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Assignment Task – DEVELOPING EFFECTIVE TEAM MEMBER SKILLS
	Centre Number:

	Centre Name:


	Learner Registration No:

	Learner Name:


	TASK

This assignment is all about demonstrating you have the knowledge and understanding to develop effective team member skills and work within a productive team.  You will be required to write a report for management on what is required to develop effective functioning teams and team members. To aid you in this task it will useful to think about the following

· Understand responsibilities for health and safety within the organisation
· Understand the legal requirements as a team member
· Know how to contribute towards solving problems
· Communicate effectively with the team
· Understand what is required when communicating with those outside the team
· Know how to contribute to a positive work environment within a diverse team
· Understand how to use physical resources efficiently
· Know how to manage yourself and your time in line with your team goals
· Know how to manage yourself in a stressful situation.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
You should plan to spend approximately 10 hours preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1750 words: the suggested range is between 1500 and 2000 words.

Check your assignment carefully prior to submission using the assessment criteria.


	
	Assessment Criteria

	
Understand responsibilities for health and safety within the organisation

Your assignment task should cover these criteria

	
Outline the organisation’s health and safety policies, practices  
8 marks

Identify a hazard within the work area and Outline the risk associated with it 
8 marks

Outline how an incident or accident associated with this hazard should be reported in the organisation 
4 marks

Describe own responsibility in the event of a fire evacuation or first aid incident 
12 marks


	
Understand the legal requirements as a team member

Your assignment task should cover these criteria

	
Outline why an employment contract/agreement is necessary 
8 marks

Explain what they should do if they believe there is unfair discrimination within the team 
12 marks

Outline other legal obligations that govern the team
 8 marks


	
Know how to contribute towards solving problems

Your assignment task should cover these criteria


	
Outline a problem faced by a team in the organisation 
4 marks

Outline the solution agreed by the team leader and the team 
8 marks

Outline how this solution could be implemented 
8 marks


	
Communicate effectively with the team

Your assignment task should cover these criteria


	
Identify own strengths and weaknesses in communicating with other team members  
8 marks

Identify ways in which own ability to communicate with other team members could be improved 
4 marks


	
Understand what is required when communicating with those outside the team

Your assignment task should cover these criteria


	
Explain the organisational requirements when communicating with those outside the team 
8 marks

Outline what team members could do to improve communication with people outside the team 
4 marks


	
Know how to contribute to a positive work environment within a diverse team

Your assignment task should cover these criteria

	
Explain what they could do to contribute to a positive work environment within a diverse team
12 marks

Describe an example of inappropriate behaviour in the team and explain what actions should be taken if this happens
12 marks


	
Understand how to use physical resources efficiently

Your assignment task should cover these criteria

	
Identify the resources required for a specific team activity and explain why it is important to have appropriate levels
of these resources to meet the activity 12 marks

Outline how to obtain materials or consumable items for the team
4 marks


	
Know how to manage yourself and your time in line with your team goals

Your assignment task should cover these criteria

	
Identify own strengths and areas for improvement as a team member 
8 marks
 
Set personal objectives to help to achieve the team’s goals or targets
8 marks

Describe a simple time management technique they could use to help achieve their objectives
12 marks


	
Know how to manage yourself in a stressful situation

Your assignment task should cover these criteria
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Outline likely causes of stress to themselves and its likely impact on the team
8 marks

Describe what they could do to manage the recognised stress
12 marks

Identify sources of support available to the individual in the workplace or elsewhere, to help deal with stress
8 marks

	By submitting I confirm that this assignment is my own work
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