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Marriott is prettier. The only problem 
is that the Marriott costs more than  
we budgeted.”

All eyes turn to Luis, the numbers 
cruncher in the group who makes 
sure they stay within budget. “You 
know,” he says, “I think I just saw a 
notice from the Marriott about a new 

corporate 
discount. 
I’ll check. If 
we can get a 
discounted 
rate we 
should  
be able to 
make  
it work.” 

As Colin 
offers to pick 

up several menus from the Marriott 
on his way back from a meeting later 
that day, Lynn is pleased that everyone 
seems eager to do what it takes to get 
the job done.

Lynn and Ashley meet in the hall 
on the way to their team meeting. 

Along with Colin and Luis, they are to 
organize this year’s Awards Banquet 
for the top salespeople at Western 
Pharmaceutical. 

At their first meeting, the team 
selected Lynn as their leader. She’s 
enthusiastic 
and energetic, 
and she’s 
proven before 
that she can 
successfully 
juggle 
numerous 
tasks at one 
time without 
losing  
her cool. 

When Colin and Luis arrive, Lynn 
begins the meeting. “Let’s get started,” 
she says. “The banquet is in two 
months. Ashley, what did you learn 
about banquet rooms?”

Lynn is relieved to have Ashley on 
the team. As assistant to the president 
of the company, Ashley has pulled off 
several impressive receptions on short 
notice. She’s worked with the staff of 
most of the banquet halls in the area, 
and she’s the first to admit that she 
loves putting on a party. 

“Well,” Ashley begins, “the 
Marshall Center can hold up to 700 
people and is available, and the cost is 
very reasonable. But the setting at the 

Here, you will learn to

♦ learn how teams operate

♦ identify the skills required  
by successful teams

♦ manage conflict in teams

What’s Inside

Be a Team Player
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Doing Business 
the Team Way
In your job, you’ll be expected to 
participate as a member of one or more 
teams. The teams may be temporary 
or permanent. Temporary teams are 
established to solve a problem or handle 
a particular task, and they disband when 
the work is finished. The Awards Banquet 
team previously described is a temporary 
team. Permanent teams form part of the 
structure of an organization. If you are hired to work 
on a permanent team, you may have been interviewed 
and selected by the other team members.

Today’s world-class organizations use teams. 
Whether you are a mechanic or an automobile factory 
worker, an emergency room nurse or a customer 
service representative, you will be expected to work 
effectively and enthusiastically on teams. 

Benefits of Teams
Teamwork has become essential in today’s highly 
technical, quickly changing, global environment. 
Many of the problems and challenges companies 
face are too complex for any one person to know  
the answer. But by pooling their talents, experience, 
and knowledge in teams, workers find the answers.

Your employer will expect you to realize the 
importance of teams. Here are some of the many 
team benefits:

♦ Faster problem solving. When you  
and your teammates put all of your effort  
into solving a particular problem, the  
result typically is quick action.

♦ More effective solutions and 
recommendations. By drawing on  
the varied experiences, background,  
and knowledge of all team members,  
you and your teammates will accomplish  
more than any of you could alone.  

Workshop 7: Be a Team Player

A farmer who had a quarrelsome family called his sons and told them to lay a bunch of sticks 
before him. Then, bundling all the sticks together, he challenged his sons, one after one, to pick 
up the full bundle and break it. They all tried, but in vain. Then, untying the bundle and releasing 
the sticks, he gave each son one stick to break. This they did with the greatest ease. Then said 
the father, “Thus, my sons, as long as you remain united, you are a match for everything.”

— Aesop

TEAM—Together Everyone Achieves More!
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♦ Decreased employee turnover. When 
you get to see a project through to completion 
or, with your teammates, take responsibility 
for producing an entire product instead of 
just one part, you tend to care more about  
the work and develop pride in it. As a result, 
your job satisfaction increases, and work  
has more meaning.

♦ Stronger employee 
relationships. As part of 
a team, you will be expected 
to respect all other team 
members, develop and earn 
their trust, and show your 
teammates that they can 
depend on you to do what 
you say you will. When 
everyone on a team does 
this, strong relationships 
develop. 

♦ Greater learning 
opportunities. As a  
team member, you will 
benefit from the knowledge 
and experience of your 
teammates. You may also 
learn a wider variety of tasks 
than workers in a traditional 
work environment do. 

