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Executive summary
The following assignment is presenting Effective Teamwork and Communication theories within the workplace. Nowadays as technology leaps forward at an increasing pace, clear, effective, constant, communication is essential for the team performance. The report covers Application of Teamwork Theories (Tuckman and Belbin) and Importance of two-way Communication (verbal and non-verbal. There are 5 stages in Tuckman Team Development Theory. Forming where team gets to know each other, no clear goal. Storming where selling and conflict occurs, leader and team- worker mitigates the damage. Norming where common goal and collaboration sets in. Performing when team supports each other and delegation takes place. Adjourning, bittersweet when recognition and reward is being implemented by the leader, resource investigator creates connections/social events. Team members evaluation based on Belbin 9 team roles theory helps designating team roles and jobs within the organisation. For a team to be performing all 9 team roles have to be covered, if one or more roles are missing existing members have to fill in the missing roles, even if they will need to rotate in the missing role position. The 9 Belbin roles are: Team-worker, Resource Investigator, Co-ordinator, Plant, Monitor Evaluator, Specialist, Shaper, Implementer and Completer Finisher.
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The following report was requested by Melanie Squire, lecturer of Skills for the workplace level 4 as part of the Effective Team Working and Communication module at University of Wales Trinity Saint David. To maintain a coherent performance over the whole of the collaborative endeavour, team members must maintain high levels of communication (Oxlade, 2016). For the team to be successful, each member has to rely on the other members. They must have regular meetings for them to be able to manage challenges, make choices, communicate, and plan their future work. Using teamwork theories (Tuckman and Belbin) to increase workplace teamwork will be the focus of this report. Second, we'll talk about the importance of two-way communication. It will also be explained that excellent communication (both verbal and non-verbal) is critical to the organization's success. Andrea Jones is appointed Head of Social Services after previous leader resigned due to poor department performance. Since the pandemic workers are reluctant to return to office and absenteeism is high. After Andres Jones and HR department stabilise the teams they try to increase their performance using Effective teamwork and communication theories. 
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Tuckman studied teams from the time they were formed until they finished a project. His research helped him figure out four stages of team development: forming, storming, norming, and performing (Salas, Goodwin and Burke, 2012). The nine Belbin Team Roles describe different ways to contribute to and be a part of a team. They are based on Belbin's observations of many other groups. The theories of Tuckman and Belbin can be used to help improve teamwork in the given case study.

Forming Stage
It's been too short a time for the eight teams to provide Team Role comments on one another; thus, they must learn each other's strengths and flaws using Belbin terminology. Completing a Team Role Circle may show the team's role allocation in a captivating visual way (Tompkins, 2015). In order to bring the group together and identify how each member can best serve the group, a skilled Coordinator is required. Some team members can avoid discussing difficult issues out of fear of causing confrontation. For Andrea Jones, it is essential to keep in mind that despite the pain that team members may feel during disagreements, this phase of the process is crucial to your team's success. Completers, Finishers, and Specialists may compress broad issues too quickly to a specific or in-depth level.

Storming Stage
In Belbin terminology, the 8 teams require individuals who can serve as Plants to generate new ideas and Monitor Evaluators to evaluate these ideas objectively. Working Relationship Reports can draw attention to possible points of contention between people, facilitating conflict resolution via conversation starters. Co-workers may also contribute to the formation of ties inside the organization (Wright, 2009). On the other side of the Team Role Circle are the Shapers. Shapers may initiate conflict management courses at this stage to train the team. Also, team-workers are the compromising type in the team that liaise between members in conflict and mitigate hostile behaviour. For Andrea Jones, there is a possibility that there may be an excessive amount of competition for pictures among the Plants or that they would have emotions of demotivation due to the Monitor Evaluator pointing out a flaw in their proposal. It is vital to use shapers, but doing so at this time should be done with caution. If their competitive streak is unfriendly or aggressive, this issue must be addressed to retain solid connections in the future.

Norming Stage
For Belbin's terms, each of the 8 groups’ team members must be aware of their specific responsibilities. If team members are aware of the strengths and limitations of each team role, they will be better able to determine which individuals are suited to various types of work (Edmondson, College and Chesbrough, 2017). Facilitating group choices effectively is an essential ability for coordinators. Implementers are in a great position to build strategies for efficient operations when they have access to a dependable foundation that does not change. Resource Investigators must leave the squad to gather intelligence about the opposing group. For Andrea Jones, Plants may raise a ruckus by attempting to draw the group's attention to a new concept while work is already in progress. They may choose that it is desirable to transfer to a new club at this point so that they may re-join the process at an earlier level.

Performing Stage
In the context of Belbin, this means that the 8 teams must continue to use the Belbin-provided language and knowledge to advance along the path to becoming a High Performing Team. We cannot operate without consistent information exchange (Smith and Imbrie, 2014). As the project proceeds, for Andrea Jones, it is crucial to monitor the Belbin Individual Reports to ensure that the correct individuals are brought on board at the right time.




