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Best Practices to Communicate as a Team  
 
Talk-Do-Evaluate: Spend time communicating to make sure all team members are on the same 
page, then go right into action items, and evaluate next steps.  
 
Remove Assumptions: We often get caught up in our priorities or ideas; we forget to ask 
questions or push boundaries. As a team player, eliminate any assumptions. Ask clarifying 
questions, and push your team to think outside the box when faced with a challenge.  
 
Clarify Roles: Make sure you know what each person is doing and how it is impacting the 
organization. Role clarity is often overlooked and holds team members back from their full 
potential. When roles are not clear, it is difficult to keep people accountable. Identify handoffs 
and know which departments are impacted by your actions.  
 
Be Transparent: Break down the walls and take time to share information with your team. 
Withholding information can be due to time constraints, pride, or lack of trust. Creating more 
transparency with your team will help solve problems faster and move forward with solutions 
that are profitable for the organization.  
 
Ask for Help: Oftentimes, it is hard to ask for help. Asking for help is not a sign of weakness. 
Utilizing someone else’s strengths can help you solve a problem or address a challenge that is 
costing the team/organization money. By asking for help you are increasing trust and 
communication in your team. Break down the walls when you are being challenged and ask your 
colleagues for help. Take the time to reach out.  
 
Hold Each Other Accountable: To increase accountability in your team, it is important to 
define the roles within the team. It is not about the titles, but more about what strengths each 
person brings to the table. Think about what you are responsible for and how this impacts your 
team. Holding people accountable also helps remove any element of blame.  
 
Break Down Walls: In an organization, if one department suffers it can easily impact the entire 
organization. Share information and check in with each other to create a win-win situation for 
everyone. Proactively share what you are doing and how it can benefit another team member. 
Often times, the solution comes from building off someone else’s ideas.  
 
Cross-Communicate: Map out time to do this in your meetings. For example, give each person 
one to two minutes to talk about successes and challenges. Have someone else in the group recap 
what they said (bullet point statements), so the group stays engaged. This might do the trick to 
increase active listening in your group. Be open to others giving you constructive feedback or 
asking clarifying questions.  
 
It is important to share information, as well as listen to each other. Oftentimes, we get so busy 
that when we think something is not relevant to our jobs, we disengage and work on something 
else. By doing so, we are missing out on valuable information that could help us be more 
successful.  


