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Executive summary

This report it is based on effective team working and communication within the workplace. By applying relevant theory to the case study below such as Belbin and Tuckman theory we will analyse and identify the characteristic of every individual stage of the company development which is Forming, storming, norming and performing. By doing Belbin theory it can be shown a powerful demonstration of the expansion of roles within the team. In our case study Andrea Jones is the Co-ordinator and she has the role to identify how each person can contribute and different strategies to bring the team together. By understanding their role, the employees can develop many strengths and manage to overcome their weaknesses as a team member, to learn how to contribute to helping on being a more-balanced team and reach progression. Andrea Jones has been chosen as the head of Social Services to address the issues faced by the organisation which has 96 workers who have been split into eight teams. This report will describe the teamwork theories to improve the efficiency of the organisation. The effectiveness of communication to increase the productivity of an organisation has been highlighted in this report. 
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Terms of references 

This report was requested of Melanie Squire lecturer of skills for the workplace level 4 as part of the effective teamwork and communication module with the submission date of 01.07.2022
 

Procedures 

The information was collected from the internet, journals, books, and weekly lectures.


Introduction

This report will illustrate ways to assist Social Services in working as a team to increase the company’s performance, as well to demonstrate the theories that promote group dynamics, teamwork, and communication in the workplace. It has been identified that that teamwork offers better productivity, adaptability, and creativity that any one individual can offer (Salas et al. 2000,2005)
Tuckman and Belbin theories will be briefly described in this report, along with their effectiveness in improving teamwork. Will highlight the importance of two-way communication system and why it is very important for the organisation. Also, the purpose of successful communications and how it benefits the growth of the company will be explained.

Andrea Jones Issues:
Because of high absence Andrea was dealing with the shortage of staff and team managers had to deal with new members which required training. Teams were under performing and absence which made the social worker felt continuously more under pressure because of the shortage of staff and because teams had different standards and processes.

· No communication
· Poor performing
· DE separate

Task one:
[bookmark: _Toc106654599]Belbin’s team roles theory

Belbin’s team roles theory represents an effective model for increasing the performance of the teams. This theory provides nine work styles which may involve each member of the team. The Social Services is suggested to follow Belbin’s team roles theory to enhance their team performance.

Resource investigator: Are involved in exploring ideas and further reporting them back to the group. They are also involved in negotiating on behalf of the team. In addition, they are experts in setting up external contacts. Currently, the social services are facing a shortage of staff. According to Belbin's team roles theory, the HR of the Social Services must recruit new potential staff to prevent the shortages of the staff.
· Recruitment 
· Re-design team
· Training / staff development 
Team worker: They ensure that every member of the team works together and effectively by providing necessary support to the team. Currently, the teams in Social Services are underperforming. Also, the 12 members of Social Service must follow Belbin's team roles theory and provide the necessary support to the team to work effectively as a team (BELBIN, 1979)
· Team building exercise
· Communication
· Work allocation
Coordinator: Andrea Jones, the new head of the Social Services, is the coordinator here. The last head of the Social Services had to resign because of the poor performance of the team. He used to have poor communication with his staff and rarely answered their queries. As a new head of Social Services, it is her responsibility to follow Belbin's team roles theory. Then, she must take the role of coordinator to establish better communication with the team and further provides the necessary guidance to the team.
Plant: Plant is associated with creative ideas and approaches. Currently, the management of Social Services is facing some problems relating to the staff who are not willing to work from the office and prefer to work from home. The consultant as a plant must follow the Belbin theory and further come up with new working policies to return their employees into the office (Lynch, et al., 2019). 
Monitor evaluator: The monitor evaluator is involved in making a thoughtful decision by carefully evaluating the pros and cons of all the related options. The team managers of Social Services are currently having difficulties in handling teams with different objectives and standards. As a monitor evaluator of the Belbin model, the team managers must make an effective decision to prevent the collision of different perspectives and standards within a team.
Specialist: Skills in a specialist job. The teams in the organisation are not performing efficiently as there is an insufficiency of staff after the covid-19 situation. The organisation needs to hire the required number of staff for making the required amount of outcome (batheories, 2022). 

