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"A team is a small number of people 
with complementary skills who are 
committed to a common purpose, 
common performance goals and a 
common approach, and for which 

they hold themselves mutually 
accountable."

Source: Haycock, K. (2007). Working in teams [Video]. Retrieved from http://amazon.sjsu.edu/libr203/haycockTeams.html
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GROUP GOAL, INDIVIDUAL ACCOUNTABILITY
- Dr. Ken Haycock

Source: Haycock, K. (2007). Working in teams [Video]. Retrieved from http://amazon.sjsu.edu/libr203/haycockTeams.html



Source: Core competencies. (n.d.). Retrieved March 8, 2017, from http://ischool.sjsu.edu/current-students/courses/core-competencies

http://ischool.sjsu.edu/current-students/courses/core-competencies


TEAMWORK 
Helps Develop Key Personal Skills, Facilitates Higher Order Thinking



Organizational Skills
 Planning: dividing up work; setting priorities and deadlines; monitoring progress; revising/editing work
 Managing meetings: using agendas and minutes; effective time management and use of technology

Interpersonal Skills
 Building trust: making others feel at ease and that their contributions are valued
 Dealing with difference: mature communication; respecting cultural differences; navigating individual 

motivations  that are at odds with each other (“I must get an A+” versus “Bs get degrees”)
 Maintaining motivation and morale; working interdependently

Problem-Solving Skills
 Dealing with conflict: being responsive to others’ ideas and not defensive about your own; clarifying 

different values and positions; using conflict to effect positive change; finding common ground; 
identifying compromises

 Sharing: maximizing information, knowledge, and skills; brainstorming; eliciting minority views; active 
listening; avoiding groupthink; reaching consensus

Managerial Skills
 Helping others succeed
 Giving and receiving feedback
 Managing power struggles
 Accountability

Source: Ettington, D. R., & Camp, R. R. (2002). Facilitating transfer of skills between group projects and work teams. Journal of Management Education, 26, 356-379. 

doi:10.1177/105256290202600404
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Source: Krathwohl, D. R. (2002). A revision of Bloom’s taxonomy: An overview. Theory Into Practice, 41, 212-264. doi:10.1207/s15430421tip4104_2



TEAMWORK 
A Bridge Between the Classroom and the Workplace



Source: Lead librarian – Adult services, City of Prescott. (2017). Retrieved April 1, 2017, from http://joblist.ala.org/jobseeker/job/33817404/Lead%20Librarian%20-

%20Adult%20Services/City%20of%20Prescott/?str=1&max=25&keywords=%22working%20collaboratively%22&long=1&vnet=0



Source: Digital scholarship librarian, College of William & Mary. (2017). Retrieved April 1, 2017, from 

http://joblist.ala.org/jobseeker/job/33805691/Digital%20Scholarship%20Librarian/College%20of%20William%20&%20Mary/?str=1&max=25&keywords=teamwor

k&long=1&vnet=0



ONLINE TEAMWORK 
Beyond Time and Space Limitations
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“ESTIMATES SUGGEST THAT IN THE US 

ALONE, AS MANY AS 8.4 MILLION 

EMPLOYEES ARE MEMBERS OF ONE OR 

MORE VIRTUAL TEAMS OR GROUPS.”

Source: Furst, S. A., Reeves, M., Rosen, B., & Blackburn, R. S. (2004). Managing the life cycle of virtual teams. Academy of Management Executive, 18(2), 6-20. 

doi:10.5465/AME.2004.13837468



Source: Reference and instruction librarian (instructor or assistant professor), Bronx Community College. (2017). Retrieved April 1, 2017, from 

http://joblist.ala.org/jobseeker/job/33551038/Reference%20and%20Instruction%20Librarian%20%28Instructor%20or%20Assistant%20Professor/Bronx%20Comm

unity%20College/?str=1&max=25&keywords=virtual%20teamwork&long=1&vnet=0





“I fear not being in control.”

“Teammates who are late, lazy, bossy, or never show up.”

“I’m afraid of getting it wrong in front of others.”

“I fear conflict.”

“I know the quality of work that I can produce and I worry that 
others will not put forth the effort to create a quality product.”

“I always end up doing all the work.”

“Any good idea I or someone else will have will get drowned out by 
the loudest person.”



