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Executive summary
Communication skills at a workplace in a case study, communication is very important part of the workplace for the company and staff, to work efficiently and be productive. Communication is vital role in life it helps facilitate the process of sharing information and knowledge and helps to develop relationship trust with others. And find out what the common issue within the workplace, what are the impact of these issue, discuss the supporting models and theories of the communication cycle, and make your workplace be more effective. In this case study the communication between manager and staff what are the lacks of communication in the workplace they have to deal with and the conflicts comes within.























1.0Introduction
Communication skills is important at a workplace it represent the agreement of everyone at the workplace, achieving productivity and maintaining strong working relationship at the organisation, without strong bond between the employee and staff will be difficult to maintain. It helps everyone understand each other and know what each other supposed to do, without the communication skills the workplace will lead to unmotivated staff that may begin to lose their own confidence in their abilities. The important of strong communication in a workplace is building a strong team and collaborate together will improve employee satisfaction, you will have to build relationship with your employees sharing thoughts, supporting each other, respect one another, connect with them, and important one is trust, without trust the organisation will not be successful it won’t reach its goal, and it will not make an effective team. In this case study there are lack of communication between manager and employees no one is trying to sort out the issue what is happening at the store, they all trying to avoid the situation and not collaborate with each other it can have a massive impact on the store and be costly, it can be a lose-lose situation for the company and employees. To try and overcome this massive problem at the store for both employees and manager they both have to compromise, the manager have to gain their trust they must be an active listener, find and agreement, then provide guidance, the manager must have a staff meeting at least once a week, to sort out their rota, to inform the staffs about dates and shift, employees  can`t just turn up when they want to it could cost the company a massive cost, they will know what day to come in  to do their shift, and it can be a win-win situation for the staffs and manager, it won’t affect the store to.
















2.0Findings
Communication skills is important at a workplace as it represents the agreement of everyone working there, it helps everyone understand each other and know what each other supposed to do, without the communication skills the workplace will unhappy place to work in, the workplace should be a happy environment to work in everyone should compromises in the workplace they should be quick to forgive in your team, positive aspects in this workplace, manager produce new ideas, solves problem fast, make new opportunities for staff, and  expand their skills and creativity, make it a happy environment at the workplace.























3.0Communication verbal and non-verbal
Verbal Communication
Verbal Communication barrier in a workplace is when managers must effectively communicate with the employees, it will help misunderstanding creating in the workplace and it can have a huge impact act in the environment in the workplace. Managers should respond to any questions of the employees, find out what the problem and needs for every individuals. And everyone in the store contributes team meeting. Managers should speak loud and clearly, when one person speaks and another person listens, responding to questions of employees, managers always has to be an active listener, this is where the manager make a conscious effort to hear not only the words that another person is saying, importantly understand the complete message, show that your listening by the gestures of your own body, not occasionally, smile and use facial expressions, note your posture and make sure it is open and inviting and encourage the staff to continue with small verbal comments like yes and huh, make eye contact when talking, be deliberate with your listening and remind yourself frequently that your goal is to truly hear what the other person is saying, and understand the message you are trying to convey.
Non-verbal Communication
Non-verbal communication barrier in a workplace is when manager is hiring new employees to the shop, the employees may think that a new worker doesn’t like him/her because if you don’t make eye contact or keeps a physical distance, it is important as verbal communication when it comes to workplace relationship. Both manager and employees should pay attention to the way which they communicate with their body language, as it can greatly affect the message conveyed.  The manager shouldn’t fold arms it’s a barrier communication, looking directly into other person eyes, can express nervousness, shyness or mistrust. The physical closeness between people during interaction, it might make the other person feel threaten and uncomfortable and being physically close to someone may be reassuring and may be seeing as accepting the person. Facial movements that express a person’s feeling like smiling or frowning at them. 
















4.0Model of Communication 
Schramm`s Model of Communication, (1954)
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Schramm`s model of communication in a workplace can be very helpful, can be helpful for the employees and employer. It is still considered one of the best communication model. It helps expand on your think by emphasizing the process of how to get the message across.
Sender: Manager is the person who sends the message.
Encoder: Manager is the person who turns the message to be sent into codes.
Decoder: is the person who gets the encoded message which has been sent by the encoder and converts it into the understandable by the person.
Interpreter:  is the person who works to understand and analyse the message. The message is received after interpretation. Interpreter and receiver is the same person. 
Message: is the data sent by the sender and information that the sender and information that the receiver gets.
























