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Unit 18: Working in a Team 

Unit reference number: R/503/2843 

QCF level: 1 

Credit value: 3 

Guided learning hours: 30 

 

Unit aim 
The aim of this unit is to look at how learners can be effective members of a team. 
Learners will identify the skills, roles and responsibilities needed to complete the 
team task and match their skills accordingly. They will take part in team tasks and 
review their contribution. 

Unit introduction 
Since very few people work in complete isolation in the workplace, most employers 
seek employees who are able to work effectively with others in a team or group 
setting. An effective team depends on the cooperation and skills of all team 
members.  

This unit helps learners to understand how they can contribute to the success of a 
team, based on an understanding of their own strengths, skills and experiences, as 
well as the nature of the task at hand.  

Additionally, learners will develop an understanding of the key behaviours and 
attitudes required in order to communicate and cooperate with others in a team. 
They will also learn about the roles and responsibilities of all team members by 
completing a team task. Learners will consider their effectiveness as team members 
and identify areas for improvement. 

 



 S
p
ec

if
ic

at
io

n
 –

 P
ea

rs
o
n
 B

T
E
C
 E

n
tr

y 
Le

ve
l 
A
w

ar
d
 a

n
d
 L

ev
el

 1
 A

w
ar

d
/C

er
ti
fi
ca

te
/E

xt
en

d
ed

 C
er

ti
fi
ca

te
/D

ip
lo

m
a 

in
  

C
re

at
iv

e 
M

ed
ia

 P
ro

d
u
ct

io
n
 -

 I
ss

u
e 

3
 –

 S
ep

te
m

b
er

 2
0
1
3
  
©

 P
ea

rs
on

 E
d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
3
 

1
2

7
 

L
e
a
rn

in
g

 o
u

tc
o
m

e
s,

 a
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 a

n
d

 u
n

it
 a

m
p

li
fi

ca
ti

o
n

 
In

 o
rd

er
 t

o
 p

as
s 

th
is

 u
n
it
, 

th
e 

ev
id

en
ce

 t
h
at

 t
h
e 

le
ar

n
er

 p
re

se
n
ts

 f
o
r 

as
se

ss
m

en
t 

n
ee

d
s 

to
 d

em
o
n
st

ra
te

 t
h
at

 t
h
ey

 c
an

 m
ee

t 
al

l 
th

e 
le

ar
n
in

g
 

o
u
tc

o
m

es
 f
o
r 

th
e 

u
n
it
. 

T
h
e 

as
se

ss
m

en
t 

cr
it
er

ia
 d

et
er

m
in

e 
th

e 
st

an
d
ar

d
 r

eq
u
ir
ed

 t
o
 a

ch
ie

ve
 t

h
e 

u
n
it
. 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

U
n

it
 a

m
p

li
fi

ca
ti

o
n

 

1
 

K
n
ow

 t
h
at

 
ef

fe
ct

iv
e 

te
am

w
o
rk

 
re

q
u
ir
es

 t
ea

m
 

m
em

b
er

s 
to

b
eh

av
e 

in
 c

er
ta

in
 w

ay
s 

1
.1

 
O

u
tl
in

e 
p
o
si

ti
ve

 b
eh

av
io

u
rs

 
n
ec

es
sa

ry
 f

o
r 

te
am

w
o
rk

 
 

