Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to work effectively in teams?
This means working together to complete a task or reach a goal. It means listening, sharing ideas, respecting others, and helping the team succeed. It also means understanding your role and working well with different people.
[image: ]Why are these skills important?
Most jobs require teamwork. Employers want workers who can get along with others, solve problems together, and work toward a shared goal. Being a good team member can help work go more smoothly and help everyone succeed.

These skills are also important at home, school, and in your community. Working well with others can help you build relationships, complete tasks, and handle challenges as a group.

For example, you may need to work with coworkers to complete a project, listen to different ideas during a meeting, or ask a team member for help when you have a question.
[image: ]How can you improve these skills?
You can improve these skills when you:
· Learn your job and understand your responsibilities when working with a team.
· Know when and how to ask team members for feedback.
· Listen carefully and respond respectfully to different ideas.
· Pay attention to spoken words and body language.
· Use kind and respectful language.
· Help team members when support is needed.
· Share ideas and work together to solve problems.


	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1 (Part 1): Effective Team Communication and Collaboration
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Read the scenario and Ten Tips for Building an Effective Team below.
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Scenario:
Kelly’s workplace recently started creating more team projects. During a staff meeting, the supervisor shared tips for working effectively in teams. Team members took turns reading the tips aloud and discussing ways to improve teamwork.

Ten Tips for Building an Effective Team:
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2. Trust your team members.
3. Support each other.
4. Identify each person’s strengths and skills.
5. Make sure everyone understands their role, responsibilities, and goals.
6. Recognize good work. Everyone wants to feel important.
7. Share information with the team.
8. Help each other when support is needed.
9. Ask for and give respectful feedback.
10. Solve problems instead of blaming others.
11. End meetings with clear next steps. Thank team members often.

Activity 1 (Part 2): Effective Team Communication and Collaboration
Choose three of the tips from the Ten Tips for Building an Effective Team in Part 1. Describe one strategy a team could use to practice each tip and explain how it would help the team work better. Use the example to help you.

	Teamwork Tip
	Strategy
	How it Helps

	Example: Ask for and give respectful feedback.
	Example: Ask a coworker to review your work before turning it in.
	Example: Your coworker may find mistakes that you can correct. This helps the team produce better work.

	
	
	

	
	
	

	
	
	



Activity 2: Team Roles, Feedback, and Communication
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Read each scenario below and then answer the questions.
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Scenario 1:
You work at a community center and are part of a team serving dinner to 100 people.
1. Why is teamwork important in this scenario?
2. What roles and responsibilities might different team members have?
3. What could happen if one team member does not complete their responsibilities?
Scenario 2:
You are part of a class team preparing a presentation. Each person will work independently, and then the team will meet to discuss the separate parts of the presentation before turning it in.
1. Why is teamwork important in this scenario?
2. When might it be helpful for team members to ask for feedback?
3. How could feedback help the team create a better presentation?
Scenario 3:
You are helping to direct a school play with a group of parents and teachers.
1. Why is teamwork important in this scenario?
2. How could team members respectfully share different ideas or opinions?
3. How can listening to different viewpoints help the team make better decisions?



Skill Application
Directions: Think about the verbal and nonverbal communication habits you often use without thinking. These may be habits you have at work, home, school, or in your community. Then answer the questions.

Verbal and nonverbal communication can include:
· Body language (e.g., crossing your arms, posture)
· Facial expressions (e.g., rolling your eyes, smiling)
· Gestures
· Eye contact
· Tone of voice
· How fast or slowly you speak
· How you dress

Questions:
1. What verbal and nonverbal habits do you notice yourself doing often?

2. How might other people interpret these habits?

3. Do these habits match how you want to come across?

4. Which one habit would you like to improve or change?

image3.png




image4.svg
   


image5.png
I,




image6.svg
   


image1.png




image2.svg
            


image7.png
PAAER

PA Adult Education Resources




