
 

 

Team Leader job description 
 
Description -   

People working as team leaders act as motivators and decision makers among a 

specified group of company personnel. He or she must ensure that the group is 

working efficiently and in unity. These individuals are employed in numerous 

industries and scenarios including, Duties involved with this post include training 

new team members, allocating jobs and workloads, scheduling, completing team-

related paperwork and communicating with managers and senior-level staff 

members. Some leaders may be required to order supplies and take care of some  

basic financial and promotional duties. 

 

Qualifications depend on the industry and specific posts, although all applicants 

should have robust interpersonal and team working skills, in addition to solid 

decision-making abilities and the ability to multi-task effectively. 
 

Team leaders are in charge of work groups. They assist in the coordinating and 

motivating team members. These leaders use their skills to match the best-suited 

team member to a particular task. They motivate members so that they meet 

deadlines, work productively, and resolve any issues effectually. Team leaders 

must be effective, to ensure the success of the team. 

 

The specific functions of a team leader are dependent on the team, the purpose, 

the task, the duration, and the type of job. They delegate responsibilities. In 

delegation, they are responsible for checking on the quality, progress, and 

outcome of the bookings. 
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Even though team leaders may work normal business leaders, they sometimes 

work overtime or extra shifts, depending on the industry.  

 

Team leaders may: 

• Assist department managers 

• Prepare reports, budgets and assessments 

• Contact and foster client relationships 

• Manage team performance and progress 

• Coordinate, attend and lead team meetings 

 

Skills 

• Be a team player 

• Have excellent leadership and managerial skills 

• Be able to make solid business decisions 

• Be professional, and positive 

• Have integrity, initiative and focus 

• Prior managerial experience 

• Be able to think, communicate and present information effectively 

• Have good coping skills 

• Be able to motivate self, team or staff 

• Be able to use computer or IT equipment proficiently 
 

Team leaders need not only the aptitude for leadership, but the capabilities as 

well. companies provide in house training programs in leadership development 

and supervisory management. This helps prospects to develop such expertise as 

project management, planning, time management, motivation techniques, and 

team psychology. Prior management, leadership, supervisory. 

 

 

 

 



 

What Is a Team Leader? - Description, Role & Responsibilities 

Team Leader 

A team leader is someone who provides direction, instructions and guidance to a 
group of individuals, who can also be known as a team, for the purpose of 
achieving a certain goal. An effective leader will know her team members' 
strengths, weaknesses and motivations. 

Roles 

Team leaders serve various roles in an organization. Their job is to get tasks done 
by using all of the resources available to them, including other employees or team 
members. Below is a list of some important roles a team leader must often take 
on: 

 Develop a strategy the team will use to reach its goal 
 Provide any training that team members need 
 Communicate clear instructions to team members 
 Listen to team members' feedback 
 Monitor team members' participation to ensure the training they are being 

provided is being put into use, and also to see if any additional training is 
needed 

 Manage the flow of day-to-day operations 
 Create reports to update the company on the team's progress 
 Distribute reports to the appropriate personnel 

 

 

 

 

 

 



 

Three Roles Of Leaders: Understanding Leadership 

Three Roles of Leaders 

Leaders have to do different things depending on their areas of activity, roles, and 
responsibilities, as well as on their own desires and goals. The three tasks are 
common: envisioning, aligning followers to their vision, and ensuring execution. In 
all three roles, influencing remains the core skill. 

Envisioning 

The leader envisions the organization in the future, i.e., what will the organization 
be five years or ten years from now? This is the dream for the future organization: 
"the vision." The vision may be made more specific by formulating a mission. 
Envisioning essentially is dreaming, and dreaming requires imagination. A leader 
who is highly imaginative, intuitive, and creative envisions spontaneously. But 
many are strong analytical thinkers, and for them dreaming may be difficult. They 
have to depend on others-insiders and outsiders-to translate their dreams. 

Aligning People toward the Vision 

For implementation, the leaders vision has to become the vision of followers-a 
shared vision. For this, the leader has to involve others and also involve them in 
the mission. The leader influences top management and key people of the 
organization through his or her skills and charisma. These key people, after 
internalizing the vision and mission, start converting others and aligning them 
toward the vision and mission. 

When influencing people, four types of strategies are frequently used: 

 Rewards: This strategy uses some rewards, tangible or intangible, for 
making people agree or do what the leader wants them to agree to or do. 

 Reason: The leader tries to convince others or accomplish tasks by using 
rationale, logic, facts, and figures. Leaders explain the reasons for 
accomplishing the task or reaching an agreement. 

 Relationships: A leader using this strategy focuses on the interpersonal 
needs, specifically the emotional needs of followers. The leader remains in 
the position of follower and tries to feel or experience the same feelings, 
reactions, and responses. Using the interpersonal needs (inclusion, control, 
and affection) (Schutz, 1967), the leader wants to gain the acceptance of 



the followers. These leaders use emotional intelligence and empathy 
extensively. 

 Group Appeal: This is a very powerful strategy used by visionary leaders. 
They identify a powerful super-ordinate goal and try to convince and invite 
followers to accept and align themselves with it. The charisma of the 
leader, as well as his or her visibility and credibility, help a lot. 

Ensuring Execution 

This leadership task is essential for actualizing the dreams. The leader specifies 
tasks, activities, and targets that must be carried out for achieving the vision and 
mission at different levels and by different groups. Agencies that will carry out the 
tasks are defined and spelled out clearly, as is a time frame. Once the activities 
are assigned to the appropriate people by the leader, he or she uses various 
strategies and styles to be sure the tasks are completed. 

 


