
 

 

Group work 
What’s the point of group work? 

While you’re studying for your degree you’ll probably be thinking about the career (or careers) you’ll 

have later on.  One thing that employers want to see in graduates is the ability to work as part of a 

team.  That flows through to other employability characteristics like communication, problem 

solving and planning skills.  Group work assessments help you develop and hone those skills to show 

off once you’re in the workplace.  

 

Making group work work for you  
  

1. Get to know each other

2. Agree on a team charter

3. Be organised

4. Understand the different roles in a group

5. Reflect on group processes regularly
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Expectations can vary within the Group 
• All members of the group will have different goals for the standard of work they want 

to achieve, how often they should meet, the quality of the work submitted, and so on.  
• During the first meeting, agree as a group about the grade you are aiming for. 
• Agree about how many meetings you’ll have and their duration, etc.  
• Discuss how you would like the group to work together. 
• Make rules for discussions.  
• Construct a timeline, showing meetings, deadlines, etc. 
• Identify roles so that everyone knows what each member is responsible for. 
• Agree on penalties for missing meetings or deadlines.  

 
 
Making group decisions 

• All groups need to go through the important “get to know you stage” where you need 
to build common ground and trust—this takes time and initially making decisions can 
take time.  

• Recognise that some additional background knowledge (e.g., relevant reading and 
research) may be needed before a decision can be made—and this also takes time.  

• Keep minutes of each meeting so you can track the decisions made by the group. 
 

What to say to help the decision making process 
• Are we all ready-to make a decision on this?  
• Here's my understanding of what we are trying to accomplish... Do we all 

agree?  
• What would help us move forward: More data? Resources?  

 
 
Allowing everyone in the group the opportunity to speak 

• From the first meeting, get into the habit of making time for every individual to make 
regular contributions.  

• Formally nominate roles for individuals (Chairperson, summariser, questioner, etc).  
• Make these roles rotate each meeting so that one every group member gets to 

experience each role.  
 

What to say to allow all members the opportunity to speak  
• Let's go around and see where everyone stands on this.  
• Let's take a few minutes to hear everyone's suggestions about how this 

process might work better and what we should do next.  
• Let's check in with each other about how the process is working: Is everyone 

contributing to discussions? Can discussions be managed differently so we 
can all participate? Are we all listening to each other?  

• If you recognise that you are dominating the discussing, set a goal for 
yourself to be intentionally quiet, or pause for longer before you speak to give 
others more time to respond.  

• Engage in constructive criticism about important points rather than engaging 
in any type of personal criticism.  
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Staying on Task 
• From the first meeting, get into the habit of both expecting and allowing the 

Chairperson to keep the group on task and work-focussed.  
• As an individual, be disciplined so that you only contribute relevant additions to the 

group discussion—stay task-focused yourself!  
 

Examples of what to say to keep the group on task 
• Can we go back to where we were a few minutes ago and see what we were 

trying to do?  
• Is there something about the topic itself that makes it difficult to stick to?  
• We only have one hour today, let’s try to stay task-focused.  

 
Managing time 

• Carefully plan a timeline as a group.  
• Carefully monitor your group’s progress with written records to monitor group 

progress 
• Touch base with your tutor about your progress to check you are keeping pace with 

expectations.  
• Ask what needs to be done before we can move further ahead? Are we rushing this? 

 
 
Getting along with each other 

• Some form of conflict usually erupts in group work. Be prepared for it and ready to 
resolve it—do not ignore it.  

• Be respectful at all times.  
• Focus on the issue, not on personal attacks.  
• If you are the person experiencing the conflict, be prepared to reconsider your own 

view, if it is needed and if it is in the groups’ best interests.  
 

What to say to minimise conflict in the group 
• So, what you are saying is... How is that related to the work here?  
• Let’s agree on a time limit for this discussion, and then we will move on  

 
 
Solve problems before they start 

LISTEN. Listen, listen, listen. Then listen more! 

• Observe individual behaviour and the group dynamic. 

• Notice body language and expressions, as well as listening to tone of voice when 
someone is speaking. 

• Consider what is not said/done too. 

• Modify your own behaviour to elicit the best from others. 

• Address difficulties early and clearly, and agree action.  
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