♦ Increased networking opportunities.  
If your team includes members from 
different departments or different levels 
of the organization, you will have many 
opportunities for informal conversations, 
where you can learn the skills you need  
to advance in your career or you can learn 
about positions that are available.

Did you know?
Do you know why geese fly in a “V” formation? Two engineers discovered that each bird, by flapping its 
wings, creates an uplift for the bird that follows. Together the flock gains approximately 70 percent 
greater flying range than if the birds flew alone. That’s teamwork in action!
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Types of Teams
Teams can be defined as groups of people working 
together to achieve a common goal. Even though 
you and your teammates may have very different 
levels of expertise and experience, you must share 
a commitment to the team and its purposes if your 
team is to be successful.

Your employer will expect you to know the 
different types of teams utilized in the workplace  
and their functions. These are some of the more 
common ones.
Self-directed work teams. As a member of a 
self-directed work team, you and a small group 
of teammates will 
manage yourselves 
and your daily work. 
Typically, you will be 
given the authority 
to make decisions 
about how you will 
do your work and 
meet your deadlines, 
and your team will 
be held accountable 
for its right and 
wrong decisions.
Empowered 
teams, temporary task forces, problem-
solving teams. Your organization or supervisor 
may establish one of these temporary teams to 
solve a problem or complete a task. For example, 
problem-solving teams were established at 
Johnson & Johnson following the Tylenol scare 
in the early 1980s after someone tampered with 
bottles of Tylenol on store shelves in Chicago and 

poisoned seven people. Johnson & Johnson, which 
manufactures Tylenol™, empowered teams in its 
facilities across the country to come up with an 
action plan. 

Based on the recommendations of these teams, 
the company pulled all Tylenol from store shelves 
across North America. Though the action resulted 
in a large loss of revenue, it demonstrated the 
company’s commitment to its customers. Later, 
Johnson & Johnson developed a tamperproof lid. 
Cross-functional teams. You may be asked to 
join a cross-functional team because of a particular 
skill or strength you possess, or because of your 

knowledge in a 
certain area. Cross-
functional teams 
are composed 
of members 
of different 
departments or 
units and are 
established to solve 
problems or handle 
tasks that cross 
departmental lines.

Here’s an 
example: A cross-
functional team 

that is formed to develop a new computer game 
may include a customer service representative, a 
member of the product development department, an 
employee from sales and marketing, and a computer 
graphics artist and copywriter from the creative 
department.



Quick Skills Series: What Your Employer Expects 83 Workshop 7: Be a Team Player

A C T I V I T Y  7 . 1
NAME

It’s Your Call
Suppose you were given each of the following tasks. Whom would you want on your team? Select as many 
answers that apply, and record the letter(s) on the line preceding each question.

a. accounting department  representative

b. assembly line workers

c. copy writer

d. customer service representative

e. contractors

f. design engineer

g. designer

h. employee representative

i. human resources/personnel  representative 

j. marketing department  representative 

k.  mechanic

l. member of management

m. sales department representative

n. web designer

o. other (specify person or role) 

__________________ 1.  You own a grocery store that needs repair and a facelift. Whom would you include on 
your team to decide how to remodel the store? 

__________________ 2.   Your company does not have a written dress code but needs one. Employees have been 
arriving for work in shorts and other clothing management considers inappropriate. 
Whom would you include on a team to develop the new dress code? 

__________________ 3.  As a customer service representative, you’ve been asked to form a team to develop  
a customer satisfaction questionnaire. Whom would you ask to help? 

__________________ 4.  Motorcycles coming off your assembly line have too many defects. You’ve been 
instructed to form a team to find and eliminate the problems. Whom would you  
include on your team? 

__________________ 5.  You’ve been asked to head the team given the task of creating a Website for your  
retail clothing store. Whom would you include on your team? 

__________________ 6.  You work for a major automobile manufacturer. You’ve been asked to form a team to 
research, design, and build a  prototype of a completely recyclable car. Whom would 
you include on your team? 

1:  a, d, e, g, l     2:  h, i, l     3:  d     4:  b, f, k    5:  c, d, j, m, n     6:  f, g, j, k, l
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What Makes a Team 
Successful?
Research on teams has identified several 
characteristics that distinguish successful teams 
from unsuccessful ones. As a team member, you will 
be expected to demonstrate behaviors that develop 
and support these 
success characteristics.