B
eh

av
io

u
rs

 f
o
r 

ef
fe

ct
iv

e 
te

am
w

o
rk

: 
en

co
u
ra

g
in

g
, 

co
n
si

d
er

at
e,

 a
b
ili

ty
 t

o
 

lis
te

n
, 

re
sp

ec
tf

u
l,
 t

o
le

ra
n
t,

 p
at

ie
n
t,

 f
le

xi
b
le

, 
lo

ya
l,
 a

b
ili

ty
 t

o
 a

cc
ep

t 
co

n
st

ru
ct

iv
e 

cr
it
ic

is
m

, 
ab

le
 t

o
 m

o
ti
va

te
 o

th
er

s 

2
.1

 
O

u
tl
in

e 
o
w

n
 s

tr
en

g
th

s,
 s

ki
lls

 
an

d
 e

xp
er

ie
n
ce

s 
th

at
 m

ig
h
t 

b
e 

re
le

va
n
t 

to
 t

ea
m

 t
as

k 

2
.2

 
Id

en
ti
fy

 t
ea

m
 s

ki
lls

 n
ee

d
ed

 
to

 c
o
m

p
le

te
 t

ea
m

 t
as

k 

 
S
tr

en
g
th

s,
 s

ki
lls

 a
n
d
 e

xp
er

ie
n
ce

s:
 o

rg
an

is
in

g
 s

ki
lls

; 
p
ra

ct
ic

al
 s

ki
lls

, 
e.

g
. 

co
m

p
u
te

r 
lit

er
at

e,
 p

h
o
to

g
ra

p
h
y 

sk
ill

s;
 p

re
vi

o
u
s 

ex
p
er

ie
n
ce

s,
 e

.g
. 

ex
p
er

ie
n
ce

 o
f 

p
la

n
n
in

g
 a

n
 e

ve
n
t;

 c
o
m

m
u
n
ic

at
io

n
 s

ki
lls

, 
e.

g
. 

m
u
lt
i-

lin
g
u
al

, 
sk

ill
ed

 w
ri
te

r;
 i
n
te

rp
er

so
n
al

 s
ki

lls
, 

e.
g
. 

g
o
o
d
 l
is

te
n
er

, 
co

n
fi
d
en

t,
 p

u
n
ct

u
al

, 
re

lia
b
le

, 
p
at

ie
n
t 

2
 

K
n
ow

 h
ow

 t
o
 

co
n
tr

ib
u
te

 t
o
 a

 
te

am
 t

as
k 

 

2
.3

 
O

u
tl
in

e 
h
o
w

 o
w

n
 s

tr
en

g
th

s 
an

d
 s

ki
lls

 c
o
u
ld

 m
at

ch
 t

h
e 

n
ee

d
s 

o
f 
th

e 
te

am
 t

as
k 

 
A
sp

ec
ts

 o
f 

a 
ta

sk
 t

h
ey

 c
o
u
ld

 d
o 

w
el

l,
 b

as
ed

 o
n
 i
d
en

ti
fi
ed

 s
tr

en
g
th

s,
 s

ki
lls

 
an

d
 e

xp
er

ie
n
ce

: 
e.

g
. 

g
o
o
d
 s

p
el

lin
g
 a

n
d
 l
an

g
u
ag

e 
sk

ill
s 

su
it
ed

 t
o
 t

as
k 

o
f 

p
ro

o
fr

ea
d
in

g
 w

ri
tt

en
 w

o
rk

 p
ro

d
u
ce

d
 b

y 
te

am
, 

o
rg

an
is

in
g
 s

ki
lls

 s
u
it
ed

 t
o
 

d
ra

w
in

g
 u

p
 t

im
el

in
e 

fo
r 

co
m

p
le

ti
o
n
 o

f 
th

e 
te

am
 p

ro
je

ct
 

3
.1

 
Id

en
ti
fy

 w
h
at

 t
h
e 

ta
sk

 i
s 

ab
o
u
t 

an
d
 w

h
at

 t
h
e 

te
am

 i
s 

w
o
rk

in
g
 t

o 
ac

h
ie

ve
 

 
W

h
at

 t
ea

m
 i
s 

w
o
rk

in
g
 t

o
 a

ch
ie

ve
: 

ai
m

 o
r 

ai
m

s 
o
f 

th
e 

te
am

’s
 t

as
k,

 
as

si
g
n
m

en
t 

o
r 

p
ro

je
ct

; 
g
o
al

s,
 d

ea
d
lin

es
, 

ti
m

el
in

es
; 

p
ar

ti
cu

la
r 

q
u
al

it
y 

o
r 

st
an

d
ar

d
 o

f 
w

o
rk

 r
eq

u
ir
ed

 

