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Introduction 

Strengthening the purpose and engagement of local cooperation groups is helpful in achieving 
optimum group/individual outcomes and improving their socio-economic impacts. Small 
cooperation groups are common and widespread in Nigeria, they come together to combine 
energy and resources to improve their desired joint and individual goals. However, many of 
these groups exist with organizational gaps making it difficult for them to cooperate and deliver 
on their mandate. 

In addressing the numerous barriers faced by these local cooperation groups, the GIZ-SEDIN 
and GIAE programmes jointly sponsored and implemented programs aimed at improving their 
organisational development. This started with the assessment of critical needs and 
organisational gaps followed by the development of an intervention programme called STEP 
(Strengthen Teams Engagement and Purpose). 

Through this programme, participants will not only have a clearer understanding of what an 
organisation is and how it can be strengthened and developed, but they will also have tangible 
elements in their possession to sustain the organisational development process 

Five core fundamental modules are covered in this programme: 

• Group Identity 

• Strategic Planning 

• Team Life 

• Governance and Management 

• Team Building 

Several materials have been developed to aid the learning process during and after the STEP 
programme and one of these is the Participants’ Handbook. 

The handbook has been designed as a workshop diary and an accompanying document for 
participants’ use after the STEP programme. It has been sequenced into chapters 
corresponding to the 5 modules of the STEP programme. Participants should refer to and 
study the handbook to have an overall understanding and grasp of the programme. Each 
chapter is divided into three sections: 

• KEY CONCEPTS: This provides a synopsis of the module in a text for easy reference 
after the workshop. It gives the basic information for the module and encourages 
participants to think about the topic. 

• REFLECTION QUESTIONS: Here you find insightful thoughts and exercises that 
provoke actions and steps towards the building of the organization. 

• NOTES: This provides an opportunity for participants to write down in their own words 
what was learnt, why it is important and how to apply it in their organization. Action 
points could also be noted here.  

The full use of this handbook would guarantee the right ‘STEP’ experience needed to birth 
new and vibrant teams. 

Enjoy reading and using the handbook! 

Enjoy the STEP Programme! 
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LEARNING OBJECTIVES 

 

 

 

 

KEY CONCEPTS 

GETTING TO KNOW EACH OTHER BETTER 

People can come together with the best intentions to improve themselves, however without 

first creating a relaxed atmosphere and promoting good interaction much success may not 

come out of it. This foundational process will help in expanding your contacts and developing 

relationships with people. 

THE IMPORTANCE OF GETTING TO KNOW EACH OTHER BETTER INCLUDES: 

• Identifying opportunities. 

• Building relationships (formal and informal).  

• Create a better understanding of workshop expectations. 

• Pooling of experiences and expertise for the creation of new knowledge. 

 

RECIPE FOR A SUCCESSFUL STEP PROGRAMME 

A clear understanding of the objectives of STEP is very important at the beginning of the 

programme. Key objectives include: 

• Introduction to theoretical and practical aspects of how organisations work; And how 

they can work better   

• Develop some elements of a strategic plan for your organisation. 

• Provide ways for participants to see themselves in a new light, especially as teams 

 

To achieve this, Some success factors are required: 

• Full participation and interaction 

• Mutual respect 

• Punctuality 

• Adherence to agreed rules  

• Harmony e.t.c 

DIFFERENCE BETWEEN GROUPS AND TEAMS: 

“A team is a group of people collaborating in their professional work or in a particular enterprise 

or task” 

 Source: Shorter Oxford English Dictionary  

MODULE ONE: GROUP IDENTITY 

At the end of this module, participants will: 

• Get to know each other better 

• Know the recipe for a successful STEP programme 

• Understand the differences between groups and teams 
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…a small number of people with complementary skills who are committed to a common 

purpose, performance goals, and approach for which they hold themselves mutually 

accountable  

Source: Katzenbach and Smith, The Wisdom of Teams, p45 

 

                                                Differences between Groups and Teams 

 

No GROUPS TEAMS 

1 Individuals sharing common 
interests, which could be a goal 

Individuals are brought together to 
work to achieve a goal 

 
2 

Individuals are independent;  
a single person’s contribution 
does not require the contribution 
of colleagues 

Individuals are interdependent;  a 
single person’s contribution typically 
relies on the contribution of 
colleagues 

3 Management is more centralized Management is more distributed 
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REFLECTION QUESTIONS: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• How will this workshop help my association grow? 
i.  
ii.  
iii.  
iv.  
v.  

