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[bookmark: _Toc97738940]1.0 Executive Summary

This report will be presenting effective teamwork theories of Tuckman and Belbin Theory looking at how these theories focus on the different stages that help a team to develop. These theories will be applied to the case study of Janet Williams and show different ways that can help her team consists of 20 employees with 2 new employees joining the team after the expansion of the store, that has different roles, workings from home and part-timers. 
The second part of the report focuses on the different communication styles, the importance of good and clear communication in a business, and three communication models in detail. The communication models are presented for Janet to consider the most suitable for the company and its employees. The written and verbal forms of communication are among the most important forms anywhere - including at work. Business communication requires the use of an appropriate business language, whether in writing or verbally.
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A successful organization depends on its ability to work effectively together and provides many benefits, one of which is an increase in employee motivation. It may seem simple and straightforward to develop an effective team in an organization, but it can be challenging to implement and put into practice. The manager is responsible for making sure that enthusiasm is garnered and nurtured among the members of any organization. Everyone wants to believe in the process and see the results of working together rather than individually (Leadership and performance Development, 2015).
There are advantages to teamwork across all industries - certain jobs are naturally incompatible with solitary work, while other jobs can be enhanced with the assistance of more people. The ability to work together as a team will enable the team to create something far more powerful than anything that can be achieved by an individual. Everyone brings their strengths, skills, and ideas to the table, but when they come together as a team, they will achieve far more than if they worked in isolation.
A key element of effective communication is not just how you speak but also how you understand your emotions and those of others, how you listen deeply, and how you assert yourself. Every aspect of a business’s operations is influenced by communication, from product development to customer relations to employee management. As a conduit to other audiences, employees are often a key audience (Business Jargons,2016).
In the second part of the report, this case study will focus on the importance of two-way communication using a few communication models explained in detail, such as Berlo’s SMCR model, Shannon and Weaver model, and Schramm’s model, but it will be focused on only one model. Language is expressed verbally or in writing. Communicating verbally is our way of informing others of our message or of what knowledge we intend to impart. To ensure that misunderstandings and missing information are clarified, it is imperative to clarify any misunderstandings. Body language is crucial in making a positive impression. This style of interaction, which includes facial expressions, gestures, bodily postures, and eye contact, coexists with verbal communication (Reddy, 2018). 
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     Importance of effective teams 
Achieving success is a major reason why effective teamwork is important in the workplace. Teams are often formed and used by businesses to handle tasks or projects that require the skills of more than one person. A successful organization depends on effective teams. Without teams that complement each other effectively, companies tend to struggle, whereas effective teams boost productivity, efficiency, and quality. (Pantalone, 2013). 


