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25 Top Tips to Improve Team Productivity

Team productivity is essential for achieving organizational goals and objectives. Increased output,
improved efficiency, better quality work, greater collaboration and innovation, and increased job

satisfaction are some of the key reasons why team productivity is important for every business.
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Clearly Define Roles
and Expectations
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Clear role definition and expectations are essential for any team to function effectively. When team
members understand their responsibilities and how they fit into the overall project, they are better
able to focus on their work and contribute to the team's success.

Tip #1 Clearly Understand Goals and Objectives

The first step in defining roles and expectations is to clearly understand the goals and objectives of
the project or team. This will help you identify the specific tasks and responsibilities that each team
member will need to take on. For example, if the goal is to increase sales, you'll want to identify the
team members who will be responsible for lead generation, closing deals, and managing customer
relationships.

Tip #2 Assess the skills and Expertise of each Team member

The next step is to assess the skills and expertise of each team member. This will help you identify the
areas where each team member can make the most valuable contributions. For example, if you have
a team member with strong writing skills, they may be best suited for tasks related to content creation
or marketing.

Tip #3 Communication and Collaboration

Defining roles and expectations is not just about tasks and responsibilities, it's also about
communication and collaboration. Team members need to understand how they will work together
and how they will share information and ideas. For example, you may have a team member who is
responsible for managing the team's workflow, but it's also important to have a clear communication
channel for team members to share ideas and feedback.

Tip #4 Flexibility and Adaptability

Defining roles and expectations is an ongoing process, and it's important to be flexible and
adaptable as the team and project evolves. Team members may need to take on different
responsibilities or work together in different ways as the project progresses. For example, if a team
member is reassigned to a new project, you may need to adjust their role and responsibilities to
ensure that the team can still meet its goals.
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Tip #5 Performance Metrics

Finally, it's important to set clear performance metrics for each team member. This will help you
evaluate their progress and contributions to the team and ensure that they are meeting the
expectations set for them. For example, if a team member is responsible for lead generation, you
may set a metric of 10 leads per week. This will help you track their progress and make adjustments
if necessary.

By considering the goals and objectives of the project, the skills and expertise of team members,
communication and collaboration, flexibility and adaptability, and performance metrics, you can
ensure that each team member understands their responsibilities and how they fit into the overall
project. This will help the team focus on their work and contribute to the team's success.

Encourage Open
Communication

Open communication is essential for any team to
function effectively. When team members can
share ideas, provide feedback, and address any
issues that arise, they are better able to work
together and achieve the team's goals. However,
fostering open communication can be a complex
task, and it's important to consider a few key
factors to ensure that the process is as smooth and

effective as possible.

Tip #6 Encourage Active Listening

One of the most important considerations for encouraging open communication is to encourage
active listening. Team members need to be willing to listen to each other's ideas and perspectives,
and to understand how their own ideas and perspectives fit into the overall picture. Active listening
also helps team members to understand and build on each other's ideas, which can lead to greater
innovation and problem-solving.
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Tip #7 Create a Safe and Supportive Environment

Another important consideration is fo create a safe and supportive environment where team members
feel comfortable sharing their ideas and providing feedback. This means creating a culture where
everyone is respected, and where everyone feels that their ideas and perspectives are valued.

Use technology and automation to streamline repetitive tasks and free up your time for more
important work.

Tip #8 Encourage Diverse Perpectives

Encouraging open communication also means encouraging diverse perspectives. Teams that are
composed of people with different backgrounds, experiences, and perspectives are better able to see
problems and opportunities from different angles and to come up with more creative solutions.

Tip #9 Provide Regular Opportunities for Communication

Another important consideration is to provide regular opportunities for team members to
communicate with each other. This can include regular team meetings, one-on-one check-ins, and
other forms of communication like email, instant messaging, or video conferencing.

Tip #10 Lead by Example

Finally, one of the most important considerations for encouraging open communication is for the team
leader to lead by example. A team leader who is open, approachable, and willing to listen to team

members' ideas and perspectives will help create a culture where open communication is the norm.

