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Test your knowledge for the previous lecture
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Types of teamwork

Advantages and disadvantages of
teamwork.

Recognize team members’ roles.
Determine team characteristics.
Communicating effectively in teams

Differentiate between team group and
teamwork
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Learlling Objectives
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d Communicating collaboratively el Calaal
Qd  Guidelines will help you work st JS Ll gl
together more successfully ol bl )Y e i

d Making meetings more productive. . .
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Select Collaborators G glatial) 2aa
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Agree on Goals ) e émY?l
Starting without a dauial g b S8 oy ol sl
clear idea of what ARdas & Jali L
you hope to Blay) ) o5
accomplish will b glf delal g
lead to frustration
and wasted time.
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Give your team time i Byl Al L2 ﬁﬁ ﬁ:
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Set Responsibilities

Clarify individual
responsibilities.
This Is essential
because team
members will be
depending on each
N other.
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Clarify Processes Cilalaat) e g

Establish clear

processes. Make Aaal g cliles plid)

sure everyone < el O e 280
knows how the O Jand) B3] s S
work will be Al A Agladd)
managed from start
to finish.
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Avoid Group Writing
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Avoid writing as a .
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Make sure tools and Gl g <l gal) ) (e ASLS
techniques are ready GAl e 438) gla g 3 AL
and compatible across Sualdill ga758 ) ()Sas

the team. Minor details &)l Jia ddasd)
such as different DAL ) zal gl (e ddliA
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Check to see how gl
things are going along el LS (g A giad
the way. okl Jsb Ao sV
Don’t assume that Jary £ JS o) (a0 Y
everything is working, ) pand Y Sl 3 el
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hear anything negative.
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v Shared workspaces
v" Groupware

v' Cloud computing

v Group Review and Editing

v Content Management Systems
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v'  Shared workspaces
v are “virtual offices” that give everyone on a team access to the same set of
resources and information: such as, databases, calendars, project plans, and e-mail

exchanges, shared reference materials, and team-created documents.
v' These workspaces are part of a larger class of software known as groupware
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Collaborative Technology
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v' Groupware: writing collaboration tool.

2 [ihey makeit easy forgeographically dispersed team memibe

(@2

1o access sharedfiles anytime; anyAwnere.
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helping erase the constraints of geographic and organization
boundaries
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enable and enhance teamwork, social networks
have numerous other business applications and
benefits
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networking technology are

Profiles iy ol Cildla
Connections N P
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" Profiles e
the information
stored about each O AdjAl) il glaall
member of the A8 A g2 JS
network
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" Social Network
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Connections e
mechanisms for finding sLaedl oo Gadl aill
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with other members
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Build Organizational Knowledge

Maintain Sense of Community
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Identify the Best People

O The huge advantage that social networking brings to these team efforts is in identifying the best people to

collaborate on each problem or project,

O No matter where they are located around the world or what their official roles are in the organization.
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Build Organizational Knowledge

Such communities are like teams in many
respects, but one major difference is the

responsibility for accumulating

organizational knowledge over the long

b term. 4
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Maintain Sense of Community

Social networking can also help a company maintain a sense of community,
even as it grows beyond the size that normally permits a lot of daily
Interaction.
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Constructive feedback, Belil) dzal ) Agaal) <

sometimes called constructive ‘::3‘ Ulia) (pand u-‘:‘d“
criticism, focuses on the gy dales o ¢ sl

process and outcomes of u“"“"‘jﬂ ‘ d‘:‘ﬁ:
communication, not on the Cainal) g2
people involved.
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Destructive IR j
In contrast, 399, adli ¢ Jidal) 2
destructive g8 A8 B jatal) Jadl)
feedback delivers O]l Jadadl o o)
criticism with no
effort to stimulate
Improvement.
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L Productive Meetings

ol proceed with the hpdadil) alga alls 1
following planning PR A |
tasks
* Purpose el
 Participants QS Jdall
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1. Clarify your purpose. Informational meetings allow
participants to share information and perhaps coordinate
action.

2. Decision-making meetings involve persuasion, analysis, and
problem solving.
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1. Clarify your purpose. Informational meetings allow
participants to share information and perhaps coordinate
action.

2. Decision-making meetings involve persuasion, analysis, and
problem solving.
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Online meetings are often the best way to connect people in multiple
locations or to reach large audiences,

morning meetings are often more productive because people are
generally more alert and not yet engaged with the work of the day.
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the agenda is an important tool for guiding the progress of the meeting.
People who will be presenting information need to know what is expected of them,
know what will be presented so non presenters can prepare questions,

Know how long the meeting will last.
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« Stay on Track

» Follow the Rules
el 8l Al e
* Invite Participation
B\SJM 3 gcd .

« Participate Actively
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» Close Effectively
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« Keep the meeting on O3l 540 gliny gl
track. Good leaders need S (Al :“ww 4
' ' Lgud Jan gl 9 WA Jlsa (8
to_gmde, mediate, probe, A uaty L gkl
stimulate, summarize, and Ledun g5 518 g Leadli
redirect discussions that
have gotten off track.
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"« Follow the Rules 18 g )
* Follow agreed-upon rules. iﬁ f’j‘&m‘,ﬁ |

The larger the meeting, the W Lan ST 0983 O )
more formal you will need to i )l e laia¥) addiud Le
be. Formal meetings often use @h ¢ Al s Yl
parliamentary procedure, a (Oadl) e L o ﬁ:ﬁ
time-tested method for e
planning and running

. effective meetings. 4
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« Encourage participation. Juf;:fﬁ “::f Li':: '
Some participants are too A LA cdelaial) Joadl 4
quiet, and others are too g A ¢ apanl) Lgd &Ly
talkative. The best meetings 3 il any VI AN Lo
are those in which everyone gl e Skl et
participates, so a leader Gtk A OBy Ly
must not let one or two
people dominate the meeting
while others remain silent.
-
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At the end of the meeting, verify that the al 13) ¢ Gl AY) 58a3 O
objectives have been met; if not, 4 gan e“ ¢ IS 8,
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schedule follow-up work. Then,

summarize the decisions reached, and O xSl ¢ gl Jua sl
make sure everyone understands and (390 93 9 Al agdy asanll
agrees on the outcome &
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Teams Meetings
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virtual teams, whose members work in different locations and
interact electronically through virtual meetings
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