Cooperation
In successful teams, 
members cooperate. 
Instead of competing 
with your teammates, 
you’ll be expected to 
share your talents, skills, 
and resources for the 
good of the team. 

Imagine that each 
member of a team brings a toolbox filled with his or 
her skills, talents, resources, and ideas. By sharing 
skills, your team becomes more powerful and 
productive than its individual parts. If you aren’t 
the type who enjoys sharing, you’ll need to adjust 
your thinking because, in a team environment, team 
success is more important than individual success.

The toolbox of each member of your team will 
contain certain strengths that are unique to the 
person who owns it. Your team will be most effective 
when members take on tasks and roles that their 
strengths support. For example, if you are a talented 
artist, you might volunteer to create the graphics 
for your team’s reports. If you have a special skill 

for negotiation, use it 
to help settle any team 
conflicts that arise. And 
if you enjoy developing 
detailed plans, use these 
skills to help your team 
organize itself.

Open  
Communication
In teams that work 
well, members feel 
safe sharing their 

thoughts and opinions. You and your teammates 
must develop trust and learn to listen to each other 
with respect and an open mind. The best solutions 
are made when everyone contributes ideas and 
discusses them openly. 

A frog asked two geese to take him south with them. At first they resisted; they didn’t see how  
it could be done. Finally, the frog suggested that the two geese hold a stick in their beaks and 
that he would hold on to it with his mouth.

So off the unlikely threesome went, flying southward over the countryside. It was really quite 
a sight. People looked up and expressed great admiration at this demonstration of creative 
teamwork.

Someone said, “It’s wonderful! Who was so clever to discover such a fine way to travel?”
Whereupon the frog opened his mouth and said, “It was I,” as he plummeted to the earth.

Teamwork and Ego—A Fable
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Commitment
In effective teams, members feel a sense of 
commitment to the team and its purpose. When you 
and your teammates understand how your team’s 
work fits into the vision of your company, you will 
feel a sense of shared purpose. Each team member 
will view his or her successes as team successes and 
credit the team for its accomplishments.

 

Conflict Management
Effective teams manage conflict quickly and effectively 
through open, honest, assertive communication.  
The conflict is not revisited at a later time.

It Takes Skill 
Teams develop their team characteristics through 
the skills and hard work of their members. Working 
well with others requires you to possess strong 
listening, assertiveness, and communication skills. 
It also requires skill in the following areas:

♦ Decision making
♦ Problem solving
♦ Conflict resolution
♦ Planning
♦ Organization
♦ Trust and relationship development
♦ Leadership
♦ Time management

Some of these skills have been described in previous 
workshops in this book, with suggestions given 
for building and strengthening your abilities. You 
can learn about the others by typing “Developing 
Leadership Skills,” or “Developing Problem-Solving 
Skills,” and so forth, into an Internet search engine. 
You’ll find many articles to help you develop 
teamwork skills.

Workshop 7: Be a Team Player

✓  Understand the goals and purpose of the team.
✓  Jointly define everyone’s roles and tasks.
✓  Respect other team members.
✓  Seek the input of all team members.
✓  Listen to what others say and keep an open mind.
✓  Contribute to the team effort.
✓  Accept responsibility for meeting the team goals.
✓  Recognize and compliment others for their accomplishments.

Successful Team Members

Coming together is a  
beginning, keeping together  
is progress, working together  

is success.

— henrY ford

American Entrepreneur
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A C T I V I T Y  7 . 2

Are You a Good Team Player?
To get an idea about how well you function in a team, rate yourself for each of these statements. Mark 1  
if the statement is never true for you, 2 if it is sometimes true, 3 if it is often true, and 4 if it is always true.

1. When others disagree with me, I ask them about their reasoning. 1 2 3 4

2.  I make the effort to understand and communicate clearly with people 1 2 3 4  
who are different from me. 

3.  I enjoy solving problems with others in a group. 1 2 3 4

4.  I feel comfortable asking for help when I run into a problem. 1 2 3 4

5.  I enjoy hearing diverse viewpoints, and I encourage others to express  1 2 3 4 
their thoughts.

6.  I believe that issues should be brought out in the open so they can  1 2 3 4 
be dealt with.

7.  You can count on me to do things when I say I will.  1 2 3 4

8.  When others do something well, I compliment them for their  1 2 3 4 
accomplishments.

9.  I think a team is only as strong as its weakest member. 1 2 3 4

10.  I think it’s important to set specific goals at the beginning of a task. 1 2 3 4

Now, add up your score. The maximum score is 40. The closer you came to 40,  
the more likely you are to work well on a team. If your score is below 30,  
you need to work on developing your teamwork skills. 

