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[bookmark: _Toc508199681]Executive Summary

I was given a case study from Melanie Hudson, where I had to read and understand the case study. I was given question to answer regarding the case study. The question was based on communication issues within the workplace and what is the impact of the issues. I will have to discuss the supporting models and theories of communication cycle such as Tuckman theories and Shannon Weaver cycle.


























Contents
Executive Summary
Executive summary…………………………………………………………………………………………………………..……………… 2
Introduction	3
Main Body	4
Conclusion	5
Recommendations	6
Reference List	7
Appendix	8





















[bookmark: _Toc508199682]Introduction
I will be writing a report on communication skills on a case study on social services in the local council. Skills are vital especially within the community as it represents the unity of everyone who are working there as a team. Without strong bonds within management and staff, the community will be difficult to maintain. The local council is a place where a group of people come together as a team to discuss what they want to do to the area as in this case children and parents are involve. The local council has not gone a way to communicate with staff or sharing ideas to improve the service. I will be identifying the key issues with the communication skills of the local council and then explain how influenced the community and their organisation. Additionally I will be discussing the important of communication skills at all places and include a conclusion where I distribute my ideas to the head of service on how to improve the service with different type of method to help with communication that managers and staff being using for many years to maintain an office environment.






















Communication issues

Verbal communication in a work place setting takes place between many different individuals and group such as co-workers, bosses, employees and customers, verbal communication can not happen if the workers are separate from their clients and if the client themselves do not put in the effort to communicate. There is not enough verbal communication with the staff. One of the reasons could be because they are separated into four teams and two of the teams are in different building and it would be very hard to communication together. They want to stay in different building because of travel cost that this one of the reason they cannot communication from two different building, discuss their cases to each other, or will know what is going on with each other’s clients. No one meets up for regular meeting to discuss clients.
When a new employers is employed they where straightaway given large workloads without completing introduction and training courses. There was so much lack of communication the new employers felt that they cannot ask question to another member of staff for help or advice, as everyone in the office was always busy and had too much to do. The new member of staff felt they could not go to anyone because they felt shy to ask, as they did not feel comfortable to ask.
A lot of employers stopped turning up to work due to member of staff did not know what their job role is, member  of staff did not get enough attention by other staff e.g. managers of the department, that is one of the reason member of staff left work. Result managers had to recruit new member of staff quickly to cover the roles.
The social workers would spend most of their time with clients and their family that meant they were outside the office most of the day. After coming back from client’s home to the office, they had so much workload to do. Instead of communicating with other member of staff they came in to the office looked at new faces. Instead of communicating, they would just come in the office put their head down and work then leave the office without communicating with other member of staff.
Management does not engage with member of staff very much verbally. This makes the team feel underappreciated, managers never communicate with member of staff to check how the work progress is or how well they are doing no feedback was given to member of staff. Employees get into lot of argument due to not agreeing with each other’s as everyone has different point of view of the situation.
The head of service holds occasional face-to-face meetings with the managers that were always a one-way communication. He will put their concerns in front of the staff and not discuss the task. Head of management will stay in office all day and they will not check on staff to see how they are doing their job and if a task has been completed. Management will communicate with Emil to member of staff even though when a staff emails question management will not answer or take any ideas from any of the member of staff. Employers always had great ideas to share and always had great ideas how to improve performance of the workplace. Member of staff will always discuss with the management but it always went unnoticed. (Maund. A, Schriek.M and Tinker P.L)




COMMUNCATION ISSUES HAVE HAD ON EFFECTIVE TEAM WORK WITHIN THE ORGANISATION.
Being in separated team created each other difficult situation for everyone because they cannot share ideas with each other by  not able to do this the teams cannot keep on track with performance and weather they need help in their department or not. When any of the teams are not producing to their best of their ability then the organisation will lack and will decrease reputation significantly.
The frequent introduction of new employers makes it difficult for them because when they join the team they are straight away give workload which the new staff are unaware what to do, as training was not given. There are given workloads, which are rushed due to lack of staff and client increasing. No communication is made from anyone in this case; even the client is unaware of the case.
Management responses via email in which case many staff may not understand the email from the managers as sometimes the email can mislead information. 