3
.2

 
Id

en
ti
fy

 o
w

n
 r

o
le

 a
n
d
 

re
sp

o
n
si

b
ili

ti
es

 a
n
d
 t

h
o
se

 o
f 

o
th

er
s 

in
 t

h
e 

te
am

 

 
R
es

p
o
n
si

b
ili

ti
es

 w
it
h
in

 t
h
e 

te
am

: 
ow

n
 i
n
d
iv

id
u
al

 r
o
le

s 
an

d
 r

es
p
o
n
si

b
ili

ti
es

 
ag

re
ed

 w
it
h
 w

h
o
le

 t
ea

m
; 

in
d
iv

id
u
al

 r
o
le

s 
an

d
 r

es
p
o
n
si

b
ili

ti
es

 o
f 

o
th

er
 

te
am

 m
em

b
er

s 
 

3
 

K
n
ow

 t
h
e 

ro
le

s 
an

d
 

re
sp

o
n
si

b
ili

ti
es

 o
f 

te
am

 m
em

b
er

s 
(i

n
cl

u
d
in

g
 t

h
ei

r 
o
w

n
) 

in
 r

el
at

io
n
 t

o
 

a 
g
iv

en
 t

as
k 

3
.3

 
O

u
tl
in

e 
h
o
w

 o
w

n
 r

o
le

 
co

n
tr

ib
u
te

s 
to

 t
h
e 

w
o
rk

 o
f 

th
e 

te
am

 a
s 

a 
w

h
o
le

 

 
C
o
n
tr

ib
u
ti
on

 o
f 

o
w

n
 r

o
le

 t
o
 w

o
rk

 o
f 
w

h
o
le

 t
ea

m
: 

h
ow

 o
w

n
 r

o
le

 a
ff

ec
ts

 
ro

le
s 

o
f 

o
th

er
s 

in
 t

h
e 

te
am

; 
h
ow

 o
w

n
 r

o
le

 a
ff
ec

ts
 o

ve
ra

ll 
te

am
 s

u
cc

es
s 

 

 



 

S
p
ec

if
ic

at
io

n
 –

 P
ea

rs
o
n
 B

T
E
C
 E

n
tr

y 
Le

ve
l 
A
w

ar
d
 a

n
d
 L

ev
el

 1
 A

w
ar

d
/C

er
ti
fi
ca

te
/E

xt
en

d
ed

 C
er

ti
fi
ca

te
/D

ip
lo

m
a 

in
  

C
re

at
iv

e 
M

ed
ia

 P
ro

d
u
ct

io
n
 -

 I
ss

u
e 

3
 –

 S
ep

te
m

b
er

 2
0
1
3
  
©

 P
ea

rs
on

 E
d
u
ca

ti
o
n
 L

im
it
ed

 2
0
1
3
 

1
2

8
 

 

4
.1

 
G

iv
e 

ex
am

p
le

s 
o
f 

lis
te

n
in

g
 t

o 
th

e 
id

ea
s 

an
d
 s

u
g
g
es

ti
o
n
s 

o
f 

o
th

er
s 

 
Li

st
en

 t
o
 t

h
e 

id
ea

s 
an

d
 s

u
g
g
es

ti
o
n
s 

o
f 
o
th

er
s:

