prejudice and discrimination
                 
          	recognise any stereotypes or prejudices you may hold
                 
          	understand how Hofstede’s dimensions of culture could help improve communication and working in a culturally diverse team.
             
        
             
        In Week 7, you will encounter virtual teams. In this scenario, modern information technology is used to bring into contact
          a group of people who are scattered far and wide. This mode of working makes demands that are subtly different from those
          of traditional teamwork. You will learn about appropriate and inappropriate uses of technology. You will also see why clarity
          in communication and trustworthy behaviour become of paramount importance. 
        
             
        You can now go to Week 7.
         
      

    

  
    
      
        
          Week 7: Virtual teams

          

        

      

    

  
    
      
        Introduction
                          
        To begin this penultimate week of the course, watch the following video in which Lynne Johnson introduces the week.
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        By the end of this week, you will be able to:
             
                         
          	describe the key common features in a virtual team
                 
          	understand some of the key advantages of virtual team-working for employers and employees
                 
          	explain some of the challenges that this way of working raises including building trust, dealing with isolation and appropriate
            use of technology
          
                 
          	assess whether you are the kind of person who would thrive in a virtual team and the kind of skills you would need to develop
            to be confident of operating in this virtual environment.
          
             
        
         
      

    

  
    
      
        1 What is a virtual team? 
                          
        The term ‘virtual team’ first started to appear in organisations in the 1990s. The advances in technology that recent years
          have brought, along with the increasingly global nature of business, has led to the development of different ways of working.
          
        
             
        A ‘virtual team’ describes a team that is using technology to work across a range of different locations, organisations or
          even countries. The defining characteristic of these teams is that they do not meet face-to-face but use a range of technology
          to communicate. The challenges of working in a virtual team are many and include those that you have explored in previous
          weeks for working in teams generally. However, for virtual teams, alongside these issues  are new challenges in both the use
          of appropriate technology, and new ways of thinking and operating.
        
             
        In June 2011, the BBC reported that an estimated 1.3 million people in the UK were working at home full-time and 3.7 million
          were working at home part-time (BBC, 2011). They pointed out that alongside Germany, the UK was leading the EU in the number
          of virtual team-workers (MindTools, 2017). This could be made up of people who work from home or people who work at a remote
          location.
        
             
        
          [image: ]

          Figure 1 Working at home
          

          View description - Figure 1 Working at home

        
             
        There are several different definitions for what a ‘virtual team’ is, but the common features of all of these definitions
          are:
        
             
                         
          	there is a common goal to be achieved or task to be performed 
                 
          	individuals or groups may not be physically located in the same place
                 
          	team members can be separated by time as well, but do not need to be
                 
          	technology is used to aid communication.
             
        
             
        A frequently used description of a virtual team provided by Fleming (2006, p. 7) is ‘working together apart’ (Figure 2). 
             
        One implication of these different definitions is that it is always worth checking exactly what is meant if you are asked
          to work as part of a virtual team in your job.
        
             
        
          [image: ]

          Figure 2 Working together apart
          

          View description - Figure 2 Working together apart

        
             
        Years ago it would not have been possible to work in this way as there was not the necessary technology. Consider for a moment
          how technology has progressed since 1800 (Table 1), which has led to this point where synchronous (at the same time) and asynchronous
          (not at the same time) communication is possible.
        
             
        
          Table 1 Development of technology towards virtual collaboration

          
            
                                       
                	                         
                	                     
              

                                       
                	1800                         
                	Telegraph                     
              

                                       
                	1900                         
                	Telephone                     
              

                                       
                	1970                          
                	Fax                     
              

                                       
                	1980                         
                	Email                     
              

                                       
                	1995                         
                	Virtual team software (though this was asynchronous only)                     
              

                                       
                	2005                         
                	Web based virtual team software (synchronous and asynchronous) development of Web 2.0                     
              

            
          

        
             
        Web 2.0 describes the current state of online technology compared to the early days of the web or what might be referred to
          as WWW or Web 1.0. There is no need for to have a lesson in technology here or explore in detail how the web used today has
          developed. It is sufficient for your needs to know that originally the web was a static site, whereas the web you see and
          use today is characterised by more user interactivity, more connectivity and enhanced communication channels.
        
             
        Next you will consider virtual team-working and its advantages to both the employer and employee.
         
      

    

  
    
      
        2 Case study: virtual team-working
                          
        You may have some experience of working in a virtual team. Alternatively you may know someone who works in this way and have
          heard them talk about some of the benefits and also some of the issues that can arise. 
        
             
        Take a look now at the case study of Lauren and consider why she has made the decision to work at home and why some of her
          colleagues decided against this.
        
             
        
          
            Case study 1: Lauren

          

          
            Lauren works for a global publishing company. Four years ago she was office-based but when her local office (in Reading, England)
              was closed to make financial savings, Lauren was one of a group of workers who did not want to relocate to the main office
              located some 150 miles away. As she had worked for the company for 15 years, they were not keen to lose her experience and
              knowledge. Along with Lauren, a number of experienced employees were offered home-working as an alternative to relocation.
              
            

            While some of the Reading team did not feel this would suit them and decided to look for other work in the area or accepted
              relocation, a handful of Lauren’s colleagues decided to try working from home. Since then the company has closed three more
              offices and even more employees have taken up the home-working option. 
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          Figure 3 A virtual team having a meeting that spans four locations
          

          View description - Figure 3 A virtual team having a meeting that spans four locations

        
             
        
          
            Activity 1 Your thoughts on virtual team working 

          

          
            Allow about 10 minutes

            
              While you may not have had a similar experience to Lauren, you can probably imagine what thoughts you would have if this happened
                to you. Take a moment now to consider:
              

                                       
                	What benefits did the option of home-working offer the company?
                         
                	Why do you think some of the workers felt that they did not want to take the option of home-working? 
                         
                	How would you have felt in this situation? 
                         
                	What choice would you have made if you were Lauren and why?
                     
              

            
                     
            Provide your answer...
                 
            View discussion - Activity 1 Your thoughts on virtual team working 

          

        
             
        Despite the numerous advantages of virtual team-working there are also disadvantages. You will consider these next.
         
      

    

  
    
      
        3 Issues with working in virtual teams
                          
        In the last section, you considered some of the benefits of working in virtual teams both for the employer and the employee.
          You are now going to listen to an interview with Vanessa who works as part of a virtual team spanning the UK and Germany.
          Her role is as an author of English language textbooks and she works closely with her co-author who lives in a different part
          of the UK. Together they are employed by an educational publishing company located in Germany. 
        
             
        
          
            Activity 2 Virtual teams

          

          
            Allow about 15 minutes

            
              Watch this interview, and make notes on the issues that arise from this way of working and what Vanessa has done to overcome
                these.
              

              
                
                  Video content is not available in this format.

                
                         
                View transcript - Uncaptioned interactive content
                         
                
                  [image: ]

                
                     
              

            
                     
            Provide your answer...
                 
            View discussion - Activity 2 Virtual teams

          

        
         
      

    

  
    
      
        4 Key challenges of working in virtual teams
                          
        In Activity 2 you heard from Vanessa about some of the issues she encountered working from home. You are now going to explore
          three of these in more detail:
        
             
                         
          	the effects of distance on communication 
                 
          	the difficulty of building trust in a virtual team
                 
          	the importance of communicating clearly in a virtual team.
             
        
             
        
          4.1 The effects of distance on communication

          In the late 1970s, Professor Tomas J. Allen researched the effects of distance on the frequency of communication. Through
            his study looking at the distance between engineers’ offices, he showed that a distance of 50 feet between people meant that
            the probability of communication more than once a week was less than 10% (Fleming and Hailstrom, 2016).
          

          You might think that the growth in the use of technology to communicate at a distance would make a difference to this, but
            further work by Allen in 2006 suggests that this is far from the case:
          

          
            Rather than finding that the probability of telephone communication increases with distance, as face-to-face probability decays,
              our data show a decay in the use of all communication media with distance…. We do not keep separate sets of people, some of whom we communicate with by one medium
              and some by another. The more often we see someone face-to-face, the more likely it is that we will also telephone that person
              or communicate by another medium.
            

            (Wikipedia, 2018)

          

          This has implications for any virtual team and explains why communication breaks down, mistakes happen and opportunities get
            missed.
          

        
             
        
          4.2 Developing trust in virtual teams

          Trust is essential for effective team work. A team without trust is not going to be able to reach its full potential and achieve
            its goals effectively. What is meant by ‘trust’ here is the reliance you build up regarding how someone will act based on
            their character and ability. In order for creative thinking to take place in teams, people need to be able to take risks.
            This cannot take place if you do not trust other team members.
          

          
            [image: ]

            Figure 4 Trust depends on personal qualities
            

            View description - Figure 4 Trust depends on personal qualities

          

          In a co-located team, trust can develop over time. Personal bonds develop from informal conversations about personal matters
            and time to socialise after work. However, in a virtual team there is less opportunity to develop the kind of relationships
            that the foundation of trust can be built on. Without trust, risks will not be taken, creativity of ideas will dry up and
            the strength of the team will be diminished.
          

          A different type of trust is needed in temporary teams. Myerson et al. (1996) refer to this as ‘swift trust’. When targets
            and timescales don’t allow the luxury of developing relationships over time, members must move quickly to set goals and operate
            as if trust was in place. 
          

          However, it has been argued that this kind of trust may actually inhibit the growth of real trust between the trustor and
            trustee as it is not real trust, but rather a substitution of trust.
          

        
             
        
          4.3 The importance of clear communication

          While communication has been made easier with the advent of digital media, it does bring its own problems. Some visual cues,
            such as gestures and facial expressions, get lost in digital communication. For example, there are visual cues that you could
            pick up were you in the same room, but that get lost in a video call or conference. This can lead to misinterpretation and
            misunderstanding. Effective communication patterns are the biggest indicator of performance, so anything that gets in the
            way of you communicating your meaning clearly needs to be attended to.
          

          In email communication, it is much easier for the meaning of your words to get lost or misunderstood as the reader of the
            email has no context to judge the way you are saying this. Are you meaning to be jokey or serious, for example? If the person
            was in front of you and speaking to you, then you would be able to judge the meaning from body language and tone of voice.
            
          

          Albert Mehrabian’s work from the 1960s and early 1970s, which is still considered as valid today, showed that as much as 35–40%
            of your message is communicated by the tone of your voice and as little as 7% by the actual words (BusinessBalls, 2017) (Figure 5).
          

          
            [image: ]

            Figure 5 Mehrabian’s communication pie chart 
            

            View description - Figure 5 Mehrabian’s communication pie chart 

          

          Without non-verbal and tonal clues to give you the sense of the way you meant the words to be heard, it is easy for misinterpretation
            to slip in. 
          

          For virtual work, it is clear that written communication skills in particular need to be well honed and that the virtual worker
            needs to be an expert in communicating their message without the usual aids we rely on in face-to-face communication.
          

          
            
              Activity 3 The 7 Cs of communication 

            

            
              Allow about 10 minutes

              
                Watch this short video from MindTools which explains the 7 Cs of communication. 

                
                  
                    Watch the video at YouTube.com.
                    

                  

                

                Now make a note in Table 2 of what each of the 7 Cs stand for.

                
                  Table 2 The 7 Cs of clear communication

                  
                    
                                                           
                        	                                     
                        	                                 
                      

                                                           
                        	C                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	C                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	C                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	C                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	C                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	C                                     
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	C                                     
                        	
                          Provide your answer...

                                                         
                      

                    
                  

                

              

              View discussion - Activity 3 The 7 Cs of communication 

            

          

          Next you will look in more detail at the different types of technology that can be used in virtual team-working. 