NAME

Workshop 7: Be a Team Player

I not only use all  
the brains I have,  

but all I can borrow.

— WoodroW WilSon

U.S. President

SCORE   __________ 
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Dealing With Conflict
Disagreement is inevitable when team members 
have different personalities, backgrounds, values, 
or beliefs. Before you get angry or defensive about 
something a team member has said or done, seek to 
understand his or her motives. Often, you’ll find that 
no offense was intended. 

You’ll handle conflict best if you don’t take 
disagreement personally, but instead look at  
conflict as a problem that needs a solution and  
focus on finding a solution everyone can agree with. 

Some people try to hide or overlook 
disagreements. They think they are preserving 
harmony and cooperation. But disagreements 
won’t go away. They’ll build beneath the surface 
and eventually erupt. The best time to handle team 
disagreement is as soon as it surfaces.

Here are some steps for you and your teammates 
to follow when conflict occurs.
Step 1: Admit the disagreement. Don’t try to hide it.
Step 2: Listen to different points of view. No one 

point is exclusively right.
Step 3: Look for common points of understanding. 

You’ll often find that the agreement is 
large and the disagreement small.

Step 4: Find a solution. Shift your viewpoint from 
a desire to win to a desire to find a solution 
that everyone can accept.

Step 5: Put the disagreement behind you, and  
get back to work!

When You Feel  
Anger Rising
If you feel yourself getting upset about something 
that occurs in your team, try these steps:
Step 1: Accept responsibility for your anger.  

No matter what anyone else has said or 
done, your anger is your responsibility  
and you must deal with it.

Step 2: Determine exactly what you are angry 
about. Separate the real issue from minor, 
insignificant matters.

Step 3: Decide the best time to talk about the 
problem. If it involves just one other 
person, it is usually best to talk to that 
person privately. Sometimes, however,  
you may need to talk with the team leader.

Step 4: Describe the problem as you see it. Ask if 
you have the facts right. Use “I statements,” 
such as “I feel upset when I hear someone 
say…” Phrases like “You make me angry 
when…” will only raise the other person’s 
defenses.

Step 5: Propose a solution that would be acceptable 
to you and potentially acceptable to the other 
person. You might say, “My background is 
different from yours, so our viewpoints often 
conflict. If you’ll listen to me, I’ll listen to you 
and we can find the common ground.”

Step 6: Learn from the situation. Did you handle 
your anger effectively? Should you modify 
your approach next time?

Workshop 7: Be a Team Player
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Get a Handle on It!
Imagine that you’re in a team meeting, and Dex, one of your teammates, interrupts you for the fourth time.  
You think, “How many times do I have to tell him that I want to finish what I’m saying?” You feel yourself getting 
angry. On the lines below, describe what you might say and do at each of the six steps to manage your anger.

Step 1 ___________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

Step 2 ___________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

Step 3 ___________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

Step 4 ___________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

Step 5 ___________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

Step 6 ___________________________________________________________________________________________

___________________________________________________________________________________________________

___________________________________________________________________________________________________

NAME
A C T I V I T Y  7 . 3
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WORKSHOP WRAP-UP

● You will be expected to participate on permanent or temporary teams as part of your job.
● Teams benefit organizations and employees in many ways, including faster problem 

solving, more creative and effective solutions, and stronger employee relationships.
● Members of work teams tend to experience high levels of job satisfaction.
● By demonstrating behaviors that support teamwork, such as sharing, trust, and effective 

listening, you can help ensure the success of your team.
● Effective teams manage conflict quickly and effectively through open, honest, and 

assertive communication. 

GETTING CONNECTED

For the informative article “10-Tips for Better Teamwork,”  
log on to the Website:

https://myqss.link/Better-Teamwork-Tips

You will find a useful article on anger management by visiting the Mayo Clinic Website:

https://myqss.link/Anger-Management

Workshop 7: Be a Team Player
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