Successful Communicating in Teams
Since cavemen (or women) first decided that it might be easier to have a team of people gathering wood for the newly acquired fire rather than doing it on their own, humankind has been trying to perfect teamwork. What we've learned over these thousands of years is that it is much more effective to work in teams when there is good communication between team members. Despite this knowledge many teams remain fractured and dysfunctional simply because they cannot properly share information or assignments or they can't seem to work out the most trivial disagreements amongst themselves. 
So for all the managers who are tearing their hair out over how to fix these types of problems here is another primer on communicating in teams plus some helpful hints that you can provide to your team members to help them interact and communicate more effectively. While many of these suggestions may help to prevent conflict within teams there is also a special section at the end to deal specifically with conflict in teams.
For the Manager:

At the Beginning

· Make sure all team members understand the project requirements deliverables and project targets thoroughly.
· Ensure that the role and responsibility of every team member is clearly defined and explained to the team.
· Explain the team goals clearly and ensure that they are understood and accepted by every team member.

· Clarify exactly who is responsible for what areas and ensure as much as possible that there is little overlapping authority.

· Establish the ground rules for working within the team and have every member agree to them.

· Decide on a means of decision making within the group and ensure that it is accepted by every team member.

· If an issue is to be decided through consensus then make sure that the process includes the involvement of every team member.

Meetings, Meetings, Meetings
· Prepare a regular schedule of team meetings to provide and receive updates, answer questions, and agree upon solutions to problems that arise.
· Ensure that every team member has the opportunity to provide input and share at team meetings.
· Regularly ask for feedback and suggestions from team members.
· Use meetings to ensure that there are no blocked lines of communication between you and your team.
· Maintain meeting schedule even when travelling through tele-conferencing, video-conferencing and on-line meetings. 
· Encourage team members to contact you between meetings if they have problems or concerns within the team.
· Ensure that every team member is fully informed on the latest project updates or project issues.
Team Building
· Be consistent, fair, and open with your team members in order to win their trust and loyalty.
· Spend on-on-one time with each team member to understand their strengths and weaknesses.
· Identify team interpersonal issues early and have a plan ready to deal with them.
· Schedule team building events and activities during working hours and optional social events after work.
· Use every opportunity to provide individual and group encouragement and positive feedback.
· Provide negative feedback in a manner that allows for improvement. 
For the Team Member:

At the Beginning
· Come with an open mind. You may have worked with some of the other team members on similar projects but this is a new team
· Start with respect for other team members and they are likely to trust you.
· Be professional in all your team interactions.
· Ask questions right from the start if you are unsure about the goals, deliverables or project requirements.
· Understand your role and responsibilities on the team.
Meetings, Meetings, Meetings
· Listen to learn and learn to listen.
· Provide background and solid reasoning to your opinions.
· Be polite and aware of your body language.
· Avoid snickering, sniggling, or any other rude behaviours.
· Acknowledge when someone else makes a good point.
· Be prepared to change your view if presented with new information.
· If you have a concern raise it openly in the meeting and not behind anyone's back.
Team Building
· Deal with personal differences directly as soon as they arise.

· Use e-mails and telephone messaging to stay in touch with team members between meetings.

· Acknowledge when another team member has a success or breakthrough.

· Be gracious when your success is acknowledged.

· Offer to help a team member in need, even before they ask.

· Try not to overreact when tense situations arise and avoid retaliation if provoked.
· Don't play the "blame" game when things go wrong but work for a solution.

· Participate fully wherever possible in team building activities and events.
Conflict


Conflict is a natural and some believe healthy part of working together in teams. In positive conflict situations the tensions can be used to create even better processes and end products. However, negative tension can cripple a team and cause inertia or a total stalemate. How well you and your team manage conflict may be critical to your overall success.

A good manager should have a plan for minimizing the negative impacts of conflict within a team before it even arises. This plan should include some of the steps noted above like clearly defining the project's key deliverables and the roles of each team member. It should also include outlining a decision making process and establishing ground rules for participation within the team.

But the manager should also take the time to get to know the players around the table and to identify their conflict management styles. Some of those styles include the competitor who has a need to be right, the accommodator who tries to build consensus, and the compromiser who tries to find the middle ground. Of course there are many other less positive styles of conflict management but any member of a team who wants to the avoider or disrupter should probably not be on the team in the first place.
This will equip the manager with crucial inside information when it comes to helping resolve a conflict that arises and will let them work with each individual's style to reach a successful conclusion. One general way to resolve conflict within a team that can be suggested to any team is actually a very simple one. Before stepping in to resolve the issue over their heads maybe you could let them try this process:
Process

· Put the issue in conflict directly on the table

· Ask team members to identify their specific concerns

· Ask the question "What is at stake in this issue?"

· Tell them the goal is to have a win-win solution that most satisfies the concerns of everybody

· Ask them to generate possible solutions

· Ask them to rate the best based on the win-win scenario
· Ask them to make a team recommendation