        
         
      

    

  
    
      
        5 Appropriate use of technology
                          
        As you have seen, the increase in the number of virtual teams has been made possible by the developments in technology.
             
        
          [image: ]

          Figure 6 The world on your desktop
          

          View description - Figure 6 The world on your desktop

        
             
        One consideration that must not be underestimated is the technological skill base of the team. If you are not building your
          team from scratch, an awareness of the views and competence of different team members must be taken into account.
        
             
        
          5.1 What technology should be used and how?

          Why do you need the technology you use to help you function? There are four main reasons:

                               
            	To know what is happening at all times
                     
            	To know where individual control fits into the bigger picture
                     
            	To get in touch quickly
                     
            	To share knowledge and information.
                 
          

          
            
              Activity 4 Different tools used for communication 

            

            
              Allow about 10 minutes

              
                The different tools you might use will depend in part on whether you are working in real time or asynchronously. Have a look
                  at the list of tools below and decide for each tool if it belongs in the synchronous list, the asynchronous list or perhaps
                  both!
                

                                             
                  	amateur radio
                             
                  	audio conferencing
                             
                  	chat rooms
                             
                  	discussion boards e.g. blogs and wikis
                             
                  	email
                             
                  	fax/eFax
                             
                  	fileshare
                             
                  	instant messaging
                             
                  	social networking sites
                             
                  	telephones of all kinds
                             
                  	video conferencing – e.g. Skype
                             
                  	web share
                             
                  	whiteboards
                         
                

                
                  Table 3 Synchronous or asynchronous?

                  
                    
                                                           
                        	Synchronous working (real time)                                     
                        	Asynchronous working (not at the same time)                                 
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                    
                  

                

              

              View discussion - Activity 4 Different tools used for communication 

            

          

        
         
      

    

  
    
      
        6 This week’s quiz
                          
        Well done. You have reached the end of Week 7 and can now take the weekly quiz to test your understanding.
             
        Week 7 practice quiz
             
        Open the quiz in a new tab or window and come back here when you’ve finished.
         
      

    

  
    
      
        7 Summary
                          
        This week you have considered how the advent of synchronous web technology provided the tools for people to be able to work
          from home or from remote locations. Work can now be done both asynchronously and synchronously from different locations and
          this has meant that more employees are able to request the right for flexible working and that some employers are making the
          decision, often for financial reasons, to locate employees at home.
        
             
        You have taken some time to consider how you would feel in this situation and thought about what the benefits would be for
          you, along with your concerns about this type of working. The interview with Vanessa highlighted some of the issues you may
          encounter should you have the experience of working virtually in an international environment. 
        
             
        You should now be able to:
             
                         
          	describe the key common features in a virtual team
                 
          	understand some of the key advantages of virtual team-working for employers and employees
                 
          	explain some of the challenges that this way of working raises including building trust, dealing with isolation and appropriate
            use of technology
          
                 
          	assess whether you are the kind of person who would thrive in a virtual team and the kind of skills you would need to develop
            to be confident of operating in this virtual environment.
          
             
        
             
        In Week 8 you will return to a theme from an earlier week that is of great personal importance: how to present your team-working
          experience to a potential employer. You will put yourself in the employer’s shoes and see how to deal with the competency-based
          interview question, a tool that is much used by interview panels. You will also be introduced to the STAR approach for dealing
          with such questions. Another favourite of employers is the group assessment exercise and next week you will be given some
          tips about this. The week is rounded off with a case study and a few examples.
        
             
        You can now go to Week 8.
         
      

    

  
    
      
        
          Week 8: Marketing teamwork experience to employers

          

        

      

    

  
    
      
        Introduction
                          
        This is the final week of the course! To begin, watch the following video in which Lynne Johnson introduces the week.
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        By the end of this week, you will be able to:
             
                         
          	outline how employers assess team skills in the recruitment process
                 
          	understand how to communicate teamwork skills to employers using STAR
                 
          	evaluate your own experience of working in teams. 
             
        
         
      

    

  
    
      
        1 Assessing for teamwork skills
                          
        You started this course in Week 1 thinking about why employers are interested in recruiting people who have good teamwork
          skills and who can demonstrate the competencies they are looking for in a team player. Hopefully, by this point in the course,
          you feel more confident in your understanding of why it is advantageous for a business to have good team players. You should
          also be able to foresee some of the difficulties that may arise if an applicant is not able to develop these competencies.
          
        
             
        Recruiting new staff is expensive for any organisation. Advertising the vacancy costs money and the interviews consume time.
          Recruiting the wrong person can do great harm, both to business performance and team morale. When the mistake is realised,
          the employee may leave, fail probation or be dismissed. The entire cycle of advertisement and interview then has to be repeated,
          with all the attendant costs and risks. It would be so much better for everybody to get it right first time.
        
             
        Now listen to Rebecca Fielding from Gradconsult talking about how employers spot a good team player during the recruitment
          process.
        
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        
          
            Activity 1 The employer’s tale

          

          
            Allow about 10 minutes

            
              Have a look at Figure 1 and consider how an employer might test for some of the skills and competencies in an interview. Ask
                yourself:
              

                                       
                	Which competencies would an employer be able to assess confidently from a traditional application and interview process? 
                         
                	Which competencies if any would be more difficult to assess in these traditional recruitment methods and why?
                         
                	What kind of activity could be included to assess the more difficult competencies in the recruitment process?
                     
              

              Make sure you save your notes for this activity (either in the box below, your workbook in the interactive toolkit or elsewhere),
                as you will be asked to refer to them later.
              

              
                [image: ]

                Figure 1 Competencies and how they work
                

                View description - Figure 1 Competencies and how they work

              

            
                     
            Provide your answer...
                 
            View discussion - Activity 1 The employer’s tale

          

        
         
      

    

  
    
      
        2 Competency-based interview questions
                          
        During an interview, one of the types of questions an interviewer may use to test competencies is a competency-based interview
          question You will now look at what is meant by a competency-based interview question and consider what a good answer to this
          might look like in the light of the knowledge you have built up about working in teams throughout this course so far.
        
             
        A competency-based question is one that may start with the words
             
        
          ‘Can you give me an example of when you…?’

        
             
        or
             
        
          ‘Can you describe a situation where you had to…?’

        
             
        Employers like to use these types of questions as they are seen to be a good indicator of future behaviour. If the employer
          gets a sense of what you have done in the past when confronted with that situation, then the thinking is that with this information
          they can better predict what you might do in the future. 
        
             
        Some examples of competency-based questions which would test your teamwork skills include:
             
                         
          	Tell me about the most successful team you have ever been part of and what you did to ensure its success.
                 
          	Give me an example of a time when you experienced conflict within a team you were part of.
                 
          	Tell me about a time when you have supported a member of your team who was struggling.
             
        
             
        
          
            Activity 2 If you were on the spot

          

          
            Allow about 5 minutes

            
              Have a look at the three competency-based questions above. Choose one of the questions and consider what you might say in
                response if you were asked this question in an interview. Note down your thoughts in the box below.
              

              At this time don’t worry too much about what your answer looks like. Just jot down some initial thoughts of the kind of thing
                you would be likely to say.
              

            
                     
            Provide your answer...
                 
            View discussion - Activity 2 If you were on the spot

          

        
             
        Next you will look at how you could demonstrate your teamwork skills in an interview using the STAR strategy.
         
      

    

  
    
      
        3 Using STAR
                          
        When answering a competency-based interview question it is not enough to simply say you can do something purely because you
          have experience of doing it. Having experience does not necessarily mean you are competent at it and an answer which only
          provides examples of where you have used that skill is unlikely to convince a recruiter that you have the strengths they are
          looking for. Consider the following gambit:
        
             
        
          ‘I am a good team player and have had lots of experience working in teams in my recent job where I am part of a small team
              of bookkeepers. I also play football on a Saturday morning as part of Carlton Football team.’

        
             
        If saying this is not enough, then what else do you need to add to convince the recruiter that you have what they are looking
          for in this regard?
        
             
        What recruiters want to see in your answer is not what you did but how and why you did it this way. They want to see the process that you went through. It is this process, not the actual example that
          you choose, which informs them of what you would be likely to do next time if this situation occurred again.
        
             
        The STAR approach (Figure 2) is often recommended as a way of structuring your answer to a competency-based question. 
             
        
          [image: ]

          Figure 2 The STAR approach
          

          View description - Figure 2 The STAR approach

        
             
        Listen to Rebecca Fielding from Gradconsult talking about how to use the STAR model.
             
        
          
            Video content is not available in this format.

          
                 
          View transcript - Uncaptioned interactive content
                 
          
            [image: ]

          
             
        
             
        STAR stands for Situation, Task, Action, Result.
             
                         
          	The S and T in STAR introduce the time and place and set the context. 
          
                 
          	The A is the main body of your answer and explains what you did, how you did it and why. The focus here is on what you did and not what your team did. This can be particularly tricky when answering a question which is focused on a team experience,
            but is even more crucial to a successful outcome. 
          
                 
          	The R provides the conclusions of what you did or if the task did not go well, what you would do differently or learned from this.
            This, like the S and T, needs to be short and concise. 
          
             
        
             
        You can imagine the STAR answer looking like a particularly filling heavy sandwich (Figure 3) with the Action being the main
          interest of the piece.
        
             
        
          [image: ]

          Figure 3 The STAR sandwich
          

          View description - Figure 3 The STAR sandwich

        
             
        You will now look at some examples of how not to use the STAR strategy.
             
        
          3.1 Bad examples of using STAR

          Have a look now at some bad examples of answers to team-based competency questions from the University of Kent Careers website.

          
            Table 1 Bad examples of STAR

            
              
                                             
                  	The Bad                             
                  	                         
                

                                             
                  	During the final year of my electronics degree, we were grouped into teams to work on projects and I was told I was to be the leader.                             
                  	Did not volunteer for the role
                                           
                

                                             
                  	
                    The groups were assigned at random so that we found ourselves working with people who we did not know particularly well and we needed to assess one another's strengths and weaknesses quite quickly to divide up the work of the project.
                    

                    Our project involved designing and building a power meter to measure the output from a high-power pulsed infra-red laser.
                      Each member of the group was assigned responsibility for a specific part of the work and we met weekly to discuss and assess our progress.
                    

                                               
                  	No mention of his own contribution which could have been tiny – everything refers to ‘we’ or the group as a whole
                                           
                

                                             
                  	
                    We were given a mark of 62% for our project.

                                               
                  	No individual mark given                         
                

                                             
                  	The Ugly                             
                  	                         
                

                                             
                  	One example of where I made a difference was when a group of my mates and I had to decide which pub to go to. I took on the responsibility of making the decision.                             
                  	Did not get the backing of the group: decided for himself.
                                           
                

                                             
                  	One of my mates is into Real Ale and so wanted to go to the Red Lion, but another likes music so he wanted the Kings Head.
                    Using my initiative I suggested we go to the Jolly Roger which was showing the Liverpool – Bolton match on Sky Sports. With my skills of persuasion (I offered to buy the first round!) I convinced them all to come with me to the Jolly Roger.                             
                  	No account taken of the wishes of the other group members.                         
                

              
            

            (courtesy of the Kent University Careers website)

          

          Now you have considered what a bad example of an answer to a competency-based question might look like and why. So, what kind
            of things could you mention in the action part of STAR to make it a good answer? Some of the things you might want to think
            about are:
          

                               
            	your role in the team (consider function, technical and personality/character roles)
                     
            	how you kept the team on task
                     
            	what you did in particular to contribute to the aim
                     
            	how you split up the task into who did what and why
                     
            	how you dealt with any conflict during the Storming phase and what you did to successfully move the group into the next stage
                     
            	what skills you had to use to communicate effectively with the team – for example to negotiate, challenge and motivate 
                     
            	what you learnt from this experience and what you might do differently if you had to do it again.
                 