Adjourning Stage
This is the last stage in team development model (Tuckman 1977). Bittersweet stage when task or project is completed and lessons learned, goals were achieved and summarized. As with an ending uncertainty and vagueness occurs, this is also called mourning stage. Organizations often take advantage at this point to use reward and recognition. This could be done by giving team members more information about the roles they played for the team to function well (Monroe et al., 2021).   It is also a time for celebration, shapers (Andrea Jones) can organize social events where the teams’ success is highlighted and team members confidence boosts. As per Maslow’s hierarchy of needs, love and belonging has a great impact on the team well-being. (Christianworldmedia.com 2022) Resource investigators and coordinators can create new connections and organise further social events for team members to reunite and collaborate for further projects.  Furthermore, at this stage if friendships among team members have not been made are being forged and hobbies, interests, social group membership are being discussed. This is a great opportunity for the team leader to create a transition procedure in order to soften the burden of ending the project which may incur disbanding the team. Also this is a great time to emphasize professional and personal progression occurred during the various stages of the team stages.
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For the given case study, the Osgood-Schramm model is the communication model with the simplest structure within interaction models. This notion is also known as the "circular model," representing the bidirectional flow of communication (Ober and Newman, 2013). As far as the communication process is concerned, this paradigm does not differentiate between the sender and the recipient. Because under this model, each participant alternates between the roles of transmitter and receiver at various points of the communication process. The three procedures involved in the communication process are coding, Decoding, and interpreting. Instead of proceeding in a straight path, communication occurs circularly (Papa, Daniels and Spiker, 2008). When two individuals interact on an equal level, they respond to each other's signals in kind. Required is the precise interpretation of signals. This communication paradigm is most effective in situations when communication occurs very quickly. Face-to-face communication, for instance, enables the instant rectification of errors caused by background noise. The act of encoding, decoding, and interpreting the data communicated between two people is an integral communication element. In the given case study, each individual serves as both a transmitter and a receiver of information. Consequently, they can communicate in several ways as opposed to simply one. Nonetheless, the process of interpretation can conceal a substantial percentage of the original meaning. We refer to "semantic obstacles" as the source of "semantic noise," which is the loss of information or incorrect interpretation (Allen, 2016). To be more specific, semantic barriers are comprised of a person's values, beliefs, and previous knowledge, all of which impact how that person sends and receives signals. Mutual understanding and further clarification of their intended meaning are more likely to occur when two persons talk in a manner that permits back-and-forth exchanges. As a result, less semantic noise is produced. In the given case study, when workers wish to convey a message, they should consider how to create it so that the recipient can comprehend it. The technical word for this process is encoding. Our messages' content and sequence should be carefully chosen to transmit our thoughts to the audience effectively (Harrison and Williams, 2016). The decoding procedure involves Decoding, which determines what communication attempts to convey. Text, photos, ads, speeches, and other kinds of communication may all be utilized to communicate a message. Contact must be decoded before it can be understood. We do this by using our reading, listening, and other talents. A person can mishear or mistake a message (maybe because it was mumbled or written by a non-native speaker), which would alter their perception.
Because good communication is vital in the workplace, companies look for it when interviewing potential employees to see if they have the right skills (Bartels et al., 2010). Companies also spend a lot of money on internal communication projects because they know how important communication is for building teams and getting employees more involved. In particular, businesses know that communication plays a role in getting employees more engaged in their work. In the given case study, companies that communicate with courage, creativity, and discipline, especially during economic crises and transitions, are more successful at energizing their workers and reaching their primary business goals. Positive interactions with other people are needed to maintain relationships and connections with others (Jakubiec, 2019). Without communicating effectively, it will be impossible to establish and sustain the productive connections required for completing this procedure. Cooperation and innovation in the workplace will reach new heights when individuals have the self-assurance to convey new ideas freely and openly. Moreover, if employees lack the communication skills necessary to explain their ideas successfully, it is quite probable that the concept will not be executed to its fullest potential. By encouraging open communication among all employees, it is possible to create a more unified and productive workplace. It has been shown that teams with effective communication have higher morale overall. In the given case study, when workers are secure in comprehending the company's goal and vision, job security increases, and cooperation is crucial. Thus, it should be no surprise that effective communication and collaboration go hand in hand. Regular internal communication can boost employees' work ethic if they are often reminded of their accomplishments and informed that they contribute to achieving a shared goal (Leeuwis and Aarts, 2011). Managers that can connect effectively with their staff are better equipped to educate the personnel on their duties and the desired outcomes. If a manager has excellent communication skills, they can better deliver constructive criticism to their workers, build stronger connections, and comprehend the personal goals that their employees may like to pursue. When managers work from home, it will be tough for them to maintain outstanding contact with their workers, but they must devise a solution. In the given case study, ineffective communication amongst the organization members might lead to its extinction when a company lacks proper marketing materials and internal and external communication methods, and its prospects of survival decrease. Good communication increases productivity, keeps policy implementation on track and decreases the probability of snags (Bui et al., 2019).
[bookmark: _Toc107451760]Conclusion
Everyone has to acquire the skills necessary for good communication in order to reap the benefits of working together. As the remote job becomes more prevalent, communication will probably become more challenging. This report focused on utilizing teamwork theories (Tuckman and Belbin) to enhance teamwork in the workplace. The significance of two-way communication within the organization has also been emphasized. It has also been noted that effective verbal and nonverbal communication is crucial to the company's success. Working remotely brings along several challenges that need to be addressed by team leaders efficiently. As teams are not willing to return to office feeling the work can be performed from home, management has to find other way of communicating. Face to face meeting and visual communication via Zoom and other means need to be implemented in order to observe in detail non-verbal traits of team members and react professionally to communicate the goals clearly and identify reluctance/opposition at early stages. Well-being of the team should be monitored and documented constantly to be able to act upon when and if deterioration of the team mood and performance occurs. One to one meetings, coaching and support will help increase and maintain a high level of performance. 
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