[bookmark: _Toc97738943]3.1 Tuckman Theory

Since its development in 1965, the Tuckman model has influenced many of the concepts and theories as a basis for group development. From the first steps of team formation to project completion, Tuckman's theory studies the process of a team. It is very useful for teams to observe their behavior over a measurable period when they are involved in team-building activities over a short period (The Team Building Company, 2019).
Forming, Storming, Norming, and Performing are the four stages of team development identified by Bruce Tuckman (1965). These stages define the steps that a team goes through from the early stages of a project to its finalization, as well finalization of the stages of knowledge, disagreement, and loyalty in the group you're a member of (Wilson, 2020).
To implement Tuckman’s theory and the 4 stages of team development in the case study of a Fashion Store directed by Janet Williams, it will be presented how the whole team will go through the stages to finalize the goal with success. Janet will have to break down the issues with two new members starting in her company. The managers would need to assist the team development as recommended by Tuckman’s theory; the team will need to go through the various stages of forming the team together. They will also need to address the issues of not having any former teams, no formal structure, no formal management of employees, and no formal induction to the new employees, and having these formal processes in place will bring the whole team to the first stage – forming -.
     Forming – During this stage each team member gets to know each other, and they find out what their manager expects from them. It’s normal that in the beginning, all Janet’s employees would feel anxious or curious, and it will take time to get to know every one of the team and their styles of working. Being a big Fashion Store, Janet and her management team have the role to coach the new employees and introduce them to the team and spend time on planning, gathering information, and forming relationships. This would initially require more delegating as stated by the situational leadership model. Leadership styles, along with the number of support employees need to receive, are combined into the concept of ‘’situational leadership’’.  Combining the ideas of Paul Hersey and Ken Blanchard (1979).
     Storming – Janet Fashion Store has a team of 22 employees and is hard to manage them as they have different strengths. Having some who are part-time or working from home makes it difficult in managing these teams. This phase can be difficult to maintain relationships between team members while they are apart. To avoid this to happen Janet will have to implement in her routine the more meeting to share the ideas and most importantly rotate the associates to allow them to work together more often. 
     Norming – If the team can pass through forming and storming with success, Janet can step back and watch her team tacking responsibilities and finding different working methods that suit better for the task and running the shop in harmony. 
     Performing – This stage is the most important phase for Janet’s team, as each member is fully focused on their task, they are motivated and familiar with their co-workers. Janet can be pleased to know that her team is complete, and they are happy to work in harmony and follow their one goal. 
After successfully going through the 4 stages of Tackman, Janet will be able to think about the next step to keep the harmony at work but also the satisfied workers. This step consists in finding the right worker in the assignment of a role, but also in finding a good leader for the training of the new members of her team.  
The last phase Janet must go through with her team is Adjourning. During this phase, there are several strategies for a manager to recognize the changes, provide an opportunity for her team evaluations, acknowledge the individual accomplishments, and celebrate the team's progress for avoiding any inconvenience events in the future. 
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To create effective teams, it is important to assign the right roles and responsibilities to members of the team. Dr. Meredith Belbin, well-observed that people in teams have different roles to perform within. He identified a team role as "the tendency to act, to contribute, and to collaborate in particular ways," and listed nine such roles that contribute to team success (Mind Tools, 2009). 
Nine roles were outlined by Belbin, and those roles were grouped into three categories: action-oriented, people-oriented, and thought-oriented – Figure 1 –. 
Belbin also identified typical weaknesses associated with each team role. Each team role is associated with specific communication and interpersonal strengths. Belbin described these weaknesses as "allowable" weaknesses.
To find out the strengths and weaknesses of the team, Janet can use Belbin's theory through a simple test of self-awareness. In this way, Janet will find out at what stage her team members are and how she will be able to share their roles without putting them in difficulty.
Another way to use Belbin's theory in this case study would be for Janet to turn workers' weaknesses into strengths by rotating them into different roles with different co-workers to show equality between employers this way Janet will become a manager of high confidence in the eyes of her employees but also their desire to put effort into any task.
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     Why communication is important for effective teams and a successful business?
The advantages of forming a productive workplace team cannot be overstated. Because group communication is so important to a team's performance, it must be understood by all members. Effective team communication fosters a sense of common purpose among team members, allowing them to achieve their objectives. Frequent friendly contact can aid in the development of a sense of belonging and the strengthening of connections among team members.
Effective team leaders understand that organizational productivity is driven by team dynamics. Participants will be more willing to seek support when they need it if they achieve the demands for their tasks, and the team will become more effective as a result. 
Solid team connection provides a clear description, and recognition leads to effective teamwork. No one can deny the value of team development in a company, but they need to keep the team together and constantly cultivate an atmosphere in which it may develop is often underestimated (Stowell, 2018). 
     What happens to a team when communication breaks down and what are the barriers that stop the communication between a team? 
One of the most important aspects of a functional work environment is effective communication, but also one of the most difficult skills to control is the ability to interact well with partners. In the following list, it will be presented 7 tips to learn professional communication and these tips are going to be applied in the case study of Janet in detail, and how these can be the barriers that stop a team from a good connection and communication. 
1. Face to face interaction
2. Self-awareness
3. Be more transparent
4. Admit that you may not always know best
5. Appreciate individuality
6. Encourage collaboration
7. Eliminate imagined hierarchies 
Utilize these seven tips to master professional communication and build stronger relationships with your co-workers (Miller, 2018). 
In Janet's current case study, it is identified that this fashion shop is based on 22 employees placed in different roles, part-timers, and even employees working from home. Given these details, face-to-face interaction is not perceived as a means of daily communication. But Janet can arrange meetings at least once a week with her employees individually or in groups to discuss certain work issues or to show them gratitude for the work done both physically in the store and online. Communication styles differ between people and failing to understand how employees interpret Janet’s style can lead to communication breakdowns between her and her employees.  To provide different viewpoints, Janet’s team needs to understand the reasoning behind her decisions. Getting her employee’s opinions on the discussion improves team communication and allows her to gain an understanding of her team. As the owner of the fashion shop Janet’s role is to listen to her team and consider all the points of view before acting as not always her actions can be right, by having meetings, briefs and implementing her team ideas in projects.   Showing respect for her team and recognizing their strengths demonstrate an accepting attitude and increase general communication. Collaboration on tasks emphasizes the necessity of communication and communicating cooperatively prevents employees from feeling anxious, which can lead to further communication problems and avoids favoritism. 
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A communication cycle describes a process by which one individual sends a message to a chain of recipients and it is based on how long it takes for the sender to receive the feedback that determines the timing and effectiveness of the communication cycle. Message and interaction effects can be measured using the communication cycle. To measure an organization's effectiveness, it is necessary to determine the speed at which ideas pass through the entire communication cycle (Writer, 2020). 
A faster response time will be achieved, and the initial sender will receive a reply more quickly if this is relevant and acceptable to individuals within a business environment also communication cycles can exist in both private and business settings (Writer, 2020). Daily communication is divided into three different ways: verbally, non-verbally, written, and visually – Figure 4 -. 

