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It’s Nothing To Sneeze At
How to Get to the Meetlngs

July Program - FREE MEETING!
Our Next Meeting is

July 19, 2007 Please join us on Thursday, July 19, 2007 for
6:30 p.m.—;3:00 p.m. “Adobe Acrobat Tips and Tricks ” by Brook Rice

Peking Chinese Restaurant . . " .
11170-C Magnolia Avenue Please come join us on Thursday, July 19 for “Adobe Acrobat Tips and

Riverside, CA 92505 Tricks ” presented by Brook Rice, our newly elected Membership VP.
(951) 687-4822
Brook will reference the book “Adobe Acrobat 8 HOW-TOs: 125 Essential

Take the La Sierra Ave. exit Techniques!” in this very useful presentation.

off the 91 freeway. The res-
taurant is at the corner of

La Sierra and Magnolia Ave-
nues (directly across from
Carrow’s Restaurant).

So bring your note pads and get the tips and
tricks that can save you valuable time in creating
and revising PDF files.

Specific topics include:

Networking: 6:30-7 p.m. - Using Acrobat to manage review cycles

- Introduction to creating electronic forms
- Commonly overlooked Acrobat features

Dinner: 7-8 p.m.
Presentation: 8-9 p.m.

Attendees are invited to pur-
chase as much or as little as
they desire from the res-
taurant's outstanding menu!

The restaurantalso orers |

tasty vegetarian dishes.

Then we’ll have a drawing at the end of Brook’s
presentation to give this terrific book away to one
of you lucky attendees! See you there!

B ST T and devel::pers, anlfl traEsIa;ors;
Visitors almd gule;ts are al- ( : membership organi- anl)/p?e w gse Wor.I rgla testr?c ni-
ways welcome! No reserva- zation dedicated to advancing the cal information available to those
tions are necessary. who need it.

arts and sciences of technical
communication. It is the largest or-

Chapter meetings are FREE! e _ .
ganization of its type in the world.

Parking is also free!

Society membership provides op-
portunities for ongoing learning and

Its 18,000 members include tech- professional networking. Through

el TS [eeue nical writers and editors, content the efforts of a small, full-time staff
developers, documentation spe- and a large network of volunteers,
Feature Article: cialists, technical illustrators, in- STC pIomeiEs e (LIS $EIEe o

educating its members and industry
about issues concerning technical
communication.

On Forming Teams structional designers, academics,

3

4 information architects, usability
4 and human factors professionals,
4 visual designers, Web designers

Publication Dates
Contact Us

About IESTC Please visit www.stc.org.
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Forming Teams: An Unnatural Act with a Happy Ending

By Mike Sanders
President

Want to perform an unnatural
act worse than getting up in
the morning and going to
work?

Try forming a team.

We've all had bad team experiences. And yet, some
teams work. Which begs the question, “Why do some
teams work and some fail so miserably?”

So let’s look into team dynamics and see what makes
some groups tick and some sick.

Success Stories

While working at a company in the 1980s, | was
trained as a facilitator and team leader and assigned
to cover 20 work teams. During that time, | observed
the following traits of successful teams:

1) The team’s mission was clear--both the goal and
the timeframe to complete the task were known to
all members and were agreed to by management.

2) Team members were carefully chosen. Everyone
on the team wanted to be there and knew why they
were there. They were stakeholders in some way in
the team’s success. And team membership was
kept to 12 or below.

3) All team members had clear roles. The vital roles
(facilitator and team leader) were always covered.
And the non-vital roles (encourager, recorder, and
issue restater) were usually present.

4) Training was provided if team members needed
new skills (e.g., problem solving, communication,
etc.).

5) The team exhibited a high degree of communica-
tion. Meeting minutes were religiously taken and
distributed soon after each meeting. Minutes in-
cluded action items, agreements, conclusions, and
the next meeting date/time/place. Team members
usually communicated between meetings.

6) Attendance was unusually punctual and com-
plete; members really looked forward to the
meetings.

7) There was clear management support. Manage-

ment saw the team'’s activities as a vital and em-
powered the team to get resources and act on
their recommendations.

8) Each team member’'s commitment was not “added”
work, but part of normal job duties.

9) Free thinking was encouraged, ideas were not criti-
cized, and personal attacks were not allowed. This
required strong leadership from the team leader
and encouragement by the facilitator. The environ-
ment was nurturing and mutually supportive.

Errant Teams

Unsuccessful teams exhibited the opposite traits.
Many members attended under duress, the goal of the
team was vague, roles were poorly defined, there was
generally poor communication, and there was a lack of
management support. The failed team’s targets were
usually unrealistic and the work simply added to the
members’ already overburdened workday. Member-
ship, at times, reached close to 20 with a different
complement at each meeting. Team dynamics were
reduced to shouting matches and personal competi-
tion, making the atmosphere caustic. And finally, the
failing team was expected to complete its task with its
current set of skills and resources, however inade-
quate.

Lessons Learned

As a facilitator and team leader, the lesson for me has
been clear: take team dynamics seriously. If a team
tackles a problem or issue, its members must be cho-
sen carefully and then fully supported by management.

The goals of the team need to be clear, and the target
completion date has to be well defined and reason-
able. Resources need to be made available to the
team for the task at hand. And finally, the
facilitator and team leader need to be prop-
erly skilled and disciplined at running a
team. After all, they're entrusted with the
most valuable asset of the company: its




|.ES'I'( The official newsletter of the
Inland Empire Society for Technical Communication

Publication Dates

The IESTC newsletter is published at
least ten times a year. The 2007
schedule is planned as follows.

Members are always welco me to
submit their articles for publication!

July 2007 (Vol. 9, No. 7)
Publication Date: July 9, 2007
Meeting Date: 3rd Thursday

Augu st 2007 (Vol. 9, No. 8)
Publication Date: August 1, 2007

Meeting Date: To be determined

September 2007 (Vol. 9, No. 9)
Publication Date: Sept. 10, 2007
Meeting Date: 3rd Thursday

October 2007 (Vol. 9, No. 10)
Publication Date: Oct. 8, 2007
Meeting Date: 3rd Thursday

November 2007 (Vol. 9, No. 11)
Publication Date: Nov. 5, 2007
Meeting Date: 3rd Thursday

December 2007 (Vol. 9 , No. 12)
Publication Date: Dec. 10, 2007

Meeting Date: To be determined
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About IESTC

We are the Inland Empire
chapter of the international
Society for Techni cal Com-
munication (STC).

IESTC is based in southern
California and covers a large
geographical area, serving sur-
rounding cities such as Red-
lands, San Bernardino, River-
side, Corona, Moreno Valley,
Temecula, Victorville, and Ran-
cho Cucamonga.

Our members include:

Technical writers

Graphic designers

Policy and procedure writers
Technical illustrators
Information developers
Documentation managers
Business analysts

Usability specialists
Multimedia developers

Web designers

Technical editors

Engineers

Instructors and trainers
Technical translators
Proofreaders

And other professionals like
you who are involved in cre-
ating and conveying technical
information.

WWWw.iestc.orqg
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Reference herein to any specific commercia
firm, commercial product, process or service|
by name, trademark, mdaaturer, or
otherwise, doenot constitute or imply its
endorsenent, recommendation, onfaring by
the Society for Technic@ommunication.
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