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Intended Learning Outcomes

1.

\

After studying this chapter, you should be

able to:

Distinguish between a group and a
team.

Explain the impact of the
environment, the topic(s), and the
participants on communication within
meetings.

Analyze the roles and norms displayed

by a group or team.
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Intended Learning Outcomes

\_

After studying this chapter, you should be

able to:

4, Discuss the concepts involved in
effective problem solving.

5. Describe ways to foster innovative
thinking in a team context.

6. Discuss the need for conflict and the

strategies for productive conflict.
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Team communication is important for the following reasons:

1. Your ability to relate with other people in teams is central to achieving professional excellence,

2. Team communication helps you form professional connections with coworkers and accomplish
professional projects, and

3. Your ability to work effectively in teams is a critical skill that will play an important role in your success

as you develop in the workplace.
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- How Do Groups Differ From Teams?

« A group is defined as two or more individuals who are working toward a common goal or share a
common purpose”.

« Central to this definition are the concepts of relationship, interaction, and influence.

* As a result of their common goal or purpose, they have relationships, interaction, and influence with

one another.
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- How Do Groups Differ From Teams? )
« Similar to groups, teams also have common goals and purposes. Further, like group members, team
members have relationships, interaction, and influence with one another.
 The difference between groups and teams resides in the nature of those relationships and interactions.
« A team is defined as a group in which members share leadership responsibility for creating a team
. identity, achieving mutually defined goals, and fostering innovative thinking. )
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- How Do Groups Differ From Teams?

This definition highlights four key differences between groups and teams.

* First, unlike group members, team members share leadership responsibilities.

« There may be one team member who has a leadership title such as manager, vice president, or coach,
but all team members demonstrate leadership when it comes to defining goals, making decisions and
implementing ideas.
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- How Do Groups Differ From Teams?

This definition highlights four key differences between groups and teams.

« Second, team members share an identity. They refer to their team as “us” and “we,” as opposed to “the
group” or “‘them.”

 Third, group members work toward common goals, while team members not only work toward

common goals but also help define what those goals will be.
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. How Do Groups Differ From Teams?
This definition highlights four key differences between groups and teams.
* Finally, teams strive for Innovation.
A working group relies primarily on the individual contributions of its members for group performance,
whereas a team strives for a magnified impact that is incremental to what its members could achieve in
their individual roles.
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Conducting Meetings
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f « According to an old adage, groups outperform individuals, and teams outperform groups. 1
« If you wish to achieve professional excellence in the workplace, you must learn to transform
your groups into teams. Effective communication is essential for this transformation.
e Meetings are the central form of team communication. )
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developed, and innovation can be fostered.

 The ability to effectively participate in and lead meetings is an important component of professional
excellence and a key to transforming groups into teames.

« On the flip side, poorly run meetings are a major roadblock stopping many groups from ever

becoming teams and many group members from achieving professional excellence.

« During meetings, leadership can be shared, goals and purposes can be defined, a team identity can be )
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-
 Meetings can be stressful, especially when you have too many projects to keep up with. In

practices, we have met numerous professionals frustrated with their time spent in
meetings just thinking about the stacks of information waiting for them at the office.
« For meetings to run effectively, a few basics must always be considered. These basics

include the meeting environment, the meeting topics, and the meeting participants.
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. Creating the proper meeting environment is a vital but often overlooked component of effective A

communication.

«  What is a meeting environment? It includes both the time a meeting is held and its location.

« The meeting environment is as much a part of the communication that occurs as the words that are
said. Unfortunately, despite the importance of the meeting environment, most people spend little

. time thinking about it when they plan their meetings. )
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4 . . . . .
If you wish to create an effective meeting environment, what factors should be considered?
First, you must consider the time. Time of day, time of week, and time of year can all influence

communication. For example, holding a meeting at 8:00 on a Monday morning, 4:30 on a Friday afternoon, or

right after lunch may not be the best choice if you want your team members to be fully engaged and alert.

When selecting meeting times, be aware of differences in team members’ schedules. If team members work

different shifts with different days off, meeting times should be varied.