          

          
            
              Activity 3 Look back in wonder

            

            
              Allow about 10 minutes

              
                Have a look again at the answer you provided in Activity 1 when you considered what you might say to a competency-based question on teamwork. How would you change this answer to incorporate
                  what you have learned about using STAR? 
                

                Use the STAR tool in the toolkit to record examples of team experience you may want to draw on in an interview (open the toolkit in a new tab or window and
                  come back here when you are done). Using this tool will help you consider this experience in light of this structure and ensure
                  that you are covering all the points in the examples you use. 
                

                You may find this is a good place to record your examples of competencies and start to build up a bank of examples you feel
                  confident to draw on when you are next in a job interview.
                

              

              View discussion - Activity 3 Look back in wonder

            

          

          Next you will look at how best to demonstrate your teamwork skills in a group assessment activity.

        
         
      

    

  
    
      
        4 Group exercises at assessment centres
                          
        You have considered how to communicate your experience of working in teams in the application and interview and also how the
          STAR strategy might help you structure the evidence you want to provide. However, another way that employers check for teamwork
          skills during the interview process is by holding group assessment activities. These types of activities can be more popular
          in public sector organisations, as well as banks and retailers. They are less likely to be used by smaller organisations who
          may not have the resources to run these (as they can be costly in terms of needing experienced staff to cover the activities
          for the duration) and manufacturing companies.
        
             
        Interviews alone are thought to be an unreliable way of assessing whether a candidate is right for the role and will be successful
          in the job. Using a group exercise at an assessment centre or as part of the interview can increase an employer’s changes
          of finding the right candidate.
        
             
        
          
            Activity 4 A day at an assessment centre

          

          
            Allow about 15 minutes

            
              Take a look now at this example of a day at an assessment centre that has been produced by EU Careers. If you have not had
                experience of interviews or more formal panel interviews and assessment centre activities before, this short video will give
                you a sense of the kind of group interview and assessment activities you could expect.
              

              
                
                  Video content is not available in this format.

                
                         
                
                  [image: ]

                
                     
              

              In the video, one activity the candidates took part in involved the six candidates sitting around a table and reading a brief
                from a sheet of paper. Observers then entered the room and sat behind them so that they could see what was going on and make
                notes on the performance of the candidates. 
              

                                       
                	What kind of activity would you expect them to be taking part in here? 
                         
                	Have you had experience of this type of group assessment and if so, how did it feel?
                     
              

            

            View discussion - Activity 4 A day at an assessment centre

          

        
             
        Now read through this case study of a group assessment activity the Open University Careers Service organised as part of the
          recruitment of four new Careers Advisers.
        
             
        
          
            Case study 1: Open University assessment centre activity 

          

          
            I work for the Open University Careers Service and recently our team has doubled in size, providing the opportunity to recruit
              four new Careers Advisers into our team. As part of the interview and assessment process we wanted to provide a group activity
              which would enable us to test for group work skills and specific competencies which would be difficult for us to observe in
              either an interview or presentation. 
            

            The role of Careers Adviser at the Open University has a unique set of challenges as the team is spread across the country
              and nations and communicates virtually. We also work as a team to produce resources for students which can include running
              webinars, moderating forums or responding to student enquiries in a Facebook Live chat.
            

            For a Careers Adviser to be successful in this role there are specific competencies we need to see apart from their ability
              to provide excellent guidance and experience of supporting students in Higher Education. These include resilience; adaptability;
              ability to work under pressure; willingness to have a go and take the initiative; confidence and social skills.
            

            To assess these we replicated a forum activity for student careers queries. As a team the candidates had to cover the student
              queries that were posted in the live forum and also ensure that they covered the new posts that were coming through during
              the tasks. The candidates had 25 minutes to complete this task and afterwards they gathered round the table to discuss how
              they found the activity. 
            

            For some of the candidates this was a new activity while others were more familiar with this kind of format. We made it clear
              that we were not testing their knowledge of careers information, but were looking instead at their approach to the task. Specifically
              we observed how they operated as a team to complete the task and how they felt about the activity.
            

            At the end of the interview process candidate feedback was that they had found the range of activities to be both a useful
              guide to what was expected from the role as well as enjoyable and a fair way of assessing their skills.
            

          

        
             
        
          4.1 Further examples of assessment centre activities

          The example you have just read about in Case study 1 is a real one from recent recruitment activity in the Open University
            Careers team. This is only one type of group activity. You will now look at some of the other kinds of assessment activities
            you could encounter.
          

          
            [image: ]

            Figure 4 A group exercise at an assessment centre
            

            View description - Figure 4 A group exercise at an assessment centre

          

                               
            	Case study scenario – candidates are likely to be given a briefing document or role to play. The task of the group is to reach a conclusion or
              consensus despite the conflicting views of the members of the team. Examples of this could include a lifeboat scenario where
              the ship is going to sink and the lifeboat only has room for five of the ten passengers. The task here is to decide who will
              enter the lifeboat using the information you have about the characters on board.
            
                     
            	Discussion group – candidates are likely to be sat in a circle and are given a topic to discuss. The nature of the topic is likely to be relevant
              to the job for which they are applying or something that has recently been in the news. At the end of the task, each member
              may have to provide feedback about their thoughts and how this might have changed through the discussion.
            
                     
            	Icebreaker – this can be a more practical activity and is a good way of seeing how a group gels. The group is likely to have to complete
              a specific task within a tight deadline such as building a tower from straws, paper and tape.
            
                 
          

          It is worth taking a moment to reflect on how you feel you would perform in these kinds of group activities. What kind of
            feelings do you anticipate you would experience? Would you enjoy the challenge and feel confident in your ability to perform
            well or would you be concerned about how you would come across? Remember that it is normal to find these kinds of situations
            uncomfortable. Remembering that everyone will be feeling the same way can be helpful. 
          

          
            
              Activity 5 What are observers looking for?

            

            
              Allow about 15 minutes

              
                Take a moment now to consider what the observers are looking for when they are observing the performance of the group in these
                  activities. Having an idea of how the activity will be viewed and assessed and the kind of behaviours that the observers would
                  feel to be positive and those that they would see as negative can help both calm your nerves and make it clearer to you how
                  you should perform. 
                

                Now watch the video below made by Barclay’s Bank, which is a discussion that the interview panel have after a group assessment
                  activity. While watching make notes on both the postive and negative points they notice.
                

                
                  
                    Watch the video at YouTube.com.
                    

                  

                

                

                
                  Table 2 Interview panel feedback

                  
                    
                                                           
                        	Positive points they notice                                     
                        	Negative points they notice                                 
                      

                                                           
                        	
                          Provide your answer...

                                                             
                        	
                          Provide your answer...

                                                         
                      

                    
                  

                

              

              View answer - Activity 5 What are observers looking for?

            

          

          Remember that it is important to be yourself in any group assessment activity. If you think back now to the earlier week when
            you considered the kind or role that you naturally play in a team you might feel reassured to know that recruiters will not
            be looking for one type of behaviour or personality as a team needs many different strengths to succeed.
          

          
            
              Top tips for performing in group assessment activities

                                       
                	Contribute but don’t dominate. Be assertive but not aggressive. Try and encourage quieter members to contribute their views.
                         
                	Speak clearly and confidently. Listen and don’t interrupt.
                         
                	Be prepared to compromise and don’t shout down someone if they are dominating the discussion.
                         
                	Keep an eye on the time and stay focused on the overall objective. Summarise the group’s progress at intervals throughout
                  the activity.
                
                     
              

            

          

        
         
      

    

  
    
      
        5 This week’s quiz
                          
        Congratulations on getting to the end of the course. You will have put in a huge amount of effort to have reached this point
          and will have learned a great deal along the way – well done!
        
             
        Now it’s time to complete the Week 8 badged quiz. It is similar to the badged quiz that you in took in Week 4, with 15 questions
          in total.
        
             
        Week 8 compulsory badged quiz
             
        Open the quiz in a new tab or window.
         
      

    

  
    
      
        6 Summary
                          
        You have now reached the end of this 8-week course on working in diverse teams – well done! 
             
        It is worth taking a moment now to consider the breadth of material you have covered in this course and what you have learnt
          that could be of use to you in either finding work or developing your career. 
        
             
        Employers are keen to employ candidates with teamwork skills and in this course you have examined the advantages of working
          in teams and in particular the benefits that increased diversity brings to the team performance and ultimately the performance
          of the business. You have taken time to consider what diversity means for you and your experience of working in diverse teams
          and groups.
        
             
        While team-working is advantageous to employers, you have recognised that working in diverse teams can bring problems. Differences
          in values and information levels within a team can be a catalyst for conflict and in order for an employer to be confident
          that these teams will work successfully, they will be looking for candidates who can evidence their competency in a number
          of key skills including communication and conflict resolution.
        
             
        In Week 1 you recognised that not only did employees sometimes lack the necessary skills to work effectively in teams, but
          when they had them they often could not communicate them effectively during the application process. This is not just a problem
          for employers as they are going to miss employing candidates who really do have the skills necessary for their businesses
          to thrive, it is also a problem for you as an individual looking for a job. 
        
             
        Being able to communicate and market your skills to employers in a way that they can see them as part of the interview or
          assessment centre activities is something you can learn to do better. Having an idea of what an employer is looking for you
          to display and how they are judging your performance is a great starting point for performing better. You have ended this
          course in Week 8 with an exploration of the ways that employers assess for teamwork skills and looked at some strategies which
          will help you better communicate your experience of working in teams.
        
             
        Do remember that this course is one which you may want to return to in order to evaluate new experiences you get of working
          in teams. If you currently feel that you lack examples to draw on, then do return to the first weeks where you can consider
          how you can increase your experience of working in teams. Once you have a bank of examples you can then consider them from
          the point of your role in the team and assess the stages that the team went through in formation and performance and your
          input into this. 
        
             
        What you have learnt here is a process which will help you evaluate your experience of working in teams against the competencies
          that employers are looking for. You should now be more confident in how you can gain this kind of experience and how to record
          this experience so that you can use it when you come to applying for a new role or progression within your current field.
        
         
      

    

  
    
      
        Where next?
                          
        If you’ve enjoyed this course you can find more free resources and courses on OpenLearn. If you have not already done so, you might be especially interested in looking at our other badged courses, Understanding your sector and Developing career resilience.
        
             
        New to University study? You may be interested in our Access courses or certificates.
        
             
        Making the decision to study can be a big step and The Open University has over 40 years’ experience supporting its students
          through their chosen learning paths. You can find out more about studying with us by visiting our online prospectus.
        
         
      

    

  
    
      
        Tell us what you think
                          
        Now you’ve come to the end of the course, we would appreciate a few minutes of your time to complete this short end-of-course survey (you may have already completed this survey at the end of Week 4). 
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        Activity 7 Identify the team

        Answer
                     
        You may have come up with something like the following.
                     
        
          Table 1 (completed) John’s teams

          
            
                                               
                	Team                                 
                	Number of people involved                                 
                	Skills/interests of team members (if known)                                 
                	Function/aim                                 
                	Type of team                             
              

                                               
                	Bookshop team                                 
                	Eight people including 2 who job-share                                 
                	
                  John – children’s books

                  Sue – author of children’s book. 

