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	Title:
	[bookmark: OLE_LINK1]Developing yourself as an effective team member 

	Level:
	2

	Credit value:
	3

	Unit guided learning hours
	9

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

	
1 Understand what is meant by teams and teamwork
40
	
1.1


1.2

1.3


1.4
	
Explain the difference between a group and a team
12

Describe how a group becomes a team 12

Outline the characteristics of a good team 
8

List the advantages of working in a team 
8

	
2 Understand the importance of communication within a team
24
	
2.1



2.2



	
Explain why it is important for people working in teams to be able to communicate with each other 
12

Give examples of barriers to communication that may prevent a team from working effectively 
12

	
3 Know how to deal with conflict in a team
20
	
3.1



3.2



	
Give examples of behaviours that could cause conflict in a team 
12

Outline some thing a team member can do to reduce one of these examples of conflict 
8

	
4 Review own performance as a team member
16
	
4.1



4.2
	
Identify own strengths and weakness as a team member 
8

Identify ways to improve own ability to function effectively in a team
8




	Additional information about the unit
	

	Unit purpose and aim(s)
	To develop yourself as an effective team member.

	Details of the relationship between the unit and relevant national occupational standards or professional standards or curricula (if appropriate)
	Links to MSC 2004 NOS: A2, D1, D10, 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)
	M2.34 Developing yourself as an effective team member

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

	Additional Guidance about the Unit

	Indicative Content:

	1
	· The difference between groups and teams
· Tuckman’s Model (forming, storming, norming, performing)
· Belbin’s Team Roles
· Appreciation of skills and abilities of other team members


	2
	· Team building, positive work relationships, business development, conflict management
· Barriers to communication
· The interrelationship of skills, interdependence, trust and respect in a team
· Relationship of organisational goals and team objectives


	3
	· Organisational/team politics, differences in social norms, values, and religion
· Ways of preventing conflict – recognising different stages of conflict escalation and the signs of conflict and aggression
· Handling conflict and resolution procedures
· Organisational equality of opportunity policy


	4
	· Personal skills and abilities as an effective team member
· Areas of possible improvement
· Personal development and training, self awareness, improving communications, interpersonal skills
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