MODELS AND THEORIES OF CIMMUNICATIONS

Communication cycle
This is one of the communication cycles the management and employers can use to improve the team.
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This one of the communication cycle management can use having the Shannon- Weaver model in a work place can be very helpful for managers and employers. This is an old model, which came out in 1948 and is one of the best models to be used. (En.wikipedia.org, 2018)


Information source – in this stage the message is recorded, you may choose the channel and send the message. The managers can ask question about the cases and get an update on the cases. Staff requesting from managers for daily report about their cases and update on any changed that are happening. Information source can be used via e-mail in service day, putting up information on white board in the office or canteen.

Transmitter—the sender transmitters the message and can send via email have one to one meeting or have group meeting or have group discussion. This can be chosen by the sender how they want to send the message across.

Channel- it shows how the message is converted such as confirmation on email sent, phone messages sent using notes. And Wi-Fi.

Receiver- when a message is received to the main person could be via email or written information has been sent to the correct person with the correct information, management will receive cases study updates.

Destination- when the information is received to the correct person, feedback then will be given feedback is very important so the receiver make sure that they are doing the correct things. If they need improvement or not.

Noise- this is physical disturbance like environment, people that does not let the message get to the receiver. If a message is not understood managers should be able to text back or email to say they have not understood the message. It could also impact on back ground noise when there are building working going on and unable to communicate in this stage information can be put on white notice board for updates.

Management communication methods using Tuckman theories

FORMING STORMING NORMING PERFORMING ADJOURNING
Forming a team takes time, and members often go through recognizable stages as they change from being strangers to a united group with common goals. Mr Tuckman's Forming, Storming, Norming, and Performing model describes these stages. When we understand it, you can help our team become effective more quickly. ((Mindtools.com, 2018)
FORMING-In this stage management put employers in groups to work together as a team in these stage employers have never worked as a team before; employers will be given a task to complete by management and will get update back from the team. Employers are unaware of each other, as they have never worked together as a team.
STORMING- In this stage the group give ideas and suggestion to each other’s allocating task to each other has and get to know one another. Getting all information together from sources. This stage some member of staff may not get along and may be stuck at the storming phase and no task will be completed as there are many people who have different views and saying.
NORMING- in this stage employers get to know each other and start to trust each other get to know each other’s strong points to weak points and everyone is very clear of what everyone is doing.
PERFORMING- this stage the whole team work together and complete the task which was given by management. Goal has been achieved and feedback is given. It is very important for feedback from management. Teams will be very happy that they have achieved their goal for the company. (Collier and Collier, 2018)
ADJOURNING- came out  5 years later  by Mr. Tuckman, in this stage employers then decide if they should stay as a team or just move on to a different group.


Verbal /written communication 
When managers communicate effectively with the team, it is eliminate confusion and can foster healthy workplace for everyone. Effective communication with your team will also allow employers to do the work quickly and efficiently, once the communication from management is process with their employers completing task and project will be very smooth. Both management and staff can be happy and work harder to achieve their goal together as a team. (Chron, 2018)

















[bookmark: _Toc508199691]Conclusion
In this report, I have talked about the few different type of communication theories and method within the organisation where the case study was included. I have talked about the impact of communication issues within the organisation, the impact on the employers, managers and the families that were involved in the case. Using Tuckman and Shannon weaver theories and model showed how the therapy was a good example for management communication methods’, using the method shows how by each step the managers can get a team working together as a team and not individually.






















[bookmark: _Toc508199692]Recommendations
It is recommendation to have a healthy and happy workplace. Communication is very important for everyone who is working as a team to know one another’s roles and your role. Friendly environment is also recommended which increase friendly workplace using communication theories will help member of staff aswell as managers to run the organisation. Managers and staff can communicate together.
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