                  Others not known

                                                 
                	To sell books                                  
                	Work team                             
              

                                               
                	Children’s section team                                 
                	Two people – John and Sue                                 
                	
                  John – reluctant readers and books for boys

                  Sue – children’s literature (author)

                                                 
                	Organise the children’s section                                 
                	Work team                             
              

                                               
                	Social Media team                                 
                	Three people – Josh, Viv and John                                 
                	
                  Viv – degree in IT

                  Josh – experience as web designer

                                                 
                	Social media and online profile of the shop                                 
                	Parallel team                             
              

                                               
                	‘Books for You’ team                                 
                	Five people – John, Amanda, Rajesh, Devlin and Pat                                 
                	Children’s book sales; library services; reading support for children; children’s centre                                 
                	Events in Wigan to promote children’s involvement with books and the written word                                 
                	Project team                             
              

            
          

        
                 
        Back

      

    

  
    
      
        Activity 4 Matching team roles to team issues

        Answer
                         
        
          Table 3 (completed) Different team roles for different situations

          
            
                                                   
                	Problem/issue                                     
                	Team role which may help                                  
              

                                                   
                	Underachieving team                                     
                	Co-ordinator/finisher                                 
              

                                                   
                	Conflicting team                                     
                	Team worker or co-ordinator                                 
              

                                                   
                	Mediocre performance                                     
                	Resource investigator or shaper                                 
              

                                                   
                	Error prone                                     
                	Evaluator                                 
              

                                                   
                	Newly formed team                                     
                	Shaper                                 
              

                                                   
                	Competitive situation                                     
                	Innovator                                 
              

                                                   
                	High risk                                     
                	Evaluator                                 
              

            
          

        
                         
        There are not necessarily any right or wrong answers here as each of the roles could bring something different to the task.
          The key is the awareness that having a balance of different roles in the team can solve these kind of problems should they
          occur.
        
                     
        Back

      

    

  
    
      
        Activity 1 Revisiting an earlier case study

        Answer
                         
        
          Table 1 (completed) Mark’s team’s stages of team formation 

          
            
                                                   
                	Stage                                     
                	What they were doing                                     
                	Why you identify them to be at this stage                                 
              

                                                   
                	Forming                                     
                	Put together in class and arranging to meet in the café later that day                                     
                	Mark describes feeling uncomfortable when they first met and not knowing each other.                                 
              

                                                   
                	Storming                                     
                	Deciding on the questions to ask and the people to ask when out interviewing people                                     
                	
                  Lots of disagreement as they were putting together the questions. Trying to decide who would do what role. Wasting a lot of
                    time with disagreements and difficulty in keeping focus on the task.
                  

                  Lively discussion about who to approach. Heated arguments and squabbling.

                                                 
              

                                                   
                	Norming                                     
                	Carrying out the interviews                                     
                	Ahmed calmed down the heated debates and a way forward was agreed. The different approaches used by Sam and Mark were used
                  and seen to be effective. Recognition of the strengths in both perspectives.
                                                 
              

                                                   
                	Performing                                     
                	Putting together the presentation                                     
                	All able to contribute. Able to use natural strengths in the team. Everyone pulled their weight and the job got done.                                 
              

            
          

        
                     
        Back

      

    

  
    
      
        Activity 2 A little introspection 

        Answer
                                                           
        If you struggled to identify when your group went through each stage then do not worry as the reality is that these phases
          are rarely distinct and a group may go back to an earlier stage more than once. You may also have found that a team which
          you have been part of did not seem to get to the later stages and seemed to get stuck on one of the earlier stages. 
        
                 
        Back

      

    

  
    
      
        Activity 3 How to cope with Forming

        Answer
                                                           
        Activities which may be useful at this stage are focused on creating a team with a clear structure and goal direction, and
          getting to know each other in order to build trust. Some of the activities you may consider include:
        
                     
                                 
          	ice-breaking activities to get to know each other and build trust – a facilitator may be brought in to help with this
                         
          	setting the ground rules; it may be helpful to record these and display them at every meeting so that you can add to them/amend
            them as you go along or remind yourself of them if issues emerge.
          
                     
        
                 
        Back

      

    

  
    
      
        Activity 4 How to cope with Storming

        Answer
                                                           
        Activities you may want to consider include:
                     
                                 
          	refocusing on the goal and breaking it down into small steps
                         
          	possibly redefining the goal
                         
          	establishing functional roles and tasks
                         
          	developing and using conflict management skills (more about this next week).
                     
        
                 
        Back

      

    

  
    
      
        Activity 5 Can you tell when you are Norming?

        Answer
                                                           
        Things that can be helpful at this time include:
                     
                                 
          	re-evaluating the team processes, such as how often you will check in. This is especially important in a virtual team
                         
          	establishing when individuals will contribute to the team and how to contact each other
                         
          	check if everyone is clear on the team tasks and on the team rules and shared language.
                     
        
                 
        Back

      

    

  
    
      
        Activity 6 Maintaining performance

        Answer
                                                           
        Team members are likely to be focused on working on their part of the task during this stage,and issues at this point tend
          to be around keeping in contact with progress and assessing progress made. If you are working in an online team it is likely
          that this is going to be much more of an issue, as you will not have regular contact with people in your team for the informal
          catch-ups that happen easily if everyone is located in the same office. 
        
                     
        Things that can be helpful at this time include:
                     
                                 
          	Ensuring that you are aware when people may be away from work or busy on other projects. A mechanism like Instant Messenger
            or Twitter can help team members provide updates on what they are doing or thinking
          
                         
          	Measuring and celebrating accomplishments as you complete tasks towards your goal.
                     
        
                 
        Back

      

    

  
    
      
        Activity 7 Reflecting at the end of a project

        Answer
                                                           
        What you are able to do at this stage to bring the project successfully to an end is likely to depend in part on resources
          and time. Some of the things you may have considered include:
        
                     
                                 
          	identifying means of keeping in touch socially
                         
          	celebrating achievements possibly with a closing event to acknowledge individual contributions
                         
          	creating an archive as a record of your work
                         
          	acknowledging transition and feelings of loss in the team
                         
          	evaluating lessons learnt that can be passed on to future teams.
                     
        
                 
        Back

      

    

  
    
      
        Activity 1 Assessing a team you are familiar with

        Answer
                     
        You may be surprised at how many of these depend on the ability of the team to provide effective feedback. If one member of
          the team is failing to show commitment or not pulling their weight, then it is essential that you feel confident in tackling
          this. While it may feel easier to avoid the issue, what you are really avoiding is conflict within the team and although no
          one enjoys conflict, it can be necessary for a team to progress effectively.
        
                 
        Back

      

    

  
    
      
        Activity 3 Benefits of diversity

        Answer
                                                           
        Some of the reasons you might have come up with include:
                     
                                 
          	improved customer orientation – having a range of different perspectives in an organisation that mirrors the society in which
            you live means that a company can meet the needs of a wider section of society
          
                         
          	more employee satisfaction
                         
          	a better global reputation for the company
                         
          	increased innovation due to different perspectives and ideas.
                         
          	a wider talent pool to recruit from.
                     
        
                 
        Back

      

    

  
    
      
        Activity 5 What are observers looking for?

        Answer
                         
        
          Table 2 (completed) Interview panel feedback

          
            
                                                   
                	Positive points they notice                                     
                	Negative points they notice                                 
              

                                                   
                	
                  
                    	Able to pull an argument together

                    	Volunteering to write up 

                    	Taking leadership of the group

                    	Facilitating conversation

                    	Not arrogant, domineering or dismissive

                    	Consistent performance

                    	Got the group to focus on end objective

                    	Collaborated well with group

                    	Challenged thinking of other members of the group

                    	Enthusiastic

                  

                                                     
                	
                  
                    	No evidence of being analytical with the information 

                    	Did not contribute enough evidence to show all the competencies

                    	Lacked confidence

                    	Too quiet and difficult to hear

                    	Lacked personal impact

                    	Did not assert self

                    	Needed to slow down

                  

                                                 
              

            
          

        
                         
        Did you manage to get most of these? Were there any surprises for you in terms of what the observers were looking for? If
          you were involved in this activity, what do you think the observers would be saying about you? 
        
                     
        Back

      

    

  
    
      
        Activity 1 Checking in

        Discussion
                     
        You will revisit this at the end of the course to see how much your feelings about teams, and also your objectives for taking
          this course, have changed or been fulfilled.
        
                 
        Back

      

    

  
    
      
        Activity 2 Marketing your teamwork skills

        Discussion
                     
        If you have not mentioned team-working, or feel that you would have little to say about your experience of working in teams,
          then don’t worry you are in the right place. By the end of this course you will have a clearer idea of what you could say
          to an employer to market this skill or what you could do now to improve on your experience of working in teams.
        
                 
        Back

      

    

  
    
      
        Activity 3 Assessing your present position

        Discussion
                     
        Don’t worry if you have only come up with one example at this point, you might think of some more as you work through this
          section and you can always revisit this activity to add in other ideas as they come to you. 
        
                 
        Back

      

    

  
    
      
        Activity 4 Idenitfying a team from a group

        Discussion
                         
        How did you find completing this activity? Did you find that some of your examples were actually groups rather than teams
          according to this definition? If all of your examples are groups rather than teams don’t worry. Later in this course you will
          look at how you can gain further experience of working as part of a team.
        
                     
        Back

      

    

  
    
      
        Activity 5 Disadvantages of working in teams

        Discussion
                     
        What you came up with is relevant to your personal experience, but you may have come up with something along these lines:
                     
                                 
          	can slow a task down as have to take into account so many different ideas
                         
          	easy to concentrate when working on your own
                         
          	increased opportunity for conflict which may prevent task being completed
                         
          	some team members may not pull their weight and free-ride on the efforts of others
                         
          	domineering personalities may take over
                         
          	group reward may seem less motivating to some members of the team
                         
          	‘group think’ can prevent creative thinking
                         
          	some people are not good at teamwork, e.g. those far out on the autistic spectrum
                         
          	lack of commitment to the team goal
                         
          	poor communication.
                     
        
                 
        Back

      

    

  
    
      
        Activity 8  Can Jane save her dream?

        Discussion
                     
        Jane feels like she does not have the kind of team work experience that they are looking for in this job because she has been
          working on her own as a childminder for the last seven years. However Jane did work at the magistrates court for a year when
          she had first finished her degree. This type of experience is really relevant and Jane should not discount it. It is really
          easy to think that just because something was a long time ago it is not going to be relevant in a job application. 
        
                     
        While Jane would certainly benefit from updating her skills in this area it is important to mention skills gained some time
          ago, especially if you meet all the other criteria they are looking for.
        
                 
        Back

      

    

  
    
      
        Activity 1 Mind-mapping your roles

        Discussion
                     
        Well done for completing this. You might be surprised at the number of different roles you ‘inhabit’ in your life. You can
          probably also see that this is something that is liable to change as you move through life. Whilst you don’t always have total
          control on the roles you play in your life, it is useful to get a sense of those that you enjoy most and those that you struggle
          with more. 
        
                 
        Back

      

    

  
    
      
        Activity 2 Recap on experience of teams

        Discussion
                     
        How did you find this activity? You might have found it hard to distinguish the different roles that people played. In reality
          there may have been less distinction between what people did. It is useful however to have considered some of the different
          things that needed to be done as part of the team activity and who did these. Was there any rationale to why one person took
          a particular task? If not, would the activity have been improved if roles had been more formally assigned?
        
                 
        Back

      

    

  
    
      
        Activity 3 Identifying your personality style

        Discussion
                         
        How did you find that? Don’t worry if you found that there wasn’t a clear role which matched for you. The reality is that
          for most people there are a number of different roles that ‘feel like you’.
        