• What are those relationships I need to cultivate within my association? 
i.  
ii.  
iii.  
iv.  
v.  

• Are there activities we can embark on to enable us know each other better? 
………………………………………………………………………………………
………………………………………………………………………………………
………………………………………………………………………………………
…………………..…………………………………………………………………
……………………………………………………………………………..………
………………………………………………………………………………………
………………………………………………………………………………………
……………………………………………………………………………………… 
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NOTES 

Here you can note the most important points for you about this module. You can also write 
down action points for yourself or your group. 
…………………………………………………..............................................................................................................
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LEARNING OBJECTIVE 

 

 

 

 

KEY CONCEPT 

VALUES  

Values define the culture of an organization, it gives colour to the vision and describes how it 

feels to be a member of an organization. Values are basic and fundamental beliefs that guide 

or motivate attitudes or actions. They help us to determine what is important to us. Values 

describe the personal qualities we choose to embody to guide our actions; the sort of person 

we want to be; the manner in which we treat ourselves and others, and our interaction with 

the world around us. It inspires pride and conviction. They provide general guidelines for 

conduct. Examples of values are Honesty, Hard work, Happiness, trust etc. 

PRINCIPLES 

A principle is a proposition or value that is a guide for behaviour or evaluation. It reflects the 

values and helps decision-making. Principles are expressed as sentences using the present 

tense. At every moment, they are considered true NOW. E.g. 

Honesty -> We are transparent and speak clearly with our stakeholders 

Hard work -> We are willing to work to win 

Happiness -> Every day we try to make our colleagues’ life more enjoyable 

VISION STATEMENT 

Vision is why an organization or group exists. A vision statement sets the direction for an 

organization. It describes the organization’s future, which then provides the purpose. It 

promotes growth, both internally and externally. The vision statement is about what you want 

to become. It’s aspirational. It describes a better world (community, group, cluster) as you 

would want to see it. An effective vision statement should be clear, describe a vivid and clear 

picture of the future, use engaging language, set out realistic aspirations and be aligned with 

the organization’s purpose 

Vision statement questions look like this: 

• What are our hopes and dreams? 

• What problem are we solving for the greater good? 

• Who and what are we inspiring to change? 

MISSION STATEMENT 

This describes the plan for how you would fulfil your Vision. Your organization’s mission 

statement drives your organization; It is a call to action. It is what you do, the core of the 

MODULE TWO: STRATEGIC PLANNING 

At the end of this module, participants will know: 

• What values and principles are to an organization 

• How to develop vision and mission statements for organizations 

• What SMART Objectives are in goal setting 
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organisation’s business, and from it comes the objectives and the projects, activities and tasks 

necessary to achieve those objectives. To some extent, it also shapes your organisation’s 

culture. A solid mission motivates a team because they started at the same place and they 

are working together to advance toward a common goal. 

On the other hand, a weak mission — or no mission at all — can have the opposite effect.  

Working in silos, miscommunication, low or no motivation. Imagine what that does to an 

organisation. 

Mission statement questions look like this: 

• What do we do? 

• Whom do we serve? 

• How do we serve them? 

GOAL 

Your organization’s goal is an achievable outcome that is typically broad and long-term. An 

organisation might use goals to define the coming year’s activities. 

Setting Goals is an important step of planning, and will have an impact on many areas 

including your mission statement, financial objectives, and organisational culture. 

What Are Goals? 

• Abstract and big picture 

• Set a wide, overarching target for the organisation as a whole.  

• Define the general intentions and ambitions of the organisation 

OBJECTIVE  

An organization’s objectives are specific, measurable actions team members must take to 

achieve the organization’s overall goal.  

 

Goals provide direction while objectives measure how you should follow that direction. 