The Communication cycle model was developed by Claude Elwood Shannon and Warren Weaver in 1949 and is called the mother of all communication models (M M Kobiruzzaman, 2021). This model is a two-way model which includes feedback also represents 6 important communications elements as shown in Figure 2 (Communication Theory, 2014).
Group communication and mass communication can be more effectively handled with it than interpersonal communication. It is the sender who is the one who sends messages first, with the receiver playing a passive role. Messages sent by the sender are viewed as more crucial than feedback (businesstopia, 2018). 
As far as communication goes, David Berlo set the standard in the 1960s with the Berlo model a strong version of the Berlo model is SMCR, which stands for Source, Message, Channel, and Receiver. Figure – 3. 
Comparatively to modern communication models, this model is straightforward also all major factors that are involved in any communication process, as well as their effects, are taken into consideration. In some cases, such as when communicating from person to person, this model is still used. This model of communication has no feedback at all, in contrast with a two-way model and feedback is a vital element of every communication process (Bhasin, 2020).
The correct way for Janet in this case study is to apply Shannon and Weaver’s communication model considering that her employees are divided into part-time and workers from home, ensuring that her employees received the correct information about a task and the most important rotation between staff is very important for trusting the lead. 
Feedback is very important in terms of the work done by an employee. To properly manage the way of communication between employees, it will have to apply several ways of interaction, such as 1 to 1 meetings, daily verbal, or written briefs, considering that the message reaches the employees in time to avoid future problems. 


[bookmark: _Toc97738947]4.0 Conclusion

Building a good team takes time and a good leader that demands strong leadership, outstanding communication also strong communications. To be successful, a group needs to have a sense of balance of skills and understanding. Here comes Tuckman and Belbin’s theory to help and guide a leader on how to develop the perfect team. 
Communicating effectively is at the core of good teamwork and it can be developed frequently following the suggestions presented above. A team can achieve a common goal if the channel of communication is applied correctly and by given feedback to avoid future issues in the company
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Here are some recommendations on how to develop a team from the perspective of a manager/owner
First, they need to guide and train new employees to integrate more easily into the work environment, offer support by having meetings and showing respect to the team, and show recognition and this will show the good parts of a leader who takes his responsibilities seriously. 
Entrusting the roles of teamwork but also individually through the rotation of employees, participating in individual or group meetings to achieve the success of a project, and allowing the team to do so. 
A manager can implement fun activities as part of a project, this way they can keep a good working environment and communications barriers can be broken down. 
Match the employees’ skills with the tasks given by the manager to achieve the best performance and most important avoid one-way communication and give as much feedback as possible. 
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Figure 1 - Belbin Theory – 9 stages 
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Figure 2 – Shannon Wever – Model of Communication
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Figure 3 – Berlo’s SMCR– Model of Communication
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Figure 4 – Types of communication
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