J

1

L

slgilclyo wau il Jolgall w Lod . dlled ailclaial iy §la La wép s 13]

Ll Jalgill e plall o gl ggusill o ciigllg agul cpo cxigh iy of Sy Cidgll La ST o iy g
a0 gl . deaall ags jgh ae1 430 gi . (il agt alua 8:00 aclwll a glainl ade (jgsu U ad . Jliall Juw

JolS JSsu Jihésiog Jubpio claya cbacl ggss of sy cus 131 Jdall jldll go dpilia clasll

8 glesy Guall elact gis 13] Guall ebacl Jglaa La alaiaul alp Lle oS «ilelaiatl cildgi aaai aic

dcgiio alelaial ailagl ggsi ol waud . dalisa sjlal Al go dalidae cilgi

Dr. Raef Baraka



MIDocEAN

UNIVERSITVI'

Strengthening Teams and Conducting Meetings Slelaindl adcq (§rall pjei
e

: If you wish to create an effective meeting environment, what factors should be considered?

 Second, Location is also an important component in creating a positive meeting environment. In fact,
you should consider the convenience, aesthetics, and comfort of the location.

« A meeting or seminar room may seem like an ideal place to hold a meeting, but be aware of

environmental factors such as lighting, temperature, and overall comfort.
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4 . . . . .
If you wish to create an effective meeting environment, what factors should be considered?

Second, Location.

When selecting a meeting location, you should also consider aesthetics and comfort. Many leaders get in the
habit of holding all their meetings in the same room.

Using this room does require proactive scheduling, a short elevator ride, and some furniture rearranging, but

the aesthetics create an atmosphere that is more conducive to effective communication.
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: If you wish to create an effective meeting environment, what factors should be considered?

 Third, length, The length of the meeting should factor into your assessment of comfort. Pay close
attention to the furniture.

* Make certain that the chairs are comfortable and that team members have enough elbow room. If you
cram your team members into a small space with uncomfortable furniture for any length of time, it

will be difficult for them to remain productive.
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4 . . . . .
If you wish to create an effective meeting environment, what factors should be considered?

Third, length.

Keep in mind that comfort extends beyond furniture. For longer meetings, you should consider taking short
breaks, and food and beverages, allowing people to stretch, visit the restrooms, and refresh their perspective.

In the end, you may not always have the ability to change the time or location of your meetings. Regardless,

considering both time and location for every meeting is part of professional excellence.
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The Meeting Environment

To set up an effective meeting environment, consider these questions:

* Is the time convenient to those who will be attending?

* Has enough time been allotted to discuss all the topics?

* Are there too many topics?

* How long is the meeting? Will we need breaks?

* How long is the meeting? Will we need beverages and/or food?

* Are there audiovisual needs? Is the location equipped to meet those needs?

* Does the furniture support conversations? Can everyone see one another easily?
* Is the furniture comfortable? Is there enough elbow room?

* Is the location convenient to those who will be attending?

* Does the location send any unintended messages? Is the location considered anyone’s turt?
* Is the location aesthetically pleasing?

* [s this the best time and location available?
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Meeting Topics (Agenda)
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Meeting Agenda

MEETING
AGENDA

Definition:

A meeting agenda outlines topics,
goals, and order for discussion in a
structured format.

m Examples.com
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« One essential component of any well-run meeting is an agenda.
« An agenda is a guide or an overview of the topics that will be covered during the meeting.
An agenda can be simple or complex.
« Either way, an agenda is a useful channel for informing team members about meeting
topics and, if used properly, can serve as a communication tool for facilitating meetings
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« Agendas should be distributed several days in advance of the meeting. A
« This will allow team members to comment on the agenda items and give the leader time
to revise the agenda if necessary.
« It will also give team members time to think about issues in advance of the meeting.
« Agenda is a valuable preparation tool for team members to brainstorm ideas.
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Heading: Should include date, time, and location. May include a list of
participants.

[. Welcome/opening

The leader Sh(}llld Hl‘ﬁfﬂ}rS orient the eam LlIld f(}CllS l'hﬂ meeting dLlI’iIlg l'hﬁ

opening.
II. Approve minutes from the previous meeting
Minutes are a written record of the meeting.
[1I. Specitic points to be discussed

The majority of the agenda will be a list of the specific items that will be
covered during the meeting. Beside each item, state who will lead the
discussion and/or report on this item. It is also wise to include the estimated

time it should take to cover each item.
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Allow time for the team to discuss items from previous meetings that may still

Allow time for the team to discuss any new items that may have come up

after the agenda was finalized or during the meeting itself.
Arrangement of the next meeting

Summarize any assignments that must be completed by the next meeting,

Also make certain to discuss the time and location of the next meeting.

