
Tips, Insights & Tactics 
Everyday Collaboration that Develops Leadership Skills

Whether you are part of a team of 2 or 
20, you need to collaborate effectively 
to produce your best work. Strong teams 
emerge from everyday environments that 
facilitate collaboration. Managers and 
individual contributors alike are part of 
making this happen. 

Collaborate for Success
No matter your role at work, you can make a difference in how well 
your team operates together. By developing team collaboration, you 
also build your personal leadership skills.

Following are some ways that you can do just this, helping both 
yourself and your team.

Adopt the Right Attitude
Just as a cake is more than butter, eggs, sugar and flour mixed 
together, your team is far more than powerful than the sum of  
its individual parts. Keep this concept in the forefront of your 
mind and let the value of the team guide your thoughts and  
your actions. 

Communicate
Proactive communication goes a long way toward increasing 
the efficiency of your business. Don’t just wait for someone to 
ask you when you will finish a particular task. Instead, email 
your manager or colleagues periodic updates. This is especially 
important if another teammate’s work depends in part on yours. 

Leverage all Talents
Every person in a team has something unique to contribute.  
You will be better at some things than other people and vice 
versa — even if you work in the same capacity. Complement 
others on what they do well and let the talents of all shine through.

Let Brainstorming Be the Norm
Take advantage of different viewpoints and opinions. Do not 
hesitate to ask for input whether it be from one person or from a 
larger group. Similarly, make sure you are approachable so that 
others will do the same of you.

A great way to do this is to schedule a brief brainstorming session. 
Have good, clear print-outs available at the meeting to facilitate 
active discussion. 
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Capitalize on Personal Interactions
Working remotely offers many benefits but when you have 
the ability to interact in person with your colleagues, take 
advantage of it. Impromptu conversations in the hallway or 
at the watercooler can go a long way toward building a team 
atmosphere and even making important business decisions.

Share Ideas and Information
Have you read an article or blog related to your business lately 
that you found interesting? Print it out and share it with your 
colleagues — they, too, might find it interesting.

Similarly, if you learn a new tip that makes something easier 
in your office, share it with your officemates. When on the 
road, take advantage of mobile print or mobile scan to email 
capabilities to share information real-time. 

Build a Team, Build Yourself
While there is no “I” in team, you can grow your individual 
leadership skills when you learn how to contribute to good 
teambuilding. 

Every member of a team is responsible for the ultimate success  
that the group enjoys. Pitching in to help each other is important 
but so too is knowing how to create an environment where 
everyone seeks to do their best— in part out of respect for  
each other.

Use our printable certificates this month as a way of building  
up your teammates and colleagues to help make that happen  
for you.
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Click an icon below to share this tip sheet with your social media networks:

Let Us Help You
Acknowledging the expertise or good job of others contributes to a 
positive team atmosphere—exactly what you need to achieve the 
outstanding results your business needs.

Add Xerox® printers and multifunction printers to your team and do 
this with ease. Visit shop.xerox.com to learn more.

Programs Designed for Small Business Needs
Our award-winning printers and multifunction printers give you 
easy mobile printing, scanning to the cloud or email and more. 
You don’t need a large budget to take advantage of these 
capabilities thanks to these leading programs:

•	 The Xerox® Small Office Savings Plan gives you a free printer, 
service and support when you select a technology-as-a-service 
plan for as low as $ 59 per month. xerox.com/smalloffice

•	 The Xerox® Loyalty Rebate Program gives existing customers a 
discount of up to 75% on a new printer and any accompanying 
options. shop.xerox.com/loyalty

•	 The Xerox® Trade-in Program lets you trade in a non-Xerox 
printer and get a rebate up to $ 610 when you buy a new Xerox 
printer. xerox.com/trade-in

•	 The Xerox eConcierge® program gives you free lifetime service 
for all eligible printers when you sign up for automatic printer 
supply replenishment. xerox.com/eConcierge
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