                     
        Back

      

    

  
    
      
        Activity 5 Identifying strengths and weaknesses  

        Discussion
                     
        You may have come up with something like this:
                     
        
          Table 4 (completed) Mapping Belbin’s team roles onto Mark’s team

          
            
                                               
                	                                 
                	Positive traits                                 
                	Negative traits                                 
                	Possible Belbin identifying team role                             
              

                                               
                	Sam                                 
                	Coming up with ideas; confident to have a go; confident in front of people and meeting people                                 
                	Does not think things out strategically so can waste time                                 
                	Plant/Resource investigator                             
              

                                               
                	Mark                                 
                	Keeping the task on track and ensuring the job got done in the time; smooth over disagreements between other team members                                 
                	Not an ideas person or strategist                                 
                	Co-ordinator/Team worker                             
              

                                               
                	Ahmed                                 
                	Considers and plans strategy for success                                 
                	Strategic thinking may take too long to complete task in time allocated                                 
                	Implementer/Monitor/Evaluator                             
              

            
          

        
                     
        Don’t worry if you did not use the same Belbin identifier for each of these characters. As noted before, many of these roles
          overlap and it is hard to put one person in just one of the roles. 
        
                     
        When you consider your own preferred team style you may find that it is difficult to identify just one that seems like a good
          fit for you. This does not matter. The key here is to understand that different personalities all bring something to a group
          task. If the group was made up of people who were all the same, while this may be very comfortable and lead to few disagreements,
          it may not lead to the best results. Each person in the case study brought different skills and strengths and it was only
          by recognising and making use of these that the task was performed so well.
        
                 
        Back

      

    

  
    
      
        Activity 2 What makes good and bad feedback?

        Discussion
                         
        You may have found some of these much easier to decide to say Yes to than others in this list. While part of this can be down
          to personal judgement it can also depend in part on how the words are delivered – for example the tone of voice used and the
          situation.
        
                         
        The key thing here is to take time to reflect what a good feedback comment might look like and review how you would like feedback
          to be delivered if you were on the receiving end.
        
                         
        When providing feedback ask yourself whether you have:
                         
                                     
          	prioritised your ideas and limited your feedback to the most important issues
                             
          	considered the value of the feedback you are giving to the receiver
                             
          	considered how you would respond to the feedback if it was given to you
                             
          	provided an overwhelming amount of feedback in one go
                             
          	considered if you would know how to act or what to do next if you were the one on the receiving end.
                         
        
                     
        Back

      

    

  
    
      
        Activity 3 Experience of conflict

        Discussion
                     
        Well done for attempting this activity. You might have found it difficult, as just thinking about a conflict can make us feel
          uncomfortable. 
        
                     
        It can be hard to work out what is going on in a conflict and you might have struggled to identify what your role was in helping
          to resolve the issue.  
        
                     
        Did you manage to come up with any suggestions about how you could improve the teams ability to deal with conflict? You might
          have come up with suggestions such as talking to the other person when you and they are calmer, or listening to their point
          of view or avoiding the person you were in conflict with.
        
                     
        Even if you feel you did not deal with the situation very well it is good to reflect on this and consider what you might do
          in the future.
        
                 
        Back

      

    

  
    
      
        Activity 4  Responses to conflict

        Discussion
                     
        Everyone has a preferred way in which to deal with things. All of these responses are valid and in different circumstances
          could be the best way to move forward. 
        
                 
        Back

      

    

  
    
      
        Activity 5 Recalling decision-making episodes

        Discussion
                     
        You may find that the group or team you considered used different decision-making models at different times. This is quite
          usual as often a team may not have the time to reach full consensus and some decisions can be made in a variety of ways depending
          on the needs and demands on the team. While a decision reached by consensus is the best kind of decision for buy-in and support
          from team members, it cannot always be used as the process can be time consuming.
        
                 
        Back

      

    

  
    
      
        Activity 6 Botched brainstorming and how to avoid it

        Discussion
                         
        Even if you have not used the brainstorming technique recently or even experienced it at all, you can probably think of things
          that could happen within a group to prevent this being an enjoyable or productive exercise. Some of the common problems that
          can get in the way of this being a creative process include:
        
                         
                                     
          	early criticism of ideas which can prevent other members of the group offering their own ideas for fear of looking foolish
                             
          	no actions for follow up, evaluation or recording of decisions reached
                             
          	no clear topics or objective
                             
          	questions of feasibility coming in too early and stopping the creative ideas flowing
                             
          	some group members dominating the discussion with other people not speaking or sharing their thoughts at all
                             
          	no time limit set for the task.
                         
        
                         
        Did you come up with any of these or did you think of other pitfalls that a group could fall into. Well done if you came up
          with more than three ideas!
        
                     
        Back

      

    

  
    
      
        Activity 1 Types of diversity

        Discussion
                     
        How many ways did you differentiate the groups and teams you have been part of or the image of the group you can see in Figure
          1? 
        
                     
        Some of the types of difference you may have described include: 
                     
                                 
          	age
                         
          	ethnicity
                         
          	gender
                         
          	disabled or able-bodied. 
                     
        
                     
        These types of diversity are immediately obvious as you can see them. Other types of diversity may not be visible at first
          glance and some of these may include:
        
                     
                                 
          	wealth 
                         
          	educational background
                         
          	sexual orientation
                         
          	culture
                         
          	values
                         
          	learning style 
                         
          	chirality, i.e. left-handed or right-handed. 
                     
        
                     
        You may well have come up with other ways that people in groups and teams can be different from each other. 
                 
        Back

      

    

  
    
      
        Activity 2 Thinking about change

        Untitled part

        Discussion
                             
        Only 50% of households had a telephone in 1982.
                         
        Back

      

    

  
    
      
        Activity 2 Thinking about change

        Untitled part

        Discussion
                             
        In today’s money, a desktop PC would have cost a staggering £67 000 in 1965. 
                         
        Back

      

    

  
    
      
        Activity 2 Thinking about change

        Untitled part

        Discussion
                             
        Only 25% of the working population was made up of women in 1975 as compared to 47% today (Business in the Community, 2013).
                         
        Back

      

    

  
    
      
        Activity 2 Thinking about change

        Untitled part

        Discussion
                             
        Despite being relatively recent, in 1986 only 36% of jobs involved working with computerised or automated equipment.
                         
        Back

      

    

  
    
      
        Activity 4 Value diversity - the challenges

        Discussion
                     
        Some of the examples of diversity you might have come up with that could be evident in this group are:
                     
        Informational diversity
                     
                                 
          	Level of IT skills
                         
          	Professional or graduate knowledge versus knowledge gained from practical experience
                     
        
                     
        Social diversity:
        
                     
                                 
          	Age – young professionals versus middle aged 
                         
          	Sex – male/female
                     
        
                     
        Value
                     
                                 
          	Muslim versus non-Muslim
                         
          	Alternative lifestyle versus conventional 
                     
        
                 
        Back

      

    

  
    
      
        Activity 5 Real organisations

        Discussion
                     
        Some of the things organisations can do to foster diversity in their workplaces include:
                     
                                 
          	audit the diversity they already have and identify patterns of under-representation
                         
          	provide diversity training at all levels of the organisation
                         
          	provide conflict negotiation skills for teams which are experiencing conflict due to value diversity
                         
          	establish task forces or networking support groups for different groups
                         
          	set standards for recruitment based on merit and not quotas.
                     
        
                     
        You may have come up with other examples as part of your research. When considering working for a new organisation it is worth
          having a look at their diversity statement to see what they are doing to increase diversity within their teams. This kind
          of knowledge can give you an edge in the application and interview process.
        
                 
        Back

      

    

  
    
      
        Activity 1 Famous in-groups

        Discussion
                     
        There are lots of examples of in-groups and out-groups and some are more controversial or upsetting to think about than others.
                     
                                 
          	Catholic and Protestants in Northern Ireland
                         
          	Male and Female
                         
          	The Montagues and the Capulets in Romeo and Juliet
                         
          	Jews and Nazis in Germany
                         
          	Bosnians and Serbs in Yugoslavia
                         
          	Labour and Conservatives
                         
          	Manchester United and Liverpool football teams
                         
          	Middle class and working class
                     
        
                 
        Back

      

    

  
    
      
        Activity 2 Project Implicit

        Discussion
                     
        How did you find that? Don’t feel too bad if the test you did revealed biases that you were not aware that you had. Being
          aware of these is the first and possibly the most important step in challenging any stereotypical or prejudiced thinking that
          you hold.
        
                 
        Back

      

    

  
    
      
        Activity 3 Putting yourself in Susan’s shoes

        Discussion
                     
        Susan found working in Japan very difficult during her first year. In the case study she explains that she felt she needed
          to challenge the way things worked in the staff room. Her first reaction was to make a judgement about the relationships structure
          and social etiquette she witnessed. Her first thoughts were that the way she experienced the world was the correct and only
          way to see things. 
        
                     
        After working in Japan for three years, Susan saw things quite differently. She understood more about the different values
          that underpinned the society and appreciated that there was more than one way to do things. Having this understanding really
          helped Susan find a way to work together with the Japanese teachers of English.
        
                 
        Back

      

    

  
    
      
        Activity 4 Applying the Hofstede index to yourself

        Discussion
                         
        How did you find that? Did your estimate of your cultural dimension scores bear any relation to the values of those variables
          for your country? There is no right or wrong answer here and if you find that your view of yourself differs greatly from the
          score for your country, then this is worth remembering. 
        
                         
        While data like this can provide us with information that might be useful when applied to a general population, you do need
          to be aware that not everyone will fit into this mould. There may even be regions within a country that differ markedly from
          that country’s average. 
        
                         
        Hofstede’s model can only be used as a general guide to understand the differences in a culture. It is not fixed and the person
          you are working with may well be the exception to the rule for their country.
        
                     
        Back

      

    

  
    
      
        Activity 5 Improved cultural communication

        Discussion
                     
        According to Hofstede’s cultural difference score, the greatest cultural differences between the UK and Japan are the scores
          of individualism, masculinity, uncertainty avoidance and long-term orientation. Looking at these four cultural differences,
          the top tips that Susan could have taken on board as part of her induction to living and working in Japan are:
        
                     
                                 
          	Gender roles are going to be more differentiated so there may be expectations of how she is to behave and when working with
            male teachers she may need to take this into account. 
          
                         
          	Working long hours is a way of showing commitment so while sitting in the office doing nothing seems to be a waste of time,
            it will show that you are committed to the job and is recommended.
          
                         
          	Assume that there are cultural rules that you do not necessarily understand, so ask someone you know well to explain if there
            is something which seems strange or difficult to you.
          
                         
          	Be careful of saying ‘no’ in public situations to ensure that the person you are speaking to does not lose face. Going on
            the skiing trip could have been a way of building team relationships in a less formal environment than the workplace.
          
                         
          	Expect working culture to be more formal from the UK. There are likely to be situations outside work where the team will meet
            in a less formal way – try to attend these events though be aware that as a woman you may not be expected to behave in the
            same way as you would in the UK.
          
                         
          	 Always think of the harmony of the group and try not to disrupt this.
                     
        
                 
        Back

      

    

  
    
      
        Activity 1 Your thoughts on virtual team working 

        Discussion
                     
        There are no right or wrong answers here. How you would feel in a situation like this is largely a guess. Unless it actually
          happens, you will never know for sure. In the next section, we will explore in more detail some of the issues with working
          from home and you may already have thought of some yourself. Oft-quoted reasons for not choosing to work from home include
          lack of office space, the need to keep home life and work life separate, and concerns about your ability to motivate yourself
          without the team environment. You may have come up with others. 
        
                     
        Alternatively you may have thought that if you were given that option, you would have liked to try working from home. 
                     
        Frequently-cited advantages of virtual team-working and working from home for the employee include: 
                     
                                 
          	flexibility
                         
          	increased job satisfaction
                         
          	reduction of travel time and associated costs.
                     
        
                     
        Concerning the benefits from the employer’s perspective, virtual working offers:
                     
                                 
          	flexibility
                         
          	reduction of office space and associated costs
                         
          	ability to retain experienced staff
                         
          	increased diversity and global reach (Figure 3)
                         
          	ability to cover different time zones
                         
          	ability to recruit the ‘right’ employee even if they don’t want to move to the area the company is located in.
                     
