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.

126

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

1.1

Know that
effective teamwork
requires team
members tobehave
in certain ways

Know how to
contribute to a
team task

Know the roles and
responsibilities of
team members
(including their
own) in relation to
a given task

1

2

3

Outline how own role
contributes to the work of
the team as a whole

3.3

Strengths, skills and experiences: organising skills; practical skills, e.g.
computer literate, photography skills; previous experiences, e.g.
experience of planning an event; communication skills, e.g. multi-lingual,
skilled writer; interpersonal skills, e.g. good listener, confident, punctual,
reliable, patient
Aspects of a task they could do well, based on identified strengths, skills
and experience: e.g. good spelling and language skills suited to task of
proofreading written work produced by team, organising skills suited to
drawing up timeline for completion of the team project
What team is working to achieve: aim or aims of the team’s task,
assignment or project; goals, deadlines, timelines; particular quality or
standard of work required
Responsibilities within the team: own individual roles and responsibilities
agreed with whole team; individual roles and responsibilities of other
team members
Contribution of own role to work of whole team: how own role affects
roles of others in the team; how own role affects overall team success
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Behaviours for effective teamwork: encouraging, considerate, ability to
listen, respectful, tolerant, patient, flexible, loyal, ability to accept
constructive criticism, able to motivate others
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Identify own role and
responsibilities and those of
others in the team

3.2

Outline how own strengths
and skills could match the
needs of the team task

2.3

Identify what the task is
about and what the team is
working to achieve

Identify team skills needed
to complete team task

2.2

3.1

Outline own strengths, skills
and experiences that might
be relevant to team task

2.1

Outline positive behaviours
necessary for teamwork

Assessment criteria

Learning outcomes

In order to pass this unit, the evidence that the learner presents for assessment needs to demonstrate that they can meet all the learning
outcomes for the unit. The assessment criteria determine the standard required to achieve the unit.

Learning outcomes, assessment criteria and unit amplification

Complete the aspects of the
allocated task, in line with
the brief

4.5

Be able to review
own performance
as a member of a
team

5
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Give examples of accepting
the help or advice of others

4.4

Identify own teamworking
skills that could be improved

Give examples of offering
help or support to other
team members

4.3

5.2

Give ideas and suggestions
as to how the team might
complete their task

4.2

Identify which positive
teamworking behaviours
were demonstrated by self
in undertaking the task

Give examples of listening to
the ideas and suggestions of
others

4.1

Be able to work
positively as a
member of a team

4

5.1

Assessment criteria

Learning outcomes

Give ideas and suggestions as to how the team might complete their
task: e.g. participating in group discussions, problem-solving or
‘thoughtshower’ sessions, finding out information and reporting back to
the group
Offer help to other team members: e.g. offer to help other team
members complete their task, volunteer to take on the task of a team
member who is absent
Accept help or advice from other team members: try out ideas or
suggestions put forward by others; listen respectfully to advice from
another team member; accept help from other team members in order to
get individual task finished on time
Complete own task in line with the given brief: complete task to required
standard and within stipulated timeframe
Positive teamworking behaviours demonstrated: listened to opinions of
others, responded politely to questions, satisfactorily completed the
individual task assigned to them, helped others carry out their tasks or
responsibilities, offered suggestions as to how the team’s goals could be
achieved, accepted advice from others, learner’s own contribution
contributed to success of whole task
Identify teamworking skills that could be improved: be more patient with
other team members, don’t interrupt when others are making
suggestions, pay more attention to timings allocated for completion of
own individual task













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

Listen to the ideas and suggestions of others: paying attention to and
showing respect for the advice, ideas, suggestions or opinions put forward
by others, e.g. by not interrupting, asking questions to clarify what was
said



Unit amplification

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-andanswer 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/teambuilding.html

Advice on team building

www.worksmart.org.uk/career

WorkSmart, TUC-run website giving
career advice
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