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Executive Summary:

This report clarifies the features of different types of communication and its importance.So continuous organizational success be ensured.It also identify and explain about the two- way communication model showing verbal and nonverbal communication. Merit and demerit of communication been discussed by the help of different models and theories. The given case study has considered and conjunct with communication models and theories such as Tuckman and Belbin theory. Effective communication is essential for developing team work. The purpose of this report is to inspect, scrutinise, analyse, evaluate and conflicting effective team work and communication from the given case study through reasoning action plan, responsibilities and recommendation to introduce, maintain and resolve the issues related to business communication effectively implement within the workplace for success.






















Introduction:

Communication is the skill and the process where information and views has been sent and received. Effective communication is the core area of any organisation having high impact. To maintain effective team communication skills is highly required .It is very important to working in a team to solve problem to achieve collective organisational goal. Communication performs team work. It is essential to learn how to communicate effectively. So in order to identify and discuss more about effective communication and team work within the case study of toy store. Group dynamic, team work and communication skill have discussed in this report. This report has analysed the given case study with appropriate findings and recommendations. Group dynamics mentions the impact of selecting skill and roles of the group member to run the group effectively. This report explain the importance of effective communication for getting continuous success of the organization. Verbal and nonverbal communication has explained with advantages. Team work is process to collaborate a group of people in order to achieve organizational objective. Team work refers the collaboration of people to cooperate by using individual skill and constructive feedback without personal conflict. Team work and communication skill are mutually exclusive to achieve organisational success. In given case study researcher identifies different communication issues, problems and conditions which impact on effective team work within the organisation. These issues also the obstruction for team work success.

 This report has discussed the model of two way communications. This report has explained the effective methods of communication for this particular case studies. Tuckman and Belbin theory has discussed in this report to support this case study for preparing and managing proper team culture in this report. This report will provide understanding, appreciation, academic output, theoretical model and recommendation for new business.






Main body:

Importance of effective communication (verbal and non-verbal) for the continued success of the organization): Communication a process to transfer information from one place to another place or one person to another Communication plays a vital role between manager and employees to get organisational success. For every communication, sender and receiver are essential component. Information or message is transferred by different mode by using communication skill.  Verbal and non-verbal communication are the mode of communications.

(Robbins, 2017).
[bookmark: _GoBack]
Verbal communication:

Verbal communication involves the usage of word to transfer the message or information. It can be one to one or group communication. Word is the base of the language, it merely helpful to express feeling rather than expression. Technology also help to carry on verbal communication. It helps to fill up the gap of physical distance. Storytelling, direct conversation, writing conversation, social media, email, oral communication, meeting are common mood of verbal communications. According to studies, it is important for the sender to manage the tone to sending information to avoid of losing real meaning of message. 

Important of verbal communication for organizational success:Following attributes are achieved by promoting verbal communication in workplace. 

Clarification:Communication convey knowledge. Clarification is the significant features of verbal communication. Sender has the scope to clarity the information to the receiver. So there is little room of misunderstanding in this communication process. Manager can provide more precious information to the subordinate, which also leads organizational success.





Correction:
In verbal communication, there is an option to correct the misinformation and it is easier to detect any misinformation. 


Better relationship in workplace:Manager and subordinate can transfer their plan, feelings and plan more preciously and clearly inverbal communication. It promotesbetter relationship in workplace. 
Responsibility build-up: Email, written document, written legal document, written report, and presentation provides more formal character to carry on responsibility efficiently. 

Non Verbal method of communication:
Communication by sending and receiving wordless communication is the process of non-verbal communication. In most of the case, feeling and thought are conveyed by this process to give strength of verbal communication.  Body language, Physical expression, visual communication, gesture are common moods of non-verbal communication. There is no exact way of this mood but sender and receiver must careful about actual meaning of information.
Important of verbal communication for organizational success:Following attributes are achieved by promoting non-verbal communication in workplace. 

Motivate the employee:Study showsthat Employee motivations is increased by using positive body language gesture. It is ultimately support the manager to organizational success from employee. 
(Bratton, J.2015)

Improve soft skill of employee:It is healthier to express thought and feelings indirectly rather than verbal communication organizational to avoid conflict and achieve organizational goal. This mood of communication helps manager to convey their thought and felling to the employees by using soft skill.




2.2 The importance of two-way communication (by using model)
Two-way communication is the process when the receiver sends feedback or response to the information of the senders. In this process, sender ad receiver communicate in both way. In two-way communication process, the sender first transmits the message to the receiver. After receiving a message, the receiver decodes it and then sends back his or her reaction to the sender.

The model of two-way communication:

In this model, an individual or a group express (sender) an idea to another group or receiver. 
Firstly, sender sends the information or message to recovery using appropriate communication mode. The information can be sent by verbal or nonverbal mode.Secondly, the receiver receives the information or message from the sender. Finally, after decoding the message by the receiver, then receiver send back to the feedback to the sender about understanding of idea. It is important that, communication is inefficient without proper understanding. 

[image: See the source image]

Figure:Two way communication model.