5.0Teamwork Theories Communication
Tuckman theory
This theory was first invented back in 1965 by Dr Tuckman, the main purpose of this theory is for team development, and however it has formed the basis of many further ideas since its conception. This theory consist of 5 different stages which are: forming, norming, storming, performing and adjourning.
Forming: At this stage all the employees and employer are positive and polite, manager of the team will have to explain the task and providing the rest of the team with information. Each trainee staff roles and responsibilities are unclear manager must be prepared to answer lots of questions about the teams purpose. Manager will have to speak slowly and be active listener for the staff to be able to trust you and grow confidence, all the staff don’t know when they are in to do their shift.
Storming: This will happen if a staff don’t agree with something in the workplace, there is lack of communication in the workplace they come in as they want to no one is trying to sort out the rota, they will need everyone to understand their responsibilities and be in work when you need to be in, that is why they only understood their own need and kept it to themselves. All teams must all learn to be considerate, listen and communicate with one another. Staff might receive challenges from the managers, team need to focus its goals to avoid becoming distracted Compromises will be required to enable to become a successful team. 
Norming: this will happen in the team when staff begin to trust one another, and they start to resolve their differences, but still no one is communicated in any way they still doing their own work turning up when they want, and never asked for help nor ask question why? Is there so many staff in today? To solve this issue they should have a team meeting at least once a week and talk about their shifts and roles and have a manager on night duties to.
Performing: At this stage the team are strong and achieved the goals, they work hard and share shifts. When the team work together the workplace is a happy environment to work in without any complications. Communicate with the team and trust one another, without trust you won’t have an effective team.
Adjourning: Celebrate the team achievements, to healthy and happy workplace, effective team will also get work done more quickly and efficiently.








5.1Belbin theory Dr R. Meredith Belbin
This theory was first invented in 1970`s by Dr Meredith Belbin, the main purpose of this theory is for development of Belbin team roles.
Plant: Manager is a plant comes up with creative ideas, and solves difficult problem, and sales assistance they will have to come up with creative ideas for the shop floor. 
Resource Investigator: Manager is resource investigator they have networking everywhere inside the shop floor and outside the shop to with the suppliers of the company, and have to come up with new opportunities and promoting ideas.
Co-ordinator: Manager is a co-ordinator he/she is the leader of the team, the only person will know when the deadline is where they have to meet the target, and they will have to look perspective. Understanding everyone and let others speak and trusting each other. Stock room staff is a co-ordinator is what they do best and they will have to receive orders on time.
Shaper: Manager is a shaper he/she will lead the task, make decision, and come up with solutions when it occurs.
Monitor Evaluator: Manager is a monitor evaluator he/she is more experienced than the rest of the staffs, and make decisions very carefully. Stock room staff is monitor evaluator they will have to be very careful how they should receive and store shipping materials in a stockroom. Sales assistant is a monitor evaluator the have to be careful what they want to restock on the shop floor.
Implementer: Manager is implementer they have to get things done, they have to work hard to make sure things are done in perfect way.
Team worker: Team worker applies to everyone manager, sales assistant, security guard, cleaners and stockroom staffs they all know their responsibilities so that they all can get along and be loyal to each other that what’s makes an effective team.
Completer-finisher: Manager is a completer-finisher leads the standards of others in the team, everything has to be perfect, will go through anxiety and stress if not meet with deadline.
Specialist: A specialist is a sales assistant, security guard and  cleaners they all are expert in their own field, so that there are no confusions, they all love to learn new things.







6.0Conclusion
In this report was talked about the communication issues within the workplace, it talked about the impact those communication issues had within the workplace. The impact of the employees and manager that was involved in the workplace. Using Schramms model showed how the workplace can communicate well if they follow the model. The Tuckman theory was a good example for manager’s communication methods. It showed how each step the manager can get a team working together.
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