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ABSTRACT 
One of the most important tools for success in the 

workplace is a great team.  And it is the leader’s job to 

create that team.  This interactive seminar is designed 

to give leaders a seven-step process they can use to 

put together a harmonious, effective team that can 

make great things happen. 
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Before you can build an effective team, you must  

____hire_________  the ____right_________   

___people_______ for the ___right_______________   

____roles_____. 

 

This is accomplished by paying attention to four things: 

Make sure the role fits company mission/vision values 

Interview only those that match the profile of the role 

Profile the type of person that can succeed in the role 

Hire the one that most closely matches the role 

 

The first step to build and lead an effective team is:  

____overcommunicate_______ 

 

How much of each day do we spend communicating?  _____75%______ 

How much of each communicated message is non-verbal?  ___93%______ 

How much of each non-verbal expression consists of body language?  ____55%_____ 

How much of each non-verbal expression consists of tone of voice? ___38%____ 

 

The four types of business communication to be aware of in the workplace are: 

Verbal 

Non-verbal 

Written 

Electronic 
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To assess communication skills during an interview, pay attention to which eight characteristics? 

Tone of voice Level of interest and engagement 

Posture Confidence 

Body language Honesty 

Comprehension Defensiveness 

 

 

The second step to build and lead an effective team is:  

_____establish expectations___ 

 

This step includes which three actions? 

Set ground rules 

Communicate goals 
 

Define desired culture 

 

Toxic culture is characterized by what four things? 

Feeling disrespected 

Unethical behavior  

Abusive managers 

A cutthroat enviornment 

 

Notes: 
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What five things make a great team culture? 

Good communication 

Knowledge sharing 

Cooperation and collaboration 

Support 

Trust 

 

The third step to build and lead an effective team is creating a culture of  

___trust____ and _____respect_______. 

 

What are six ways you can build trust in a team? 

Enlist commitment Promote integrity 

Elicit sincerity Praise competence 

Expect reliability Showcase consistency 

 

Notes: 
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What are six ways you can build respect in a team? 

Display it with body language 

Showcase each member’s value 

Listen to and value the ideas and opinions of others 

Let the team know of upcoming change 

Treat everyone with courtesy 

Be fair 

 

The fourth step to build and lead an effective team is ___foster______  

 

great team ___relationships____ and can include these three  

 

action items: 

Mentorships and partnerships 

Superpowers 

Cross-collaboration 

 

What is a mentor and what are the impacts of mentorships on retention? 

 
An experienced, knowledgeable co-worker 
who is willing to help develop another 
team member, by giving advice, sharing 
wisdom, teaching, and more. 
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What is a partnership in a work team? 

Having team members form bonds to share information and ideas 

Allowing in-person team members to be a bridge to remote team members 

Individuals across department/division/functional lines 

 

What questions can help team members identify their superpower? 

What’s your passion? 

What are you known for? 

What do you do better/differently than others? 

What do others say is your strength? 

What do others always ask you to do? 

 

What are the steps necessary to establish great cross-collaborative relationships? 

Set clear goals 

Assign a team leader  

Define roles and responsibilities 

Assemble a diverse team 

Create workflows 

Promote accountability 

Establish metrics 
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The fifth step to build and lead an effective team is to  ___advocate___  

__emotional_______   ______intelligence_____, and it includes four  

 

action items: 

Team members understand themselves 

Team members understand each other 

Team members are able to handle interpersonal relationships well 

Team members understand what is expected of them 

 

What percentage of success is attributed to IQ?  ___10-25%__  To EQ?  _____75-90%______ 

 

The sixth step to build and lead an effective team is to use __positive______   

__reinforcement___, and can include which four action items: 

 

Public praise; private redirects 

Celebrate accomplishments 

Use different, individual-focused rewards 

Use the “Five Motivation Languages” 

 

Notes:  
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What are the five motivation languages? 

Words of Affirmation 

Quality Time 

Acts of Service 

Gifts 

Physical Touch 

 

The seventh step to build and lead an effective team is to  

 

___purposefully____ include ___diverse___ team members.   

 

What can this include? Different… 

 

Expertise 

Experiences 

Culture 

Opinions 

Approaches 

 

Notes: 
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The BIG SECRET: Leading by example!  What 20 items can you do to lead by example? 

Use collective knowledge Promote good planning 

Respond, don’t react Display confidence 

Take smart risks Hire the best people 

Know actions speak louder than words Focus on sustainable success 

Focus on solutions, not blame Be a big picture person 

Play well with others Be determined but flexible 

Be generous with recognition Hold yourself accountable before others 

Share credit Do not micromanage 

Be quick to praise and slow to criticize Practice consistency 

Have laser focus Focus on strengths 

 

What must a leader of virtual/hybrid teams remember? 

 
Must manage for results. 
 
The completed product is the indicator of success. 
 
The focus must be on quality, quantity and timeliness. 
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What are ways you can involve your virtual/hybrid team members? 

 
Use virtual icebreakers, water coolers, coffee houses, knowledge spaces. 
 
Meet in person when possible. 
 
 
 
 
 

 

How can you help all team members survive in a virtual/hybrid environment? 

Put on work clothes Hydrate 

Move 5 minute per hour Use the 20/20/20 rule 

Stretch Stand 

Hide self-view Change your environment 

No multitasking Switch to phone calls/emails 

Establish “no virtual” schedule blocks Keep work and home time separate 

 

The number one thing that works best with all virtual/hybrid teams is:  ___trust__  your __team_____ 

Notes: 
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Wrap-Up 

Congratulations on completing Talent Management: Building and Leading a Team.  You now 
understand the seven steps that can help you successfully create a great team, and you know 
that the big secret is to lead by example. 
 
Please remember that as humans, we do not remember much unless we put it to practice and 
use it on a regular basis.  So, practice when you return to work!  Tell someone in the office 
about the new concepts you think would be most useful.  Implement new strategies to shore 
up areas where your organization has shortcomings. 
 
If you have any questions about the material contained in this seminar, please contact Dr. Holly 
using any of the contact points listed below. 
 

 
 
Happy Leading! 
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