For your objectives to be SMART, they must have the following: 

• Specific but Stretching - this leads to higher performance than vague general goals 

• Measurable - there should be the ability to measure the outcome 

• Agreed, Aligned and Achievable- agreed between stakeholders and aligned with the 

organization’s Vision and Mission 

• Realistic - can the objectives be completed given sufficient time, resources and workload 

• Time bound - there needs to be a clear date for completion 
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REFLECTION QUESTIONS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• What are the values you want your organization to be known for? 
i.  
ii.  
iii.  
iv.  
v.  

• Where do you see your organization in 2025? 
Vision Statement 
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
…………………………………………………………………………………... 
 

• What are some activities your organization should embark on to realize 
its vision for 2025? 
Mission Statement 
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
……………………………………………………………………………………
…………………………………………………………………………………… 
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NOTES 

Here you can note the most important points for you about this module. You can also write 
down action points for yourself or your group. 
……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

………………………….…………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

…………………………………………………….………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………….……………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………….…………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………….………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………….……………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………… 

 



Module 2 – Strategic Planning 

 

10 
 

NOTES 

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

………………………….…………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

…………………………………………………….………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………….……………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………….…………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………….………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

……………………….……………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………… 

 

 



Module 3 – Team Life 

 

11 
 

 

 

LEARNING OBJECTIVES 

 

 

 

 

KEY CONCEPTS 

GROUP 

A number of people or things that are located, gathered or classed together. An organization 

is considered a group when they have something in common. A group is a fundamental part 

of social life that could include two or more persons who intentionally work towards achieving 

their goals, involved in Decision-making, Celebration, Reflection and Problem-solving. 

• Individuals share common interests, which could be a goal. 

• Individuals are independent; a single person’s contribution does not require the 

contribution of colleagues. 

• Management is more centralized. 

TEAM 

A team is a group of people collaborating in their professional work or in a particular enterprise 

or task. 

…a small number of people with complementary skills who are committed to a common 

purpose, performance goals, and approach for which they hold themselves mutually 

accountable. 

• Individuals brought together to work to achieve a goal 

• Individuals are interdependent. A single person’s contribution typically relies on the 

contribution of colleagues 

• Management is more distributed. 

 

 

Typical TEAM STAGES are: 

Forming – This is the basics and introductions of becoming a group. Team acquaints and 

establishes ground rules. Formalities are preserved and members are treated as strangers. 

At this stage, 

• Members are polite, superficial, tentative interactions 

• Members first attempts to define goals 

• Leadership emerges 

• Member roles emerge 

• There are feelings of insecurity, anxiety, excitement 

MODULE 3: TEAM LIFE 

At the end of this module, participants will: 

• Understand the different team stages, their characteristics and evolution 

• Understand the advantages and disadvantages of similar and diverse teams 

• Understand the situational leadership model 
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Storming – members start to communicate their feelings but still view themselves as 

individuals rather than part of the team. Members tend to agree and disagree on tasks. Here: 

• conflict emerges regarding: roles, priorities, leadership 

• ideas are criticized 

• competition arises 

• feelings of resentment, hostility, withdrawal 

Norming – At this stage, members establish ground rules and working habits. People feel 

part of the team and realize that they can achieve work if they accept other viewpoints. 

There is: 

• agreement on rules 

• compromise & collaboration 

• sharing of information 

• acceptance of differences 

• a “we” feeling that emerges 

Performing – The team works in an open and trusting atmosphere where flexibility is the key 

and hierarchy is of little importance. Members deliver on output of briefing, show, project, etc. 

Here the following features are seen: 

• group members work towards achieving their goals 

• decision-making 

• celebration 

• reflection 

• problem-solving 

Transforming/Adjourning – The team conducts an assessment and implements a plan for 

transitioning roles and recognizing members’ contributions. The team changes objectives, 

and/or personnel. The team is characterized by the following features:  

• termination of duties 

• task completion 

• regret 

• heightened emotions 

• disintegration 

• good feelings and achievement 

• recognition 

 

SIMILAR AND DIVERSE TEAMS 

There are two types of teams namely similar teams and diverse teams. However, in both team 

types performance depends on leadership. 