Importance of two way communications:
The following points highlight the importance of two way communications:
Ensuring smooth how of information: In two-way communication, the receiver can directly express his response with regard to the message he received. As a result, smooth flow of information occurs in both directions.
Providing acknowledgement: In two-way communication, sender sends information to the receiver and receiver gives his response or answer to the sender. In this way, two-way commutation acknowledges the reception of message by the receiver.
Implementation of directions: In the organization, superiors convey various orders, instructions, policies, procedures etc. to the subordinates. If subordinates fail to understand any instruction, order or policy, two-way communication allows them to ask for further clarification. Thus, two-way communication helps implementation of superior’s directions.
Encouraging suggestion form employee: In order to enrich organizational plans and policies, management should encourage suggestions from subordinates. Such encouragement is possible when there exists two-way communication channels.
Increasing job satisfactions: Two-way communication provides employees with a means to convey their complaints, attitudes, feelings, interests and opinion to their superiors. Afterwards, superiors can take necessary steps for well-being of the employees. As a result, job satisfaction of the employees increases.
Creating democratic environment: In two-way communication, both communicator and receiver can freely express their feelings, ideas and views. This mutual exchange of information creates a democratic environment in the organization.
Overcoming ambiguity: Two-way communication is also very useful to overcome any confusion or ambiguity regarding the message as it allows the receiver to convey his response.


Creating congenial relationship: Congenial relationship between workers and management is essential to achieve organizational goals. In order to create such relationship, management must listen to the opinions and views of employees. Two-way communication makes it possible.
Creating informal relationship: Another positive aspect of two-way communication is that it enhances informal relationship between sender and receiver. Since two-way communication allows both the participants to exchange whatever they think, they can develop a sense of mutual understanding. The result is a better relationship between them.
Increasing effectiveness of communication: Effective communication depends on proper understanding of message by both sender and receiver. Through two-way communication, both parties can evaluate each other’s opinion and thus can increase effectiveness of their communication.
Increasing efficiency: Two-way communication also positively contributes to the efficiency of the receiver. In this communication, the receiver can seek clarification and analysis of sender’s message that ultimately increases his knowledge, understanding and efficiency.








2.3. Effective method of communication for propose case studies:
Finding, action plan andrecommendations for verbal and non-verbal communication:

· In the given case study, the stock room staff in nightshift work without physical present of any line manager. Management is unable to communicate non-verbally with those staff. It obstructs the motivation of the employees. So, the management should establish and accommodate proper way of verbal communication e.g. email, written document, and letter   to transfer information and get feedback.
· Since most of the employee are part-time in this store to work different shift from 8.00 am to 10.00pm with different manger.  So they work under different reporting line manager. It is an obstacle to build firm non-verbal communication. Since they are with different line manager. They are getting different thought and feelings.   So this organization should maintain schedule to promote more engagement with manager employee.

Finding, action plan andrecommendations for two-way communication:
In this given case study, lack of two-way communication is observed in manage employee relationship. 
· Information flows in two way in two-way communication, information. Sender send information and receiver get back with feedback. So it is a complete process.  There is less chance to make misinterpretation of information. This practice is essential to achieve organizational success for the given case of studies. Since they have not any formal framework for running smooth business. 
· Since this organization is expanding their business they should send clear information to the staff to carry on organizational success.
· Two-way communication plays vital role in improving organizational performance. This is the only complete communication process. For this reason, the organization of given case study must exercise two way communication.  



2.4 Application of team work theory (Tuckman and Belbin) can improve teamwork in the organization.
Team is essential for all work setting.  Tuckman and Belbin theory are fundamental theory to develop an effective team. 

Tuck man theory (1965).
Tuckman theory is consisting by five steps by emphasizing team involvement. The stages of this theory are:

	Name of the stage
	Activity description 

	1.Forming
	This is the initial stage to gather all group member. 

	2. Storming 
	In this stage team member feel the sense e of working in a group. But they are not emotionally commented in this stage. Conflict is common in this stage. It also leads loss of performance. 

	3. Norming
	Clarity of the group member is come in this stage by establishing ground rule. 

	4. Performing 
	This stage the team member perform in best manner. 

	5. Adjourning and reviewing
	This stage task being completed ad team being dissemble












Belbin theory:

This theory develops for building more balance team. Belbin characterize nine team role in the team describe below: 

	Overall 
	Belbin Role 
	Description

	Acting
	Implementer
	They are well organize to make the basic idea in practice

	
	Shaper
	They have energy to shape the action and take challenge

	
	Completer 
	They are reliable to carry on task. 

	Problem solving
	Plant 
	They solve difficult problem with creativity. 

	
	monitor
	They always see the big picture of objective. 

	
	Specialist
	They have key skill to solve any problem. 

	People
	Coordinator
	Lead everyone to carry on the work. 

	
	Team-worker
	They are good listener. They take care indicial and team. 

	
	Investigator 
	Explore new idea with enthusiasm and networking skill. 







Findings, action plans and recommendations for team work


Findings: Team work is essential for all work setting. In the following case study, there is no structured teamwork is involvement.  They can share the workloads with colleagues. It also diminish the efficiency of workplace. Since the staff works on the, it is a crucial problem when any staff get sick. Without teamwork it is impossible to cover the shift of sick staff.

Action Plan:Since one of the staff is off for long time sickness, it is not possible to cover his or her assigned duty without team work. This absent employee’s work is unattained without team work. They should start practice team work.

Recommendations:Tuckman theory will help the manager to accomplish the objective by team work in the given case. Since, this theory support to form a group by encountering problem in different stage. After establishing a team this organization can apply Belbin theory to improve the performance of team worker by segregating employee in the team according to their role. 
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