By encouraging active listening, creating a safe and supportive environment, encouraging diverse
perspectives, providing regular opportunities for communication, and leading by example, team
leaders can foster an environment where team members feel comfortable sharing their ideas and
providing feedback. This will help the team work together more effectively, achieve the team's goals,
and create a more positive and productive work environment.
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Prioritize and Manage
Tasks Effectively
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Effective task management is essential for any team to achieve its goals and objectives. When tasks
are prioritized and managed effectively, team members are able to focus on the most important
work, complete tasks efficiently and effectively, and meet deadlines.

Tip #11 Clearly Define Goals and Objectives

The first step in prioritizing and managing tasks is to clearly understand the goals and objectives of
the project or team. This will help you identify the most important tasks and ensure that they are given
priority. For example, if the goal is to increase sales, then tasks related to lead generation, closing
deals, and managing customer relationships will be given priority.

Tip #12 Assess the skills and expertise of team members

Another important consideration is to assess the skills and expertise of team members. This will help
you identify the areas where each team member can make the most valuable contributions and
assign tasks accordingly. For example, if you have a team member with strong writing skills, they

may be best suited for tasks related to content creation or marketing.

Tip #13 Use Project Management Tools

Effective task management requires the use of project management tools such as Trello, Asana, or
Jira, to keep track of tasks, deadlines, and progress. These tools allow team members to see the
status of tasks, assign tasks, and set deadlines, which ensures that everyone is on the same page and
that tasks are completed on time.

Tip #14 Prioritize Tasks Based on Urgency and Importance

Another important consideration is to prioritize tasks based on urgency and importance. Urgent tasks
are those that need to be completed as soon as possible, while important tasks are those that are
critical to achieving the team's goals. Prioritizing tasks based on urgency and importance helps
ensure that the most important tasks are completed first, and that deadlines are met.
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Tip #15 Monitir Progress and Make Adjustments as Needed

Finally, it's important to monitor progress and make adjustments as needed. This means regularly
checking in with team members to ensure that tasks are being completed on time and to address any
issues that may arise. It also means being flexible and adaptable, and making adjustments as the
project progresses.

By clearly defining goals and objectives, assessing the skills and expertise of team members, using
project management tools, prioritizing tasks based on urgency and importance, and monitoring
progress and making adjustments as needed, teams can ensure that tasks are completed efficiently
and effectively, and that deadlines are met. This helps the team to stay focused on the most important
work, and contribute to the team's success.

Adopt a Positive and
Supportive Working
Environment

A positive and supportive work environment
is essential for any team to function effectively
and achieve its goals and objectives. When
team members feel supported and valued,
they are more engaged, motivated, and

productive.

Tip #16 Encourage Open Communication and Feedback

Providing educational resources is an effective way to showcase your expertise and help prospects
better understand your product or service. Gitomer recommends offering various types of educational
materials to cater to different learning preferences and needs. Create and share informative blog
posts, whitepapers, or e-books that address common concerns or objections. Develop webinars,
video tutorials, or workshops to provide in-depth information on your product or service. Offer free

consultations or product demonstrations to help prospects better understand how your solution can
benefit their business.

Providing value and education is key to overcoming sales objections and achieving sales success.
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Tip #17 Recognize and Reward Team Members

Another important consideration is to recognize and reward team members for their contributions.
This can include verbal recognition, bonuses, or other forms of incentives. Recognizing and
rewarding team members helps to boost morale and motivation and sends a message that their
efforts are valued and appreciated.

When team members feel supported and valued, they are more engaged, motivated, and productive.

Tip #18 Foster a Sense of Teamwork

Another important consideration is to foster a sense of teamwork. This means creating an
environment where team members feel that they are part of a cohesive unit, and where they are able
to work together effectively to achieve common goals. This can be achieved through team-building
activities, regular team meetings, and other forms of collaboration.

Tip #19 Promote Work-life Balance

A positive and supportive work environment also means promoting work-life balance. This means
creating an atmosphere where team members feel that they have a healthy balance between their
work and personal lives, and where they are not overworked or stressed. This can be achieved
through flexible working hours, remote working, and other forms of flexibility.