 p
ay

in
g
 a

tt
en

ti
o
n
 t

o 
an

d
 

sh
o
w

in
g
 r

es
p
ec

t 
fo

r 
th

e 
ad

vi
ce

, 
id

ea
s,

 s
u
g
g
es

ti
o
n
s 

o
r 

o
p
in

io
n
s 

p
u
t 

fo
rw

ar
d
 

b
y 

o
th

er
s,

 e
.g

. 
b
y 

n
o
t 

in
te

rr
u
p
ti
n
g
, 

as
ki

n
g
 q

u
es

ti
o
n
s 

to
 c

la
ri
fy

 w
h
at

 w
as

 
sa

id
 

4
.2

 
G

iv
e 

id
ea

s 
an

d
 s

u
g
g
es

ti
o
n
s 

as
 t

o
 h

o
w

 t
h
e 

te
am

 m
ig

h
t 

co
m

p
le

te
 t

h
ei

r 
ta

sk
 

 
G

iv
e 

id
ea

s 
an

d
 s

u
g
g
es

ti
o
n
s 

as
 t

o
 h

o
w

 t
h
e 

te
am

 m
ig

h
t 

co
m

p
le

te
 t

h
ei

r 
ta

sk
: 

e.
g
. 

p
ar

ti
ci

p
at

in
g
 i
n
 g

ro
u
p
 d

is
cu

ss
io

n
s,

 p
ro

b
le

m
-s

o
lv

in
g
 o

r 
‘t
h
o
u
g
h
ts

h
ow

er
’ 
se

ss
io

n
s,

 f
in

d
in

g
 o

u
t 

in
fo

rm
at

io
n
 a

n
d
 r

ep
o
rt

in
g
 b

ac
k 

to
 

th
e 

g
ro

u
p
 

4
.3

 
G

iv
e 

ex
am

p
le

s 
o
f 

o
ff
er

in
g
 

h
el

p
 o

r 
su

p
p
o
rt

 t
o
 o

th
er

 
te

am
 m

em
b
er

s 

 
O

ff
er

 h
el

p
 t

o
 o

th
er

 t
ea

m
 m

em
b
er

s:
 e

.g
. 

o
ff
er

 t
o
 h

el
p
 o

th
er

 t
ea

m
 

m
em

b
er

s 
co

m
p
le

te
 t

h
ei

r 
ta

sk
, 

vo
lu

n
te

er
 t

o
 t

ak
e 

o
n
 t

h
e 

ta
sk

 o
f 

a 
te

am
 

m
em

b
er

 w
h
o
 i
s 

ab
se

n
t 

4
.4

 
G

iv
e 

ex
am

p
le

s 
o
f 

ac
ce

p
ti
n
g
 

th
e 

h
el

p
 o

r 
ad

vi
ce

 o
f 

o
th

er
s 

 
A
cc

ep
t 

h
el

p
 o

r 
ad

vi
ce

 f
ro

m
 o

th
er

 t
ea

m
 m

em
b
er

s:
 t

ry
 o

u
t 

id
ea

s 
o
r 

su
g
g
es

ti
o
n
s 

p
u
t 

fo
rw

ar
d
 b

y 
o
th

er
s;

 l
is

te
n
 r

es
p
ec

tf
u
lly

 t
o
 a

d
vi

ce
 f

ro
m

 
an

o
th

er
 t

ea
m

 m
em

b
er

; 
ac

ce
p
t 

h
el

p
 f

ro
m

 o
th

er
 t

ea
m

 m
em

b
er

s 
in

 o
rd

er
 t

o
 

g
et

 i
n
d
iv

id
u
al

 t
as

k 
fi
n
is

h
ed

 o
n
 t

im
e 

4
 

B
e 

ab
le

 t
o
 w

o
rk

 
p
o
si

ti
ve

ly
 a

s 
a 

m
em

b
er

 o
f 

a 
te

am
 

4
.5

 
C
o
m

p
le

te
 t

h
e 

as
p
ec

ts
 o

f 
th

e 
al

lo
ca

te
d
 t

as
k,

 i
n
 l
in

e 
w

it
h
 

th
e 

b
ri
ef

 

