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Student Success Tips:

Succeeding in Group Projects

Group work is a common aspect of graduate school, even in the online environment. Many
studies show the benefits of group work, such as enhanced communication or professional
skills. Whether you are working on a paper, a presentation, or another assignment, there are
many ways you can improve the way that you work with your group.

To start your group project:
● Have an introductory conversation and create a group contract/agreement. Discuss

group norms, roles, expectations, as well as the assignment format, topic, and timelines.
Have everyone e-sign it to show their commitment and agreement. View this sample
group contract from UC Irvine for some ideas.

● Agree on communication methods that you will use while working on the project - will
you use email? Text message? An iPhone app? Exchange this contact information with
everyone in the group.

Why should you create a group contract or agreement?
● A group contract can outline group member responsibilities, so everyone is clear on what

is expected of them.
● It specifies expectations for timeliness, attendance, and respectful communication, as

well as the consequences/repercussions for not meeting expectations.
● As a bonus, this will give you relevant practice to build on your professional skillset.

Assign roles for each group member. There are many ways to organize your group, but here are
some suggested roles:

https://teachingcenter.wustl.edu/resources/active-learning/group-work-in-class/benefits-of-group-work/#:~:text=Group%20work%20creates%20more%20opportunities,and%20other%20professional%20development%20skills.&text=All%20of%20these%20skills%20are,the%20classroom%20and%20the%20workplace.
https://teachingcenter.wustl.edu/resources/active-learning/group-work-in-class/benefits-of-group-work/#:~:text=Group%20work%20creates%20more%20opportunities,and%20other%20professional%20development%20skills.&text=All%20of%20these%20skills%20are,the%20classroom%20and%20the%20workplace.
https://cns.utexas.edu/images/CNS/TIDES/teaching-portal/Examplegroupcontract.pdf
https://cns.utexas.edu/images/CNS/TIDES/teaching-portal/Examplegroupcontract.pdf


● Group leader/facilitator - have everyone agree to this person being the leader. This
person could add meetings to everyone’s calendar, do the bulk of the outward
communication to the group, and finalize and submit the assignment. This person takes
the lead on organizing the group contract, in collaboration with the other team members.

● Resource Manager - this person can set up the Google Hangouts, Zoom, or Skype link
for meetings. They can collect needed supplies and information, such as research
articles. They can also manage the Powerpoint if you are using one. They ensure that
the project is not plagiarized.

● Task Manager - this person is responsible for keeping everyone on track. They help
break up the project into smaller pieces and organize deadlines and due dates for the
smaller assignments. They follow-up with group members to ensure everyone is sticking
to their assigned tasks and timelines. They address any violations of the group
contract/agreement.

● Timekeeper/Notetaker - this person can help create the agenda for meetings. They can
also take notes during all group meetings, and ensure that the conversation is staying on
track. They are responsible for sharing the notes with everyone after the meeting and
ensuring that all agenda items are addressed.

What do you do if a group member is not doing their share of the project?
● Address it with them as soon as something happens; don’t wait.
● Be honest with a group member if they are not meeting your expectations. Set up some

time to meet with them via Zoom or the phone to express this; use email only as a last
resort.

● Phrase information in i-statements such as “I need your help” instead of saying “you’re
not doing this”.

● Remind them of the contract and the consequences that they agreed to. For example,
“you committed to having this part done by Thursday, or else we will not be able to
finalize our rough draft by Friday”.

● Don’t address problems regarding group members with the professor before you’ve tried
to work them out with your group members first.

Other General Tips:
● You do not have to be best friends with, or even like, your group teammates. You just

have to complete an assignment with them. Be professional and polite.
● Be flexible when scheduling time for your group members to meet. Everyone has

different things going on in their personal lives, so it is important to agree on a time that
works well for everyone.

● Keep your group members updated if you need help or think that you will not be able to
honor one of your commitments. Come prepared with a back-up plan.

● Keep tasks and responsibilities as evenly distributed as possible, even if someone is
willing to do more work. This will ensure that everyone does a fair share of the
assignment and that it is truly a collaborative, group project.

https://www.thoughtco.com/how-to-be-a-project-leader-1857127
https://teamdeck.io/project-management/resource-management-guide/
https://www.smartsheet.com/15-free-task-list-templates
https://cfe.unc.edu/leadership_old/managing-meetings/facilitator-recorder-and-timekeeper-roles/
http://usualerror.com/e-book/i-statements/


● View sample group member rubrics and assess yourself and your contribution to the
group frequently to get an idea if you are being a good group member. Self-reflection is a
crucial part of your personal and professional development.

https://www.northwestern.edu/searle/docs/History%20and%20Philosphy%20Self%20and%20Peer%20Evaulation.pdf

