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	Process:  Building Teamwork
	Phase:  Global

	Process Owner:  SSC San Diego SEPO

	Description:  All of our work requires communication and cooperation among multiple individuals. Teamwork helps individuals work together efficiently and effectively to accomplish a given task.  Teamwork supports traditional, hierarchical organizations and projects with strong team leaders; as well as consultative and participative committees and groups in which the team members share these responsibilities.

	Entry Criteria/Inputs: 

· Task or work requiring cooperative efforts of multiple people
	Exit Criteria/Outputs: 

· Successful accomplishment of team’s mission and goals

	Roles:

· Team Leader: builds the team and guides joint action on the work or project

· Team members: active/proactive participants who have a stake in the team’s mission and share responsibility for the outcome. May also be assigned as team facilitator, recorder, timekeeper, etc.

· Upper management: provide approval, authority, funding, guidance

	Assets/References: 

a. SSC San Diego Leadership Philosophy 

b. Building High Performance Organizations in the Twenty-First Century

c. Capability Maturity Model for Software, Intergroup Coordination Key Process Area

d. People Capability Maturity Model (P-CMM), CMU/SEI-95-MM-02, at http://www.sei.cmu.edu/cmm-p/p-cmm.sum.html
e. “Keys to Successful Reviews and Meetings” at http://sepo.spawar.navy.mil/ under IC KPA

f. "Guidelines For Successful Teams" Attachments, at http://sepo.spawar.navy.mil/ under Software Training

	Tasks: 
1. Clarify your leadership philosophy 

2. Establish procedures that promote teamwork

3. Empower team members to solve problems

4. Set guidelines for team member behavior

5. Polish your management skills

	Measures: 

· Effort and funds expended 


PROCESS TASKS:

1. Clarify your leadership philosophy

a. Become familiar with the four philosophies defined in reference (b)

b. Conform with SSC San Diego leadership philosophy in reference (a): “… We use consultative leadership, mentoring, teamwork, and personal initiative to foster innovation and creativity while applying common sense and best judgement. We believe that the team process produces superior results.”
2. Establish procedures that promote teamwork

a. Clarify the team/project mission and goals

b. Write a plan or charter: define activities, schedules, resources

c. Pick the right team members 

· Get the needed expertise, or provide training

· Get contributors, not “tourists” or “grandstanders”

d. Get upper management/sponsor support

e. Assign team roles and responsibilities: define objective criteria to measure performance and provide feedback

f. Establish physical working conditions that allow individuals to perform efficiently

g. Hold effective meetings: follow reference (e)

3. Empower team members to solve problems

a. Establish a social environment that supports effective interaction

b. Help your team select and use proper Decision-Making techniques: use brainstorming, multivoting, Delphi, majority, plurality, scientific method, consensus - as appropriate

c. Foster open communications - so workforce can share information and coordinate activities efficiently

d. Avoid “groupthink” – faulty decision-making caused by bad cohesion of team members

e. Learn to participate proactively in problem-solving sessions

f. Learn to lead problem-solving sessions

g. Resolve team conflicts

4. Set guidelines for team member behavior

a. Help establish team ground rules: openly state or acknowledge group “norms”

b. Foster productivity and teamwork: create a team challenge, align members’ goals, promote joint ownership of the product

c. Sharpen your listening skills: listen actively - to understand the message

d. Give feedback effectively (describe the behavior and its affect on team; give suggestions and expectations), and receive feedback effectively (listen to understand, clarify if necessary, provide your feelings, decide what to change)

e. Recognize good work, reward good performance

· Give praise freely

· Initiate effective recognition: letters, phone calls, gifts, meals

· Make the rewards meaningful: time off, better office, assignments, tools, training, conferences

· Have fun celebrations: ice cream, balloons, contests, birthday parties, group photos

· Establish specific awards for your team

f. Check your own attitude - are you part of the problem or part of the solution?

5. Polish your management skills

a. Lead by example

b. Be committed to success

c. Be professional: have knowledge of what to do,  have discipline to do it

d. Be aware of the technology

e. Have respect for the individuals

f. Handle power and politics carefully

g. Do the job the right way
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