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	Title:
	Understand how to establish an effective team 

	Level:
	3

	Credit value:
	1

	Unit guided learning hours
	5

	Learning outcomes (the learner will)
	Assessment criteria (the learner can)

	
1 Understand how to develop and maintain effective working relationships
	
1.1


1.2

1.3


	
Explain the benefits of effective working relationships in developing and maintaining the team

Describe behaviours which could develop and maintain trust at work
Explain the role of communication in developing effective team working


	
2 Understand how to build a team
	
2.1

2.2

2.3



	
Explain the differences between a group and a team

Describe the stages of an established model of group formation
Explain how a manager could benefit from knowing team members’ preferred roles as defined in an established team role model


	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop an introductory knowledge and understanding of team building as required by a practising or potential first line manager.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to Management & Leadership 2008 NOS: D1, D9, E11

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	

	Support for the unit from a sector skills council or other appropriate body (if required)
	
Council for Administration (CfA)

	Equivalencies agreed for the unit (if required)
	M3.11 – Building the team

	Location of the unit within the subject/sector classification system
	15.3 – Business Management

	Additional Guidance about the Unit

	Indicative Content:

	1
	
· The nature of formal and informal working relationships 
· Role of open communications and the need to keep people informed, in creating effective working relationships
· Range of internal and external contacts 
· Differences between people, and the effects on relationship building
· Differences in organisational culture, and the effects on relationship building at work
· Social skills appropriate to the workplace
· Range of behaviours which develop, maintain and destroy trust at work
· The importance of maintaining confidentiality in the workplace


	2
	
· Characteristics of groups and teams – the differences, examples within the workplace
· Tuckman’s theory of group formation 
· How to identify team roles (e.g. Belbin) and the uses and implications for managers
· Building a balanced team to achieve objectives
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