This leadership may come from: 

• a designated or formal leader (as is traditional in sports and business organizations) 

or 

• maybe shared amongst members in a leaderful team (as is common in teams of elite 

professionals, women and some cultures) 

Research suggests that teams in which members are more SIMILAR perform best when the 

tasks, problems and challenges they face are: 
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• Straightforward 
• Predictable or similar to those previously experienced 
• Covered by agreements, procedures or protocols about how the team should act or 

respond 
This is so because team time is used for:  

• doing the job (performing), with very little time taken up in  
• getting to know each other (forming) 
• working through issues of power (storming) or  
• deciding roles, goals, rules and methods (norming) 

 
On the other hand, teams in which members are more DIVERSE perform best, when the tasks, 

problems and challenges they face are: 

 

• Complex or ambiguous 
• Unpredictable  
• Unlike those previously experienced by team members 
• Not covered by existing protocols, i.e., the best way to respond is not yet known, not 

clear 
 

SITUATIONAL LEADERSHIP MODEL 

This model was developed by Bruce Tuckman in 1965 and has proven to work with individuals, 

groups and teams. The stages of development in the Situational Leadership model correspond 

to the different stages of the team life cycle. 

The model explains that as the team develops maturity and ability, relationships establish, and 

the leader changes leadership style. Beginning with a directing style, moving through 

coaching, then participating and finishing with delegation, at which point they are almost 

detached. 
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REFLECTION QUESTIONS: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
• Looking at the characteristics of the team stages, What Stage is your 

organization now and why? 
………………………………………………………………………………………
………………………………………………………………………………………
………………………………………………………………………………………
…………………………..…………………………………………………………
…………………………………………………………………………………….. 

 
 

• Which will be more appropriate considering the objectives of your 
organization, a diverse team or similar team? Give reasons: 

 
……………………………………………………………………………………….…
……………………………………………………………………………………….…
……………………………………………………………………………………….…
…………………..………………………………………………………………………
………………………………………………………………………………………….. 

 
• Using the situational leadership model, what development level is your 

organization at and why? Does this level tally with your identified 
organization team stage? 

…………………………………………………………………………………………
………………………………………………………………………………………… 

 
………………………………………………………………………………………………………………………
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NOTES 

Here you can note the most important points for you about this module. You can also write 
down action points for yourself or your group. 
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LEARNING OBJECTIVES 

 

 

 

 

 

KEY CONCEPTS 

ORGANISATIONAL STRUCTURE AND MANAGEMENT FUNCTIONS 

The Organizational structure outlines how certain activities are directed in order to achieve the 

goals of the organization. These activities which include roles and responsibilities are usually 

tied to human resources. The organizational structure also determines how information and 

directives flow between levels within the association. People can come together with the best 

intentions to improve themselves, however without the right representation to guide and direct 

the activities much success may not come out of it. 

 

Management is a set of principles relating to the functions of planning, organizing, 

leading/directing, and controlling, and the applications of these principles in harnessing 

physical, financial, human, and informational resources efficiently and effectively to achieve 

organizational goals. Below is a list of management functions that could apply to any 

organization: 

• Planning/Budgeting 

• Documenting/Reporting 

• Decision making 

• Monitoring/Controlling 

• Socialising/Motivating 

• Disciplining/Rewarding 

• Managing Conflict 

• Staffing/Training 

 

To identify and close up gaps, two questions should be considered: 

• what activities aren't getting done well right now? 

• what activities aren't getting done at all right now? 

In other to relate and tie these activities to the needed human resources, the following 

questions are to be considered: 

• Who should be doing those jobs?  

MODULE 4: MANAGEMENT AND GOVERNANCE 

At the end of this module, participants will: 

• Understand organizational structure, identify possible organizational gaps and how to 

fill them 

• Understand action plan as a tool for planning 

• Understand how to identify challenges and mitigating actions 
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• Who could be doing those jobs?  

• Who else could do those jobs? 

• What are the best ways to find people to do work? 
 

PLANNING 

Traditionally, planning is considered one of the four core functions of management along with 
leading, organizing, and controlling. Planning is a process of identifying goals and objectives, 
methods, resources needed to carry out methods, responsibilities, and dates for the 
completion of tasks. Planning is identifying where you want to go, why you want to go there, 
how you will get there, what you need in order to get there, and how you will know if you are 
already there or not. 
 