        
                     
        There may be others that you could add to these lists. You may notice that there are items common to both lists for example,
          cost reduction.
        
                 
        Back

      

    

  
    
      
        Activity 2 Virtual teams

        Discussion
                     
        Some of the common issues associated with working in virtual teams include:
                     
                                 
          	building relationships with teammates is much harder if they are not there for small talk
                         
          	reliance on technology and communication at a distance – what if the technology fails or connectivity is poor?
                         
          	misinterpretation of information in emails due to lack of visual cues through body language
                         
          	different countries and different cultures working together can increase conflict
                         
          	harder to resolve team conflict at a distance
                         
          	scheduling meetings can take longer as you need to find out when everyone is available
                         
          	isolation and loneliness may affect motivation and possibly even mental health
                         
          	your standing in the team may be diminished as you are not physically present, so you get missed out or forgotten as it’s
            easier to work with team members who are present
          
                         
          	different time zones may mean that there is little overlap and a narrow window for actual synchronous communication
                         
          	one’s professional image can suffer if working from home, with Skype interviews becoming more common than face-to-face encounters.
                     
        
                 
        Back

      

    

  
    
      
        Activity 3 The 7 Cs of communication 

        Discussion
                         
        
          Table 2 (completed) The 7 Cs of clear communication

          
            
                                                   
                	                                 
              

                                                   
                	Clear                                 
              

                                                   
                	Concise                                 
              

                                                   
                	Concrete                                 
              

                                                   
                	Correct                                 
              

                                                   
                	Coherent                                 
              

                                                   
                	Complete                                 
              

                                                   
                	Courteous                                 
              

            
          

        
                     
        Back

      

    

  
    
      
        Activity 4 Different tools used for communication 

        Discussion
                         
        
          Table 3 (completed) Synchronous or asynchronous?

          
            
                                                   
                	Synchronous working (real time)                                     
                	Asynchronous working (not at the same time)                                 
              

                                                   
                	instant messaging                                     
                	discussion boards, e.g. blogs and wikis                                 
              

                                                   
                	whiteboard                                     
                	file Share                                 
              

                                                   
                	audio conferencing                                     
                	web share                                 
              

                                                   
                	email                                     
                	email                                 
              

                                                   
                	chat rooms                                     
                	social networking sites                                 
              

                                                   
                	video conferencing, e.g. Skype                                     
                	fax/eFax                                 
              

                                                   
                	telephones of all kinds                                     
                	                                 
              

                                                   
                	amateur radio                                     
                	                                 
              

                                                   
                	fax/eFax                                     
                	                                 
              

            
          

        
                         
        Which of these types of technology have you used? You may not be familiar with all of these tools or there may be some that
          you use which are not reflected here. Make a note in the workbook for this week those that you have used in your work or social
          life, as well as those you are not familiar with. 
        
                         
        You should also note the terms which you are unfamiliar with, find out what these mean and record the definitions in the notes
          page in the workbook for this weekas well.
        
                         
        Finally, are there any tools here that you feel you would like to be able to use? Make a note in the workbook of any tools
          that you would like to explore further and find out more about.
        
                     
        Back

      

    

  
    
      
        Activity 1 The employer’s tale

        Discussion
                     
        While most of the competencies illustrated in Figure 1 could be assessed using a traditional question and answer interview,
          it would be difficult to get a real sense of the following:
        
                     
                                 
          	Fostering a supportive, informal group atmosphere and constructive use of humour
                         
          	Listening to others and giving constructive feedback if needed
                         
          	Creating enthusiasm and initiative to make things happen.
                     
        
                     
        Did you come up with the same answers as here or were there other competencies in the diagram that you felt would be difficult
          to assess purely by question and answer in an interview scenario? 
        
                     
        There is not necessarily a right or wrong answer here, and a good interviewer could ask a question that elicits this kind
          of feedback, but the issue is that without seeing these attributes in practice, it is difficult to tell whether someone has
          them or not. 
        
                     
        Using a combination of group activity and competency-based interview questions can increase the accuracy of the recruitment
          process, which as you have seen is important for company performance and economy. 
        
                 
        Back

      

    

  
    
      
        Activity 2 If you were on the spot

        Discussion
                     
        How did you find that? It can be difficult to think of a good example. Don’t worry too much about whether your example is
          ‘good enough’ as it is the process that you went through that an employer is interested in so any example you can think of
          will be fine. 
        
                 
        Back

      

    

  
    
      
        Activity 3 Look back in wonder

        Discussion
                         
        How did you find that?  Don’t worry if you found it difficult as the more you consider examples in this way the better you
          will become!
        
                         
        It can be difficult to think about the particular contribution you have made. We are so used to framing things as a team effort
          that working out what you did and what difference you made can be hard.  
        
                         
        Using the STAR framework will help ensure that your answers focus on your particular role and ensure that you communicate
          this to the employer. If you find yourself saying ‘we’ rather than ‘I’ in your answers you know you are veering off track
          and need to ask yourself again ‘what did I do?’
        
                     
        Back

      

    

  
    
      
        Activity 4 A day at an assessment centre

        Discussion
                     
        It is likely that the kind of activity the candidates are taking part in is either a discussion, perhaps related to a particular
          aspect of the role, a topical issue, or a problem-solving exercise where they need to agree on a solution. You will look at
          the kinds of activity that tend to be used in more detail later.
        
                     
        If you have taken part in this kind of activity at an interview, it is normal to feel a range of emotions. Very few would
          actively enjoy this type of situation and most would experience some level of anxiety or fear. Knowing that this is how others
          are likely to be feeling can itself be helpful. Knowing what an employer is looking for can also be helpful and encouraging.
          You will look at this next.
        
                 
        Back

      

    

  
    
      
        Figure 1 Job adverts asking for teamwork

        Description
Figure 1 shows a page of job roles asking for teamwork skills such as Team Manager, Team Leader, Supervisor, Service Manager,
        etc. Underneath each role is a description of  the characteristics and traits required for that role, as well as the location
        of the job. The role of Team Manager is highlighted with a box around it. The description for this role reads: Our best and
        most inspiring leaders have a natural ability to: Building a strong team spirit and a network of relationships that stretches
        beyond the store. You’ll be a role model, helping colleagues to know and love our products and services. You’ll get to grow
        your own team – by spotting talent and giving them the feedback and support they need to be their best. Location: Ocford.
        
        Back

      

    

  
    
      
        Figure 2 Image of people in office communicating with each other.

        Description
Figure 2 shows three women and one man sitting round a table, all dressed smartly. They look to be in conversation with each
        other. There are laptops and papers on the table and one woman is holding a tablet.
        Back

      

    

  
    
      
        Figure 3 A group or a team? 

        Description
The figure shows the backs of seven males holding up a rowing boat above their head. They are all wearing the same clothing.
        They are stood barefoot on by water.
        Back

      

    

  
    
      
        Figure 4 Image of people doing park run

        Description
This figure shows six people of similar age running together on a footpath surrounded by trees. There are three males and
        three females.
        Back

      

    

  
    
      
        Figure 5 A team or a working group?

        Description
A birds-eye view of three people sitting at a desk working on a computer. They each have a headset on and are facing their
        computer screens.
        Back

      

    

  
    
      
        Figure 6 David Brent from The Office

        Description
Photograph of  Ricky Gervais in the character of David Brent from the TV programme The Office.
        Back

      

    

  
    
      
        Figure 1 Mind-map for Jane

        Description
This figure shows a mind-map for Jane made up of circles connected to each other. In the centre is a circle with Jane written
        in it. Coming off of this circle are five more circles: Friend, Mother, Daughter, Childminder, Volunteer on PTA. Coming off
        of the ‘Mother’ circle are the circles: Taxi and Cook. Cook is highlighted in yellow. Coming off of the Daughter circle are
        the circles: Carer, Personal Shopper, Listener, Financial adviser. Carer, Personal shopper and Listener are highlighted in
        yellow. Coming off of the Childminder circle are the circles: Discipliner, Parental adviser, Teacher, Care/Comforter. Parental
        adviser and Carer/Comforter are highlighted in yellow. Coming off of the Volunteer on PTA circle are the circles: Room set-upper,
        Ideas generator, Clothes collector. Room set-upper is highlighted in yellow. Coming off of the Friend circle are the circles:
        Companion, Adviser, Listener/Confidante. Adviser and Listener/Confidante are highlighted in yellow.
        Back

      

    

  
    
      
        Figure 2 Technical roles – poor Herbert 

        Description
This figure shows a many called Herbert in a hole digging. Standing around him, but not digging, is a group of people: a Human
        Resources Manager, a Marketing Manager, a Logistic Manager, a Communication Manager, a Security Manager, an IT Manager, a
         Project Manager, an Internal Supervisor, a PR Manager and a Product Development Manager. They look to be talking amongst
        themselves and watching Herbert.
        Back

      

    

  
    
      
        Figure 3 A successful team includes different people, each with different roles, coming together

        Description
Image of two people holding large jigsaw puzzle pieces and preparing to slot them in to exisitng pieces.
        Back

      

    

  
    
      
        Figure 1 Un-parliamentary behaviour by politicians

        Description
This image shows a group of men all dressed in suits fighting with each other.
        Back

      

    

  
    
      
        Figure 2  The S-curve of team performance

        Description
A graph showing the S-curve of team performance. The x-axis label is Time and the y-axis label is Performance. The graph shows
        a diagonally stretched S. From bottom left to top right the words in the following order have been added to the S-curve: Forming,
        Storming, Norming, Performing, Adjourning.
        Back

      

    

  
    
      
        Figure 3 Tuckman’s stages of group development 

        Description
A cartoon sketch of Tuckman’s stages of group development. 
        Back

      

    

  
    
      
        Figure 4 Group forming

        Description
Three figures each stood on a separate piece of jigsaw puzzle. Two jigsaw pieces are connected but the third piece is separated.
        The figure standing on the separated piece has his hand outstretched trying to reach the hand of one of the other figures.
        That figure is also trying to reach. 
        Back

      

    

  
    
      
        Figure 5 Storming 

        Description
This image shows two females on the left hand sand of the shot each appearing to be shouting into a sketch-style megaphone.
        They are facing two males on the other side of the image who are doing the same thing back. There appears to be two opposing
        sides.
        Back

      

    

  
    
      
        Figure 6 Huge sigh of relief 

        Description
A black and white photo of a woman slouched in an armchair looking exhausted.
        Back

      

    

  
    
      
        Figure 7 Performing  

        Description
This image shows the word ‘Performance’ written out in capital letters with a tape measure running across the word.
        Back

      

    

  
    
      
        Figure 8 Adjourning (or mourning)

        Description
A photo of four people dressed in black mourning. Three of the people are holding roses. One of the people, a young girl,
        is looking down at the ground, looking sombre.
        Back

      

    

  
    
      
        Figure 1 Giving and receiving feedback 

        Description
Image of a man whispering into a woman’s ear. The woman has a shocked expression on her face.
        Back

      

    

  
    
      
        Figure 2  The feedback sandwich

        Description
Image of a sandwich. The bottom layer of bread has the words Positive feedback written across it. The sandwich filling has
        the words Constructive feedback written across it. The top layer of bread has the words Positive feedback written across it.
        Back

      

    

  
    
      
        Figure 3 Disagreement in the workplace

        Description
This image shows five business people around a table arguing with each other. All of them are using hand-gestures such as
        pointing fingers.
        Back

      

    

  
    
      
        Figure 4 Decision making

        Description
Image of three hands. One hand is clenched into a fist, One hand is held out showing all fingers and thumb. The final hand
        is doing the peace sign.
        Back

      

    

  
    