Tip #20 Lead by Example

Finally, one of the most important considerations for creating a positive and supportive work
environment is for the team leader to lead by example. A team leader who is positive, supportive,
and approachable will help create a culture where team members feel valued and supported.

By encouraging open communication and feedback, recognizing and rewarding team members,
fostering a sense of teamwork, promoting work-life balance, and leading by example, team leaders
can create an environment where team members feel supported, engaged, and motivated. This will
help the team work together more effectively, achieve the team's goals, and create a more positive
and productive work environment.
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Provide Opportunities
for Skill Development




Providing opportunities for skill development is essential for any team to function effectively and
achieve its goals and objectives. When team members are provided with opportunities to improve
their skills, they are better able to contribute to the team's success and grow in their careers.

Tip #21 Assess the Skill Development Needs of Team Members

The first step in providing opportunities for skill development is to assess the skill development needs
of team members. This means identifying the areas where team members need to improve in order to
better contribute to the team's success. This can be achieved through regular performance
evaluations, employee surveys, or other forms of assessment.

Tip #22 Develop a Skill Development

Once the skill development needs of team members have been identified, it's important to develop a
skill development plan. This means outlining the specific skills that need to be developed and
identifying the resources that will be needed to achieve this. For example, you may need to provide
training programs, mentoring opportunities, or other forms of support.

Tip #23 Provide a Variety of Skill Development Opportunites

Another important consideration is to provide a variety of skill development opportunities. This means
offering different types of training and development programs such as workshops, seminars, online
courses, and on-the-job training. This will ensure that team members have a range of options to
choose from and increase the chances that they will find something that is right for them.

Tip #24 Encourage Team Members to take Ownership of Thier Skill Development

Another important consideration is fo encourage team members to take ownership of their skill
development. This means empowering them to identify their own skill development needs and to take
the necessary steps to improve their skills. This can be achieved through regular performance
evaluations and coaching sessions where team members can discuss their progress and set goals for
future development.
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Tip #25 Provide Support for Ongoing Skill Development

Finally, it's important to provide support for ongoing skill development. This means ensuring that team
members have access to the resources they need to continue developing their skills and to apply their
new knowledge and skills on the job. This can be achieved through mentoring programs, regular
training sessions, or other forms of support.

By assessing the skill development needs of team members, developing a skill development plan,
providing a variety of skill development opportunities, encouraging team members to take ownership
of their skill development, and providing support for ongoing skill development, teams can ensure
that team members are provided with the resources they need to improve their skills and contribute to
the team's success. This will help the team work together more effectively, achieve the team's goals,
and create a more positive and productive work environment.

A Bit About Us

Our History

Founded by Brad Sugars in 1993,
ActionCOACH has served thousands of
businesses and their owners worldwide
and in every category imaginable. By
showing owners how to get more time,
better company teams, and more money on
their bottom line.

Visiion and Purpose

We want you to succeed. At
ActionCOACH, every individual within our
team commits to our vision of “World
Abundance through Business Re-education,

purpose “A Coach in Every Business,” so

together we can make a difference.

Making Business Ownership Easy

It is time to make a change... With 98% of clients saying they would recommend ActionCOACH, this
will be a change we are certain you will be proud of when looking back at your business growth.
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A Commitment to C.A.R.E

ActionCOACH clients, whether they be small, medium, or large, will have a desire to have us help
them achieve their goals and be able to take on our commitment to them by returning their
commitment to ActionCOACH. They will be forward-thinking, willing to learn and grow, and willing
to work as a team player in the development of an organization of “people.”

Our clients will be selected more on attitude than size and they will want to deal with us because we
understand people are important, systems should run a company, we offer the most practical, most
applicable, and fastest strategies on growth, and most importantly, because we mean what we say.
We will give people back their spirit and freedom through business development.

Finding a Coach

If you would like to act now and start your business coaching journey with our committed team,
simply reach out to us at actioncoach.com.
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