The free rider or social loafer

The overbearing teammate

The lone wolf



Logistical problems

Technological problems

Communication problems



FEAR OF 
TEAMWORK IS 
COMMON, BUT 
NOT UNIVERSAL

“To be perfectly honest, I 
like teamwork. I like 
collaborating with my fellow 
students and I always find 
the conversation is 
interesting and enlightening 
even (or perhaps especially) 
if we stray a bit off topic 
every once in a while. I think 
it’s great that I can work 
with people whose 
approaches are quite 
different to my own and I 
think people can be more 
daring in their ideas and 
work when they are 
confident their weaknesses 
(real or perceived) will be 
buoyed by the collective 
strengths of the group for 
the benefit of all.”
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Facilitates 
meetings, 

communicates with 
team about 

deadlines, ensures 
compliance with 

ground rules, 
mediates conflict

LEADER

Takes notes during 
meetings, reports 

to team after 
meetings to 

summarize what 
was discussed and 

decided

SCRIBE

Reviews all team 
documents and 

ensures that style, 
grammar, and 
formatting are 

correct

EDITOR

Serves as the tech-
savvy person of the 
team, ensures that 
all team members 

are able to use tech 
tools needed to 
complete work

TECHIE

Source: Tucker, V. (n.d.). Teamwork tips [Handout].



Governance: 
 articulate accountability and consequences
 follow the agenda (begin and end as scheduled)
 build-in checkpoints
 set other ground rules as necessary

Team etiquette: 
 arrive on time
 give timely responses/acknowledgement to team 

communications
 be prepared for team sessions
 give 24 hour notice
 share information
 ask questions without attacking
 keep notes

Source: Bernier, A., & Stenström, C. (2014). A guide to working in teams [Handout].



PRODUCTIVE APPROACH 
TO DISCUSSING CONFLICT

POSSIBLE 
SOLUTION

EFFECT OF 
THE 

PROBLEM

IDENTIFY 
THE 

PROBLEM

Source: Bernier, A., & Stenström, C. (2014). A guide to working in teams [Handout].



PRESSURE

Pressure refers to applying 
ground rules and consequences. 
Example for a non-contributing 
member:

 “I don’t think we’ve heard from 
you, Sam, in two weeks. I’d be 
interested in your perspective 
on this. . .”

SUPPORT

Support refers to acknowledging 
snags and offering temporary 
trade-off or other options. 
Example for a member who is 
often late:

 “When you’re always late for a 
meeting, it makes me feel like 
my time is disrespected, that 
it’s worth nothing. Would you 
consider making an effort to 
arrive on time, or should we 
consider changing the start 
time?”

Source: Bernier, A., & Stenström, C. (2014). A guide to working in teams [Handout].





FORMING

BEHAVIORS

Positive

Polite

Anxious

Excited

Cautious

TASKS

Get acquainted

Organize

Discuss roles and 
responsibilities

Clarify tasks

Establish ground 
rules

STORMING

BEHAVIORS

Conflict

Confusion

Poor 
communication

Defensive

Control rather than 
collaborate

TASKS

Group discussion

Resolve conflict

Reaffirm ground 
rules

Seek further 
clarification of tasks

Reassess resources

NORMING

BEHAVIORS

Confident

Committed

Sense of progress

Unguarded

Interdependent

Efficient

TASKS

Maximize each 
other’s strengths

Streamline workflow 
processes

Share feedback

Acceptance of 
ground rules

PERFORMING

BEHAVIORS

Satisfaction

Effective 
collaboration

Team dynamic 
embraced, rather 
than resisted

TASKS

Evaluate results in 
relation to objectives

Continue to seek 
ways to improve 
workflow

Celebrate reaching 
milestones

Stages from: Tuckman, B. W. (1965). Developmental sequence in small groups. Psychological Bulletin, 63, 384-399. doi:10.1037/h0022100



FORMING

STORMING

NORMING

PERFORMING



FORMING

Establish clear 
objectives for the team 
and individual 
members

Establish ground rules

Provide direction

Assess team dynamic

STORMING

Build trust among 
members

Mediate and resolve 
conflict quickly

Assert ground rules 

Recognize difference 
between free-riding 
and struggling

Continuously assess 
team dynamic

NORMING

Recognize and reward 
adherence to ground 
rules

Create leadership 
opportunities for 
others

Facilitate frank and 
honest discussion

Continuously assess 
team dynamic

PERFORMING

Delegate any 
remaining tasks

Evaluate results in 
relation to objectives

Continuously assess 
team dynamic





 To complete this portion of Module 5, please 
complete the INFO 203 Teamwork Quiz. 

 Once you submit your answers to the Quiz, 
proceed to the next activity in Module 5.



Please contact your INFO 203 instructor or your peer mentor.