 
C
o
m

p
le

te
 o

w
n
 t

as
k 

in
 l
in

e 
w

it
h
 t

h
e 

g
iv

en
 b

ri
ef

: 
co

m
p
le

te
 t

as
k 

to
 r

eq
u
ir
ed

 
st

an
d
ar

d
 a

n
d
 w

it
h
in

 s
ti
p
u
la

te
d
 t

im
ef

ra
m

e 

5
.1

 
Id

en
ti
fy

 w
h
ic

h
 p

o
si

ti
ve

 
te

am
w

o
rk

in
g
 b

eh
av

io
u
rs

 
w

er
e 

d
em

o
n
st

ra
te

d
 b

y 
se

lf
 

in
 u

n
d
er

ta
ki

n
g
 t

h
e 

ta
sk

 

 
Po

si
ti
ve

 t
ea

m
w

o
rk

in
g
 b

eh
av

io
u
rs

 d
em

o
n
st

ra
te

d
: 

lis
te

n
ed

 t
o
 o

p
in

io
n
s 

o
f 

o
th

er
s,

 r
es

p
o
n
d
ed

 p
o
lit

el
y 

to
 q

u
es

ti
o
n
s,

 s
at

is
fa

ct
o
ri
ly

 c
o
m

p
le

te
d
 t

h
e 

in
d
iv

id
u
al

 t
as

k 
as

si
g
n
ed

 t
o
 t

h
em

, 
h
el

p
ed

 o
th

er
s 

ca
rr

y 
o
u
t 

th
ei

r 
ta

sk
s 

o
r 

re
sp

o
n
si

b
ili

ti
es

, 
o
ff
er

ed
 s

u
g
g
es

ti
o
n
s 

as
 t

o
 h

o
w

 t
h
e 

te
am

’s
 g

o
al

s 
co

u
ld

 b
e 

ac
h
ie

ve
d
, 

ac
ce

p
te

d
 a

d
vi

ce
 f

ro
m

 o
th

er
s,

 l
ea

rn
er

’s
 o

w
n
 c

on
tr

ib
u
ti
o
n
 

co
n
tr

ib
u
te

d
 t

o
 s

u
cc

es
s 

o
f 

w
h
o
le

 t
as

k 

5
 

B
e 

ab
le

 t
o
 r

ev
ie

w
 

o
w

n
 p

er
fo

rm
an

ce
 

as
 a

 m
em

b
er

 o
f 

a 
te

am
 

5
.2

 
Id

en
ti
fy

 o
w

n
 t

ea
m

w
o
rk

in
g
 

sk
ill

s 
th

at
 c

o
u
ld

 b
e 

im
p
ro

ve
d
 

 
Id

en
ti
fy

 t
ea

m
w

o
rk

in
g
 s

ki
lls

 t
h
at

 c
ou

ld
 b

e 
im

p
ro

ve
d
: 

b
e 

m
o
re

 p
at

ie
n
t 

w
it
h
 

o
th

er
 t

ea
m

 m
em

b
er

s,
 d

o
n
’t
 i
n
te

rr
u
p
t 

w
h
en

 o
th

er
s 

ar
e 

m
ak

in
g
 

su
g
g
es

ti
o
n
s,

 p
ay

 m
o
re

 a
tt

en
ti
o
n
 t

o
 t

im
in

g
s 

al
lo

ca
te

d
 f

o
r 

co
m

p
le

ti
o
n
 o

f 
o
w

n
 i
n
d
iv

id
u
al

 t
as

k 

 L
e
a
rn

in
g

 o
u

tc
o

m
e
s 

A
ss

e
ss

m
e
n

t 
cr

it
e
ri

a
 

U
n

it
 a

m
p

li
fi

ca
ti

o
n

 



 

Specification – Pearson BTEC Entry Level Award and Level 1 Award/Certificate/Extended Certificate/Diploma in  
Creative Media Production - Issue 3 – September 2013  © Pearson Education Limited 2013 

129 

Essential Guidance for tutors 
 

Delivery  

The emphasis in this unit is on developing the learner’s knowledge and 
understanding of teamwork through a practical teamworking task. 