      
        Figure 5 Brainstorming 

        Description
The image shows a group of approximately ten people facing a wall. They are looking at some charts/posters/information that
        have been stuck on the wall.
        Back

      

    

  
    
      
        Figure 1 Group diversity

        Description
This photo shows a group of people sitting in a circle. In the group there are both males and females, able-bodied and disabled
        and people of different races and ethnic backgrounds and of different ages.
        Back

      

    

  
    
      
        Figure 2 Multiple generations in the same workplace 

        Description
An image of an office space showing workers working together. There looks to be at least two different generations of people.
        Back

      

    

  
    
      
        Figure 3 The diversity dividend

        Description
Diversity’s dividend. What’s the likelihood that companies in the top quartile for diversity financially outperform those
        in the bottom quartile? Gender-diverse companies are 15% more likely to outperform. Ethnically diverse companies are 35% more
        likely to outperform. Results show likelihood of financial performance about the national industry median. Analysus is based
        on composite data for all countries in the data set. Results vary by individual country. Source: McKinsey analysis.
        Back

      

    

  
    
      
        Figure 1 Us and them 

        Description
This figure shows a road sign saying ‘Us’ on the top line and ‘Them’ on the line below. Next to the word ‘Us’ on the right
        is an arrow pointing to the right and then up. Next to the word ‘Them’ on the left is an arrow pointing to the left. Behind
        the sign you can see the sky. It appears grey and cloudy on the left, but blue and bright on the left.
        Back

      

    

  
    
      
        Figure 2 An Englishwoman in Japan

        Description
This photo shows three female Japanese students dressed in uniform looking and listening to a female teacher from England.
        The teacher is holding a book and looking at one of the students whilst smiling. There is a whiteboard in the backround with
        posters stuck on it.
        Back

      

    

  
    
      
        Figure 3 A sample of nationalities

        Description
In the centre of this is an image of the Earth. Around it are human-shaped figures, each one representing a different nation,
        with the flag of a different country, such as Great Britain, Israel, India and Switzerland, printed on each.
        Back

      

    

  
    
      
        Figure 4 Unequal distribution of power

        Description
This image shows two men dressed in suits. One man is very large and it is only possible to see his bottom half. The other
        man has been shrunk in comparison, and comes up to the middle of the other man’s shins. The small man is looking up in the
        direction of the large man.
        Back

      

    

  
    
      
        Figure 5 Individualism versus collectivism

        Description
At the forefront of this image is a silhouette of a person by themselves, with a speech bubble which says ‘Me!’. In the background
        towards the left of this image, there is a group of silhouettes, with a speech bubble which says ‘We?’
        Back

      

    

  
    
      
        Figure 6 Uncertainty avoidance

        Description
This image shows the backs of five people standing in a desert. Next to each of them is a large green question mark. There
        are an additional two question marks in the background.
        Back

      

    

  
    
      
        Figure 7 Hofstede’s cultural difference scores, UK compared with Japan

        Description
A bar chart showing Hofstede’s cultural difference scores in comparision with Japan. The UK is represented in grey and Japan
        is represented in blue. Along the bottom are the dimensions: Power distance, Individualism, Masculinity, Uncertainty avoidance,
        Long term orientation and Indulgence. For Power distance, the UK scored 35, while Japan scored 54. For Individualism, the
        UK scored 89, while Japan scored 46. For Masculinity, the UK scored 66, while Japan scored 95. For Uncertainty Avoidance,
        the UK scored 35, while Japan scored 92. For long-term orientation, the UK scored 51, while Japan scored 88. For Indulgence,
        the UK scored 69, while Japan scored 42.
        Back

      

    

  
    
      
        Figure 1 Working at home

        Description
Image of a woman working on a laptop on a table. In front of her is a pile of books, a plate of biscuits and a cup and saucer.
        Behind her is a leather corner sofa and a large window.
        Back

      

    

  
    
      
        Figure 2 Working together apart

        Description
This image shows three globes connected together in a triangle via a red line. Around each globe are human-shaped figures
        all holding hands.
        Back

      

    

  
    
      
        Figure 3 A virtual team having a meeting that spans four locations

        Description
A photo of a business meeting. In the room are four people sat at a table which is facing four screens. On three of the screens
        are people who are joining in on the meeting from different locations. 
        Back

      

    

  
    
      
        Figure 4 Trust depends on personal qualities

        Description
In the middle of this image is the word ‘Trust’ written in red. Around this are the words: Sincerity, Reliability, Commitment,
        Integrity, Competence and Consistency. These words are connected to each other in a circle. A hand holding a pen is at the
        bottom right of the image. 
        Back

      

    

  
    
      
        Figure 5 Mehrabian’s communication pie chart 

        Description
A pie chart. 55% of the pie chart represents non-verbal communication, 38% represents tone and 7% represents words.
        Back

      

    

  
    
      
        Figure 6 The world on your desktop

        Description
A computer screen with the map of the world on it. Coming out of the screen are wavy lines and coding numbers.
        Back

      

    

  
    
      
        Figure 1 Competencies and how they work

        Description
In the centre of the diagram is the word ‘Teamwork’. There are then boxes surrounding this  with arrows pointing towards it.
        The boxes around the outside read: Creative enthusiasm and initiative to make things happen; Having clear, logical objectives;
        Making sure everyone clearly understands their roles and tasks; Delegating tasks to people with the right skills; Using people
        with different skills, e.g. creative, organiser; Taking a positive attitude to and learning from setbacks; Having people who
        can coordinate ad accept responsibility; Being comfortable with disagreement and seeing it as useful; Listening to others
        and giving constructive feedback if needed; Supportive, informal group atmosphere. Use of humour. 
        Back

      

    

  
    
      
        Figure 2 The STAR approach

        Description
Figure 2 outlines the STAR approach for competency-based interview questions. ‘S’ stands for ‘Situation’ – set the scene.
        ‘T’ stands for ‘Task’ – describe the purpose. ‘A’ stands for ‘Action’ – explain what you did. ‘R’ stands for ‘Response’ –
        share the outcome.
        Back

      

    

  
    
      
        Figure 3 The STAR sandwich

        Description
A photo of a sandwich.
        Back

      

    

  
    
      
        Figure 4 A group exercise at an assessment centre

        Description
A photo of a group of adults sitting at a table. They are looking at a piece of paper on the tabl, which they appear to be
        discussing. 
        Back

      

    

  
    
      
        Uncaptioned interactive content

        Transcript
                     
        
          LYNNE:

          If you've had recent experience of looking for work, then you're likely to be fairly familiar with the expectation from employers
            that you can evidence your ability to work in a team. You may have even been asked a competency question, beginning with the
            dreaded can you tell me about a time when you have? Whilst most employers ask for this skill in their job adverts, or person
            specifications, have you ever taken the time to think about what this means for you?
          

          In this first week, you'll be looking at the difference between a group and a team, and why employers want their employees
            to be able to work well in the team. You'll consider your own reactions to this requirement, and start to evaluate what you
            perceive to be the advantages and disadvantages of this way of working. And you'll start to consider some of the team experiences
            you've had so far, how you could evidence these, and whether you need to gain more team working experience to progress.
          

          

        
                                                               
        [MUSIC PLAYING]
                     
        
          NARRATOR:

          Get more from the Open University. Check out the links on screen now.

          

        
                                      
        Back

      

    

  
    
      
        Uncaptioned interactive content

        Transcript
                     
        
          REBECCA FIELDING:

          If I may give you a specific example of somebody that I recruited many years ago who had a genuine issue in terms of teamwork,
            and they were what I might describe and has been described in a number of different areas as a fragile perfect, somebody who
            academically had performed exceptionally well throughout their career and had gone to one of the most distinguished universities
            in the UK and had consistently performed exceptionally. And when she joined my organisation, she was immediately presented
            with a task, a challenge that required them to work together as a team because there was too much for individuals to do, and
            they had to complete that task within the first week.
          

          And about three days in she came to me and said, I'm really sorry. I can't do this. I can't work with people who aren't as
            bright or capable or intellectually able as I am, and I'm really struggling to rely on the quality of their work. And that,
            for me, was the first time that I thought, wow, we have recruited somebody who's going to really struggle and understands
            the skills that are required in not just working with other people but, most importantly, valuing the talents and the skills
            of the other people who were in her team. So I think that's one example of where recruiters can struggle with individuals
            demonstrating teamwork. 
          

          The second and perhaps much more common is when people are less confident in a team, and therefore people assume that they're
            not contributing. Actually, it's simply that they're thinking and considering about their contribution to the team. And those
            individuals can sometimes be overlooked within teams and overlooked in terms of their contribution of the work outside of
            an immediate team, particularly team-meeting environments. And so for me, there is something there about self-confidence,
            and there's something there about contribution to a team in its broadest sense as well.
          

          

        
                                                                                
        Back

      

    

  
    
      
        Uncaptioned interactive content

        Transcript
                         
        
          REBECCA FIELDING:

          There are very few roles now in the UK that you will be allowed to simply sit at your desk or sit in your lab and work on
            your own without working in partnership, or across disciplines, or across areas. Be that in academia, or be that in health
            care, or in the commercial world. Everywhere now is multidisciplinary. There are very few careers or roles that are an island
            and able to simply work alone. So that's the first reason why teamwork is so critical. There are simply very few roles where
            you get to work alone anymore.
          

          But the second reason why is that organisations know that a team, when it brings together the sum of all of its parts and
            its contributions from all of the different people who are involved in a piece of work, is vastly more powerful and able to
            deliver a great deal more than individuals can on their own. And so the reason why it's so important to employers is, A, they've
            got very few roles that stand alone. But B, commercially, we need those people who can work together, because when they do,
            it delivers much better results for everyone involved.
          

          

        
                                                                       
        Back

      

    

  
    
      
        Uncaptioned interactive content

        Transcript
                         
        
          REBECCA FIELDING:

          If you feel you haven't got a lot of experience in terms of teamwork, and you feel that that isn't a strength currently, I'd
            recommend getting out there and getting yourself some experiences. Volunteer. Become a member of a local volunteering team.
            Join your church. Join your mosque. Whatever your religion is, or if you have children, join the PTA. Join a sports team.
            I think the message here is get involved. Teams are ultimately groups of people who come together with a common cause to get
            things done. And they can come from any walk or aspect of your life. So my recommendation will be if you feel that these aren't
            skills you currently have, get out there and have a go. And you'll learn an awful lot from doing it.
          

          

        
                                              
        Back

      

    

  
    
      
        Uncaptioned interactive content

        Transcript
                     
        
                     
        
          LYNNE:

          Lastly, you explored the difference between a group and a team, and considered some of the teams that you've been part of.
            You also looked at the case study of Jane, who lacked team experience, and started to think about the nature of the teams
            you've been involved with.
          

          This week, you're going to be thinking about the different roles people play in a team. Belbin's nine team roles are one of
            the ways different personalities in a team can be described. And you'll have a think about teams you've been part of a start
            to identify the roles you feel most comfortable in. You'll think about how it might feel to be part of a dysfunctional team,
            and conversely, what it's like to be part of a team that's performing really well.
          

          

        
                                                               
        [MUSIC PLAYING]
                     
        
          NARRATOR:

          Get more from the Open University. Check out the links on screen now.

          

        
                                      
        Back

      

    

  
    
      
        Uncaptioned interactive content

        Transcript
                     
        
          LYNNE:

          Last week, you started to think about the type of role you prefer to play in a team. You looked at a model of team roles as
            described by Belbin, and tried to identify different personalities or roles that were evident in an example activity. This
            week, you're going to be thinking about the different stages a team goes through in its development. You may be familiar with
            the feeling of discomfort when a new team is put together, or the difficulty you might have faced if you've joined the team
            when it's already been working together for some time.
          