Basic guidelines for successful planning: 
 

• Involve the right people in the planning process. Give chance for all members of the 

organization to participate, these include those responsible for each unit/different 

segment of your organization and members who will be affected by the plan 

• Write down planning information and communicate widely. Write down plans for 

members to see what the organization wants to be done, who is supposed to do it, 

when etc. and share the plan with everybody in the team.  

• Note changes from the plan and re-plan accordingly. The plan is a guide; allow 

adjustment when and where it is necessary. 

• Evaluate the planning process and the plan. Ask for feedback from members to know 

how they like the planning process, and what adjustments can be made. Periodically 

review the implementation of the plan, so you know what needs to be changed 

ACTION PLAN 

An action plan can be defined as a "sequence of steps that must be taken or activities that 

must be performed well, for a strategy to succeed. It contains a checklist of the steps or tasks 

an organization needs to complete in order to achieve its set goals. It is an approach, rather 

than a specific method, which helps focus ideas and decide what steps you need to take to 

achieve particular goals. A key feature of an action plan is that it has built-in deliverables with 

deadlines and clear accountabilities. The action plan answers the following basic questions: 

• What is the task? 

• Why is the task undertaken? 

• Who will do the task? 

• When will the task be done? 

• Where will the task be done? 

• Which resources are needed to do the task? 

• How will the task be done? 

 

No Task Persons 

responsible 

Persons to 

Collaborate with 

Materials 

needed/cost 

Duration 

(Start – 

End date) 

Report 

to 

Remark 

1        

2        

3        
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An action plan is developed after you have determined the vision, mission, objectives, and 

strategies of the organization. The action plan needs to be reviewed periodically. Though an 

action plan is always a work in progress. It is not something you can write, lock in file drawers, 

and forget about. Keep it visible. Display it prominently. As your organization changes and 

grows, you will want to continually (usually monthly) revise your action plan to fit the changing 

needs of the organization. 

CHALLENGES AND MITIGATING ACTIONS   

To mitigate something means to make it less unpleasant, serious, or painful. In an attempt to 

identify challenges and strengthen an organization, there are some questions to watch out for. 

These questions will provide a systematic approach to resolving issues before they become 

very problematic. Some of these questions are however, not limited to the following:  

• What obstacles might you face if you had to carry out this activity today? 

• What risks do you see? 

• Which of these are highly likely?  

• Which would have the most impact? 

• To address these obstacles and risks, what mitigating actions could you take? 

In implementing activities and plans for the organization, likely obstacles to be faced need to 

be considered. 

What risks do you see? 

• Which of these are highly likely?  
• Which would have the most impact? 

To address these obstacles and risks, what mitigating actions could be taken by the 

organization? 

COHERENT MANAGEMENT 

Coherent management involves properly and carefully using all the existing management 

functions such as planning, organizing, leading and controlling such that each function links 

to the other in a well-considered manner to strengthen an organization or confront tasks that 

may comprise the values and principles of the organization 

Of the mitigating actions identified: 

• Which actions should be taken?  
• Why are they the right actions? 

To what extent do these “right actions” reflect the organisation’s values and principles?  

Should the values and principles be reviewed? or should the choice of actions be reviewed? 
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REFLECTION QUESTIONS: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Currently, what are some management functions that are missing in your 
organization? 
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
…..……………………………………………………………………………………………
…………………………………………………………………………………………..….. 

 
Make a list of priority activities that should be in your organization’s action plan. 
………………………………………………………………………………………………
………………………………………………………………………………………………
………………….……………………………………………………………………………
…..……………………………………………………………………………………………
………………………………………………………………………………………………. 

 
What are the likely challenges that can work against your organization’s action plan? 
………………………………………………………………………………………………
………………………………………………………………………………………………
………………………………………………………………………………………………
…................................................................................................................................
. 
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NOTES 

Here you can note the most important points for you about this module. You can also write 
down action points for yourself or your group. 
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LEARNING OBJECTIVES 

 

 

 

 

 

KEY CONCEPTS  

RECALL THE DEFINITION OF TEAMS: 

“a group of people collaborating in their professional work or in a particular enterprise or task” 

   “… a small number of people with complementary skills who are  

      committed to a common purpose, performance goals, and  

      approach for which they hold themselves mutually accountable” 

BENEFITS OF KNOWING HOW TEAMS WORK: 

• Better understand and value individual contributions 

• Anticipate behaviour and its impact on the team 

• Helps to balance competences & preferences across the team 

TEAM ROLES 

Members of a team working towards a collective goal may show one or more of three 

different profiles of people, namely: 

i. Action-oriented people. They make remarks like: “I think we should do it this way”, “I’ll do 

it”, “Did we finish that…?” 

Characteristics of action-oriented people: 

Shapers 

• Painstaking, conscientious, anxious.  

• Searches out errors.  

• Polishes and perfects. 

• Inclined to worry unduly 

• Reluctant to delegate 

Implementers 

• Practical, reliable, efficient  

• Turns ideas into actions  

• Organises work that needs to be done 

• Inflexible and slow to respond to new possibilities 

 

MODULE 5: TEAM BUILDING 

At the end of this module, participants will: 

• Understand the composition of teams and benefits of knowing how teams work. 

• Be able to identify the different team roles and their characteristics. 

• Be able to use the understanding of team roles to rightly fill organizational gaps 
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Completer-Finishers 

• Challenging, dynamic, and thrives on pressure.  

• Has the drive and courage to overcome obstacles. 

• Prone to provocation, and may sometimes offend people’s feelings 

ii. Brain-oriented people. They make remarks like: “Let’s look at it this way”, “Did we make 

sure that…”, “This is fascinating…” 

Characteristics of brain-oriented people: 

Planters 

• Creative, imaginative, free-thinking  

• Generates ideas and solves difficult problems 

• Might ignore incidentals 

• May be too preoccupied to communicate effectively 

Monitor/Evaluators 

• Sober, strategic and discerning 

• Sees all options and judges accurately 

• Sometimes lacks drive and ability to inspire others 

• Can be overly critical 

Specialists 

• Single-minded, self-starting and dedicated 

• Provides specialist knowledge and skills 

• Contributes on a narrow front 

• Tends to dwell on technicalities 

 

iii. Collaboration-oriented people. They make remarks like: “That’s a nice idea!”, “Let’s go 

and talk to…”, “Are we all clear on the objectives?” 

Characteristics of collaboration-oriented people: 

Resource investigators 

• Outgoing and enthusiastic 

• Explores opportunities and develops contacts 

• May be over-optimistic 

• Can lose interest once the initial enthusiasm has passed 

Team workers 

• Co-operative, perceptive and diplomatic.  

• Listens and averts friction 

• Can be indecisive in crunch situations 

• Tends to avoid confrontation 

Co-ordinators 

• Mature, confident, identifies talent. 

• Clarifies goals. 

• Delegates effectively. 

• Can be seen as manipulative; may offload their own share of the work to others 
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IDEAL TEAM COMPOSITION 

Is there an Ideal Team Composition? 

No such thing! But…. 

• Too many Action People may want to get different jobs done 

• Too many Brain People will never get the job done 

• Too many Collaboration People may spend too much time making sure that people 

feel good and that they have the right team on board 

What if a gap exists in the team? It’s always good to have a mix of different roles or types of 

roles in the team; this should be the consideration in filling the gap. 
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REFLECTION QUESTIONS  

 

 

Reflection Questions: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Looking at the activities carried out in your organization, what team role strongly 
define you; Action, Brain or Collaboration oriented person? And why? 
…………………………………………………………………………………………………………………………..…
…………………………………………………………………………………………………………………………..…
………………………………………..……………………………………………………………………………………
…………………………………………………………..…………………………………………………………………
…………………………………………………………………………………………………………………………….. 
 

• Make a list of the gaps in your organizational structure; Which team role would 
you suggest for each of these gaps and why? Are there nominees in your team for 
these positions? 
……………………………………………………………….………………………………………………………….…
…………………..…………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………..…
…………………………………………………………………………………………………………………………..…
………………………………………………………………………..……………………………………………………
………………………………………………………………………………………..……………………………………
…………………………………………………………………………………………………………………………..… 
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NOTES 

Here you can note the most important points for you about this module. You can also write 
down action points for yourself or your group. 
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