In order to understand the positive behaviours necessary for effective teamwork in 
learning outcome 1, it would be useful for learners to compare two different 
teamworking scenarios. This could be done in small groups. A question-and-answer 
session could determine the positive behaviours. Key words could be collated on a 
board or flipchart. Teams could work to design a poster or presentation which 
identifies positive behaviour. The posters or presentations could be displayed in the 
class or working area for learners to refer to during the unit. Alternatively, line 
managers could discuss with individual learners their impressions of different 
teamworking scenarios within the workplace. Learners could obtain input from 
colleagues regarding their ideas on positive behaviours required for teamwork. 

Learning outcomes 2, 3, 4 and 5 require the identification of team and individual 
tasks which would enable the participation of all group members. Learners could be 
involved in selecting the group task. Teams could be made up of around 4-7 people. 
In teams, learners could discuss possibilities for tasks and then report back to the 
rest of the group. Learners could develop a whole group discussion to decide which 
tasks are manageable, achievable and match the skills and interests of the team 
members in ‘What if?’ scenarios.  

For learning outcome 2, learners could make a list of their own strengths, skills and 
experiences and match them to individual tasks in the chosen group task. 

For learning outcome 3, learners could work with team members for the group task 
to develop a mind map or flow chart-type diagram, using prompts and question-and-
answer sessions until a picture of the whole task and the individual roles and 
responsibilities of each member is complete. Learners could present their ideas about 
how their own role contributes to the work of the team to the rest of the group. 

Learners need to implement the agreed team task for learning outcome 4. They 
could work in groups to devise a checklist to log their involvement in the task.  

Learners should be encouraged to analyse their own performance in the team task 
for learning outcome 5, using evidence from their checklist. Individual learners 
should concentrate on their behaviour and skills as a member of the team rather 
than how well the outcome was achieved. Ways for learners to develop teamworking 
skills could be explored through tutorials, small group discussions or discussions with 
a line manager or supervisor. 
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Assessment 

For 1.1, the learner must outline at least two different positive behaviours that are 
needed for teamwork to be effective. This information could be evidenced in a 
number of different ways, for example a leaflet, presentation or poster. 

For 2.1, 2.2, and 2.3, learners need to refer to the identified group task when 
identifying their strengths, skills and experiences and how these may help them 
complete aspects of the task. A chart could be suitable evidence for these criteria. 
The learner needs to be able to make the link between their strengths, skills and 
experiences and the group task. Alternative methods of evidencing learning may be 
used. 

The evidence required for 3.1, 3.2 and 3.3 could be combined into one task. The 
information could be evidenced in a number of ways, such as PowerPoint slides, a 
poster or through one-to-one discussion with the tutor or line manager. The learner 
needs to refer to the chosen task and identify what the task is about and its intended 
outcome, and the role and responsibilities of all members of the team for 3.1 and 
3.2.  

For 3.3, the learner needs to outline at least two reasons why their own role is 
necessary for the successful completion of the group task. 

The evidence required for 4.1, 4.2, 4.3, 4.4 and 4.5 may be provided in a logbook 
completed by the learner during the task. The logbook may take a variety of formats, 
depending on the needs of individual learners. The logbook needs to be verified by 
the tutor/line manager. Alternative methods of evidencing may be used, for example 
a witness statement or observation.  

For 5.1, the learner needs to identify details about which positive teamworking 
behaviours (identified in 1.1) they demonstrated during the completion of the task. 
Giving two ways of improving their teamworking skills would provide the evidence for 
5.2. Both these criteria could be assessed through one-to-one discussion with the 
tutor/line manager. Responses should be recorded for verification purposes. 

Suggested resources 

Websites 

www.lifecoachexpert.co.uk Life Coach Expert, advice on improving 
your life 

www.projectsmart.co.uk/team-
building.html 

Advice on team building 

www.worksmart.org.uk/career WorkSmart, TUC-run website giving 
career advice 

http://www.lifecoachexpert.co.uk/�
http://www.worksmart.org.uk/career�

