
Developing and Effective Team  
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Objectives of Workshop 

Being an effective team player 

Building trust 

Share ideas openly and willingly 

Learn to listen 

Cooperation 
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Priorities 

Which would I do first ? 
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Values in Teams 

Are specific beliefs about what is 
right and wrong around us. 

Organizational and team values are 
about the culture we encourage, the 
standards we set, and the principles 
we have. 

They are essential to the building 
block of team building 
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What makes a team 

Teams need strong team players to 
perform well. But what defines such 
people? 

A team is made up diverse people 
with different ideas, values and 
ethics. 

Trust is the foundation of teamwork 
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THERE’S ONE IN 

EVERY OFFICE... 
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The Office Tattle-tale 
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The Office Bully 
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The Office Joker 
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The Office Spy 
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 the Office Stud 
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The Office Know-it-all 
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The Office Scrapper 
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The office wimp 



16 

The Office Glutton 
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Nosy Parker 
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The Office I.T. Technician 
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The Office Buyer 
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The Office Receptionist 
  



21 

The office team leader 
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Missing In Action Employee 
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The Boss’ Spouse 
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 AND 
FINALLY… 
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The BOSS  
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Am I team player? 

What qualities do you have to be a 
good team player ? List qualities and 
why? 
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Quality 1- Demonstrates Reliability 

Gets the work done and does fair 
share to help meet commitments 

Follows through on assignments 

Consistency- good performance all 
the time not some of the time 
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Quality 2 – Communicates 

Constructively 

Teams need people who speak up  
and express their thoughts, and 
ideas clearly, directly and honestly 
and with respect for others and the 
team – positive, confident and 
respectful manner 
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Quality 3 – Listens Actively 

Good listeners are essential for a team to 
function effectively. 

Teams need team players who can absorb, 
understand and consider and points of 
view from other people without debating 
and arguing every point. 

Such a team member can also receive 
criticism without reacting defensively 

 



What? 



Improving Communication within 

the Team 

 

To support good communication have regular 
feed back on whether team members are 
receiving or getting enough information at the 
right time or too much of the wrong information. 

 

Don’t assume that all team members have all the 
information. Ask and Clarify. When we assume it 
makes an ass out of  u and me. 

 



Communication Exercise 

Purpose: To see if we are communicating- Are 
we listening and asking question and clarifying 
what we are hearing. 

Process: 
1. Get into pairs and sit back to back and grab a 

piece of paper 
2. Have one person give instructions 
3. Have the other person ask questions and follow 

your instructions by verbal direction only 
4. Fold the paper in half , rip a corner, fold again 

and rip in half again 
5. Compare and see if the structures are the same 
6. Change roles 
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Quality 4 – Functions as an active 

participant 

Good team players are active participants. 

They come prepared for team meetings 
and listen and speak up in discussions.  

They volunteer for assignments – “what 
contribution can I make to help the team 
succeed” 
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Quality 5 – Share openly and 

willingly 
Good team players share – they’re willing 
to share information, knowledge and 
experience.  

Much of the communication within the 
team takes place informally – good team 
members are active in this informal 
sharing – important information not gossip 
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Quality 6 – Cooperates and pitches 

in to help 

Cooperation is the act of working with 
others and acting together to accomplish a 
job. 

Effective team players work this way by 
second nature 

Good team players, despite differences 
they may have with other team members 
– they figure out a way to work together 
to solve problems and get the job done 
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Quality 7 – Exhibits Flexibility 

Teams often deal with changing conditions 
– and often create change themselves. 

Good team players roll with the punches; 
they adapt to every-changing situations. 

They don’t compete complain or get 
stressed out because something new is 
being tried or some new direction is being 
set. 

 



37 

In Addition 

A flexible team player can consider 
different points of view and compromise 
when needed. 

 

Strong team players are firm in their 
thoughts yet open to what others have to 
offer – flexibility at its best 
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What if… 

Each person writes on a small 
piece of paper a “What if” 
question, i.e. What if we had 
three arms? 

Write an answer to your question. 

 on a separate piece of paper 
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Quality 8 – Works as a problem 

solver 

 
Good team players are willing to deal with 
all kinds of problems in a solution oriented 
manner. 
 
 

 
They’re problem solvers, not problem- 
dwellers, problem-blamers, or problem 
avoiders. 
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And 

Team players get problems out in 
the open for discussion and then 
collaborate with others to find 
solutions and form action plans 
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Quality 9 – Treats others in a 

respectful and supportive manner 

 

Team players treat fellow team members 
with courtesy and consideration – not just 
some of the time but consistently, in 
addition, they show understanding and the 
appropriate support to other team 
members to help get the job done. 
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And 

Good team players also have a sense 
of humor and know when to have fun 
(and all teams need a bit of both), 
but they don’t have fun at someone 
else’s expense. 

Quite simply, effective team players 
dealt with other people in a 
professional manner. 
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Quality 10 – Shows commitment to 

team 

Strong team players care about their 
work, the team, and the team’s work 

They show up every day with this 
care and commitment up front. 

They want to give a good effort, and 
they want other team members to do 
the same. 
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Best Practices 

• Have Rules to play by (personnel 
policies) 

• Communication Processes and 
systems (Team Meetings). Share all 
news not just bad news 

• Be flexible as a supervisor – Values 

• Be solution oriented 

• Have a conflict resolution process 

 



GOD BLESS YOU 
AND ALL THE 

BEST IN YOUR 
ENDEAVORS 