IV. OId business
be unresolved.
V. New business
VI.
VIL Closing

Alwa}fs pmvide some sort of dosing statement.
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Meeting Participants
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(" . . . . .
When it comes to planning meetings, you should ask yourself two important questions.

* First, who should be at this meeting? Determining the participants in a meeting should not be based
on office politics. Leaders with professional excellence avoid the trap of inviting a representative of
each department in order to be politically correct. Invite people who can contribute to the purpose of
the meeting.

.+ Take time to assess the meeting'’s purpose, and then determine who can best serve that purpose. )
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(" . . . . .
When it comes to planning meetings, you should ask yourself two important questions.

« Second, can all key members attend this meeting at this time? If key team members can'’t be present,
the meeting should be rescheduled.

 For example, you should not hold a meeting about budgetary issues if the CFO (chief financial officer)
can't attend. You'll waste the time of everyone who does attend, and the team wiill still need to meet

L again with the CFO. )
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. Failing to consider meeting environment, meeting topics, and meeting participants hinders the
chances for a successful meeting, but covering the basics does not, in and of itself, guarantee success.

« For meetings that will transform groups into teams, all members must share leadership, develop
positive problem-solving strategies, strive for innovation, and participate in productive conflict. Let’s
take a moment to explore each of these important elements.
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Team Roles
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ROLES OF TEAM MEMBERS IN AN ORGANIZATIOR
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(" L . . )
« Within every team, members can play a host of possible roles. Some of these roles are functional roles

that help the team achieve goals or maintain positive relationships among Members.

» These roles are known as task roles and relationship roles, respectively.

« Unfortunately, there are also many dysfunctional roles that can interfere with the positive functioning
of the team. These roles are known as self-centered roles.

«  Team members must actively engage in the functional roles while limiting the dysfunctional roles
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A. Team Roles

Initiator: Proposes solutions; suggests ideas; introduces new approaches to problem solving.

2. Information giver: Offers facts or generalizations; relates one’s own experience to the problems to

illustrate points.

3. Information seeker: Asks for clarification of suggestions; requests additional information or facts.
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A. Team Roles

4. Opinion giver: States an opinion or belief concerning a problem and suggests solutions to that problem.

5. Opinion seeker: Looks for an expression of feelings from group members; seeks clarification of values,

suggestions, or ideas.

6. Coordinator: Shows relationships among various ideas or suggestions; tries to pull ideas and suggestions.
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A. Team Roles

7. Procedural developer: Takes notes; records ideas; distributes materials; guides group
through the agenda.

8. Summarizer/evaluator: Restates ideas and describes relationships; details agreements and

differences.
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'B. Relationship Roles A

1. Supporter: Expresses togetherness; encourages others; gives praise; suggests solidarity.

2. Harmonizer: Mediates and reconciles differences; suggests areas of agreement between
disagreeing members; suggests positive ways to explore difference.

3. Gatekeeper: Asks opinions of members who are not participating; prevents dominance by others;

. facilitates overall interaction. y
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rC. Self-centered Roles A

1. Blocker: Gives negative responses to most ideas; is hegative about any positive solutions;

raises continuous objections.

2. Dominator: Controls through interruptions, superiority of tone, and length of conversation

control.
" y
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C. Self-centered Roles A

3. Attacker: Aggressive to achieve personal status; expresses disapproval; critical of status of

others.

4. Clown: Disrupts with jokes and other diverting behavior; brings up tangents; refuses to take

ideas seriously.
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a R
When you attend class, you probably sit in the same seat every time. Why? You don’'t own

the seat; it's not yours.
« Still, if someone else sat in the seat, it would bother you, right? You might even ask that
person to move.

« There's no written rule, no seating chart stating that this is your seat—it's simply a norm.
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«  What’s a norm? A norm is an unwritten rule of behavior.
« Although norms are unwritten, they are as powerful as (if nhot more powerful than) the
written rules. Think about the organizations for which you have worked. Do they have an
s employee handbook or a policy book? Ever taken the time to read a handbook? )
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« Many employees fail to take the time to learn the written rules.

« Instead, they follow the unwritten rules or norms they see other people enacting in the

workplace.
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