          To help understand it, you'll look at Tuckman's stages of team development, and then consider what you can do to help the
            team successfully navigate each of the stages and perform to the best of its ability.
          

          

        
                                                               
        
          NARRATOR:

          Get more from the Open University. Check out the links on the screen now.

          

        
                                      
        Back

      

    

  
    
      
        Uncaptioned interactive content

        Transcript
                     
        
          LYNNE:

          This week, you'll be revisiting some of the communication skills that were mentioned last week when you were considering what
            types of actions would help move the group towards the next stage of team development. These will include decision making,
            how to successfully deal with conflict, and providing feedback effectively. You'll take time to reflect on your own experience
            of dealing with conflict and reaching decisions in groups and teams you've been part of, and consider what good feedback looks
            like and how feedback you provide can be improved.
          

          This week's exploration of communication skills will take you up to the halfway point in this course. Well done for getting
            this far, and I hope you're enjoying it.
          

          

        
                                                               
        
          NARRATOR:

          Get more from the Open University. Check out the links on screen now.
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        Uncaptioned interactive content

        Transcript
                     
        
          LYNNE:

          You're now halfway through this course, so it's worth taking a moment to consider what you've learned so far. You've already
            looked at Belbin's nine team roles and explored the different stages a team is likely to pass through before it functions
            at optimum performance. You considered your own team experiences and roles and how to help to move a team on through its stages
            of development.
          

          This week, you'll be returning to a theme that we started to explore in an earlier week. Teams today are far more diverse
            than they used to be, and there's evidence that increased team diversity is a good thing. But what do we mean when we talk
            about increased diversity, and why do employers want to employ more diverse teams? You'll consider what has contributed to
            the changing makeup of the teams we're likely to be part of in the workplace today and what organisations can do to foster
            diversity in the workplace
          

          

        
                                                               
        [MUSIC PLAYING]
                     
        
          NARRATOR:

          Get more from the Open University. Check out the links on screen now.
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        Uncaptioned interactive content

        Transcript
                     
        
          KATE CROUCHER:

          Employers want diversity. In terms of diversity, it's not only the right thing to do, but actually it makes for a more balanced
            workforce. We recruit from all different universities. We recruit graduates from all different backgrounds, from all different
            nationalities, all different ethnic groups, gender, disability. All of those things make for a much more creative and a much
            more collaborative workplace.
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        Uncaptioned interactive content

        Transcript
                     
        
          LYNNE:

          This week, you'll be looking at the question of social identity and thinking about cultural norms and the expectations we
            might have for different groups. In particular, you'll look at one theory of social identity as proposed by Tajfel and Turner
            in 1979. This theory helps us to explain the them and us phenomenon and roots this in our tendency to group things and people
            together. You'll also examine the difference between a stereotype, prejudice, and discrimination, and explore some of the
            stereotypes you might hold yourself without even being aware of it.
          

          And you'll listen to a case study of my own time working in Japan in the early 1990s and consider how Hofstede's six dimensions
            of culture could have helped me in working as part of a team within a Japanese high school. I didn't know about Hofstede then,
            so we're looking at it with the benefit of hindsight, but perhaps it can help you with the teams you're currently in.
          

          

        
                                                               
        
          NARRATOR:

          Get more from the Open University. Check out the links on screen now.
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        Uncaptioned interactive content

        Transcript
                     
        
          LYNNE:

          In the last two weeks, you've considered have the workplace of today has changed dramatically from that of even 20 years ago,
            especially with regard to the global nature of business, the distance people today travel to work, and the use of technology
            in the workplace. This week, you're going to be exploring one of the key changes in many workplaces today-- the rise in the
            number of virtual teams.
          

          What kind of challenges could you encounter working as part of a virtual team? What skills would you need to demonstrate to
            an employer for them to be confident that you're the right kind of person for this remote style of working? And how can you
            assess whether you're the kind of person who would thrive in a virtual team? You'll also explore the kind of skills you'd
            need to develop to be confident of operating in this virtual environment.
          

          

        
                                                               
        
          NARRATOR:

          Get more from the Open University. Check out the links on screen now.
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        Uncaptioned interactive content

        Transcript
                             
        
          LYNNE:

          Hi, Vanessa. Can you tell me a little bit about the kind of job you do and the kind of teams you work within?

          

        
                                                          
        
          VANESSA:

          I'm a freelance writer and I write English language teaching and learning materials. And I work in a team that's based in
            Germany while I'm based in England, so I work at home. And my co-writer works from her home in Germany, and then we have an
            editorial team that are also in Germany.
          

          

        
                                                          
        
          LYNNE:

          Do you have an office at home? 

          

        
                                                          
        
          VANESSA:

          I do. I have a very small room at home which serves as an office. And I've got a PC on the desk, and a phone, and that's it.
            It's a very basic setup.
          

          

        
                                                          
        
          LYNNE: 

          How do you connect with your colleagues?

          

        
                                                          
        
          VANESSA: 

          Mostly e-mail. At the start of a project, we'll all meet together in Munich and talk together in person about the project.
            And then after that, it's really all done by e-mail. So I'll create the document. I'll send it off by e-mail, have some comments
            back by e-mail. And if it's a difficult thing, we might talk on the phone, but mostly done by e-mail.
          

          

        
                                                          
        
          LYNNE: 

          Have you had any problems with the technology you've used at all?

          

        
                                                          
        
          VANESSA: 

          Sometimes when we venture into more exciting technology, like we've just started using Adobe Connect so that we can see each
            other on screen and also work on the same document together on screen, and sometimes we have problems with that. My microphone
            doesn't work, their camera doesn't work, we can't get the document open, and all sorts of things like that. But we just muddle
            through, and it's usually OK.
          

          Even if we can't always see each other, maybe they'll phone me if they can't hear me, things like that. But it generally works
            OK.
          

          

        
                                                                                       
        
          LYNNE: 

          What are the advantages for you working at home in this way?

          

        
                                                          
        
          VANESSA: 

          For me, the biggest advantage is flexibility, because I have children, and I've been doing this for 10 years now. So I've
            been able to be at home when the children come home from school and things like that. So flexibility of work.
          

          And also, it's allowed me to do a job that I would not have been able to do otherwise. Freelance writing doesn't really exist
            as a job where you sit in an office from 9:00 to 5:00 and do it. So that's been really positive for me. And also, the flexibility
            within the working week.
          

          

        
                                                                                       
        
          LYNNE: 

          What about the disadvantages?

          

        
                                                          
        
          VANESSA: 

          I think isolation could be a problem if you didn't like just being at home by yourself. And also, communication could be a
            problem. I think if you're not sure what you're doing and a problem could grow rather than-- I think you need to be willing
            to ask for help, or to say, I'm not sure what I'm doing.
          

          Make sure your goals are clear before you start working. I think that could be an issue if you're stuck at home by yourself
            worrying you're doing the wrong thing. But there's always people to ask for help.
          

          

        
                                                                                       
        
          LYNNE: 

          What do you do to ensure good communication, for example, in e-mails? Because that must be quite difficult.

          

        
                                                          
        
          VANESSA: 

          It is, especially because I'm working in a multicultural, multilingual environment. Something that we do is we all e-mail
            in our own language. So I will e-mail in English and I will have e-mails from editors that are written in German, and I can
            speak German. But obviously, I can speak English better than I can speak German, and they can speak German better than they
            can in English. And we each find that we can communicate much better in our own language, and it's much less open to misinterpretation.
          

          I think for me, my tip would be always assume that the person is being kind and helpful. And when there's goodwill in the
            team, I think that gets rid of a lot of miscommunications.
          

          It's also nice, I think, if you can maybe try to make a small personal connection with the people you're working with, even
            if you don't know them or you haven't met them in person.
          

          Just, I try to always put in a little personal touch-- not too much, but just maybe at the end of it, sign off an email with
            something about what the weather's like, or what I'm going to do this afternoon, or I'm just going to cook a meal or something.
            And then that gives them the opportunity if they want, they can pick up on that. And I try to pick up on what the other people
            say to me. So I will ask, oh, how did that go? How was that? Hope the weather's better today. And it just makes a slightly
            friendlier connection between you.
          

          

        
                                                                                                                                                 
        
          LYNNE: 

          What kind of person do you think you need to be in order to work in this way from home, Vanessa?

          

        
                                                          
        
          VANESSA: 

          I think you need to be quite motivated, self-motivated to be able to get on with the work and not leave it to the last minute.
            Also, be really organised, because there's no one there to organise it for you. You have to make sure that all your files
            are in the right order, you don't lose documents. So just be generally competent, really.
          

          

        
                                                          
        
          LYNNE: 

          Thank you very much, Vanessa.

          

        
                                                          
        
          VANESSA: 

          You're welcome.
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          LYNNE:

          This is your final week on the course. Back in week one, you looked at the problems that the CBI identified in the UK's team-working
            skills. They pointed out that not only was the lack of teamwork skills affecting productivity, but also the candidates who
            had the required skills were failing to get employed, as they couldn't communicate them effectively at interview. It's this
            point that you're going to be looking at in this final week.
          

          Now that you have a better understanding of why employers value this skill and the kind of competencies they're looking for,
            how can you translate this knowledge into marketing yourself during the application process? Competency-based questions during
            an interview and group assessment centre activities are two of the main ways employers assess your teamwork skills. 
          

          This week, you'll use the STAR strategy to structure your interview questions and consider what an employer is looking for
            in a group assessment exercise. This will help you evaluate your own experiences of working in teams and consider how you
            can communicate them in a way that will work.
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          REBECCA FIELDING:

          The way that you can spot a good team player throughout the recruitment process is multitudinal. And again, it really depends
            on the type of role that you're going for and the type of team that you are going to be working in. But you can certainly
            expect at the application form stage, if it's an application form, to get asked a question about when you have worked in a
            team in the past.
          

          Perhaps when you faced a challenge as a team or something's gone wrong as a team. Or when you've succeeded. So I think you
            can prepare yourself and reflect on those experiences previously. Later on in the recruitment process, if teamwork's a significant
            and important part of the job, you can expect that there'll be some form of team activity as part of an assessment centre
            or a day in the life experience, for example.
          

          Where you'll be brought together by other people, and there will be observers and assessors watching how you interact with
            other people in that group. That's one of the most common ways of assessing teamwork in a recruitment process. The problem
            is, it's really strange. It feels incredibly odd to be watched and for people to be watching how you interact with others.
          

          My top tip for anybody who finds themselves doing a teamwork exercise at an assessment centre is simply to be yourself. Approach
            the exercise as if you were in your normal work environment. Be thoughtful and listen to other people's opinions. Summarise
            back, manage your time, and make contributions.
          

          If you don't say anything, then they can't assume what's going on in your head. So my top tip is demonstrate those fabulous
            teamwork skills that you've got by supporting the other people in that team and making a contribution yourself.
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          REBECCA FIELDING:

          One of the best ways that you can demonstrate your team-working skills in an interview question is to use the STAR model.
            And the STAR model gives you a framework to talk about your experiences. You talk about the situation where you've worked
            in a team and then a particular task. So that's the first two letters of the acronym, S for situation, T for task. Talk the
            employer through what you were doing and what you were working on as a team.
          

          And then A is for action. What was the specific action that you took within that team in order to contribute towards the achievement
            of a goal or addressing an issue? It's important here that you talk about what I did as part of my role in the team whilst
            recognising all of the other things that everybody else in that team did at the same time.
          

          And then you want to talk about the R in STAR, the result. What happened as a result of the teamwork and your contribution
            to that particular situation and that particular task? Now what those situations and tasks are will really depend on the nature
            of your experience to date. I would always say choose one that felt difficult and felt challenging, because you're going to
            have a lot more to talk about.
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