Shaper: The one that motivates the team members and performs the role of shaper in the organisation. Moreover, HR performs the task of motivating the team members, which makes them perform in an efficient way. The team members shall work in coordination to complete the task of the organisation in less time

Implementer: The deputy team managers of the teams play the role of implementer as they plan the process in which the work is to be done. They organise the member’s work and finally reports to the team managers. Presently, the deputy managers need to check the work of the members and comment them on the area of improvement to enhance their work.

Complete finisher: The social workers are performing the tasks of the complete finisher of the Social Services as they are engaged in the quality controlling process (Oldhof, 2020). The social workers need to deliver the best quality of outcomes to the customers in the markets for improving the overall performance and brand name of the organisation

Tuckman’s Model

It is a concept that progressively focus on forming a well-functioning team and strengthen team members performance. This model suggests five phases of development, which are developed by Bruce Tuckman and aid in permitting effective communication between executives at all levels. Forming, Storming, Norming, Performing, and Adjourning are the five most important constituents of this approach (Dieckmann, 2021). It is necessary for the Social Services to adopt this strategy to improve the performance of team projects.

Forming- It is the initial stage in building or constructing an effective team.The duties and roles of each team member are assigned as their job descriptions. This stage contains a team conversation about the people’s skills and interests, a vital clarification of each personnel's goal in operating the formalised systems (Beever, 2019). In addition, to establish a successful team, the Social Service executive must follow this step.
Storming- This is the essential stage when HR and senior executives begin to speak about which decisions and activities will be useful to the organisation and which would be detrimental (Smart, 2021). Andrea must appoint a strong leader who is required in this stage to understand the various perspectives of decisions and can guide everyone to stop the conflict. The team workers role can be utilised here to minimise the conflict.
Norming- It is at this point that the agreements and choices are put into action, and the team members respect their distinct roles and duties. Andrea and the HR team should have to implement the new accurate decisions and new agreements with the existing workers to stabilize this low performance of the organization. They must concentrate on effective communication and develop adequate job roles based on the individual's working ability.
Performing- This stage is defined as the clarification of the target and goal after the identification of strengths and weaknesses, which promotes strategic awareness between co-workers. Workers and team members are immensely enthusiastic in their skillset at this level, resulting in increased production for the company. Individuals may develop a helpful, and enthusiastic team inside the Social Services workplace by following this step which increases the growth of the organisation. At this stage Andrea’s team managers could employ a host of reward and recognition measures to maintain the motivation of the teams.
Adjourning- It is defined as the stage following the completion of the project and targets, and the new project and goal must be implemented. It may assume a key function for the Social Services in recognising team efforts and rearranging group members in accordance with new targets and strategies. The resource investigator and the shapers make events happen, they cand organise get together events to make networks. 


[bookmark: _Toc106654600]Task Two:  
[bookmark: _Toc106654601]The application of teamwork theories 
The term Team means working together in unity towards a common goal, and the teams play a vital role in the success of the organisation (Udoagwu, 2022). Andrea Jones and the HR team are facing problems in managing teamwork in the Social Services in the local council. The theories of Tuckman’s Model can help them to improve teamwork within the organisation are mentioned below. 
Forming 
This is the first stage of the theory to develop the teamwork spirit in the organisation. The HR team Andrea Jones needs to assist a team leader or team manager who can guide and direct the staff properly. The staff as well need to have a high dependency on the leader. Sometimes, the leader should agree with the staff's opinion. The team manager must have the responsibilities and roles towards the working staff (WARD, 2020).The HR team should assist a team manager who can the tolerance because the working staff check the tolerance of the leader and the system. The decision made by the leader should be effective on the staff and should have ability to make staff work together. 

Storming 
This is the second stage that can help Andrea Jones and the HR team to improve their teamwork in the social services (Waters, 2022). The assistant leader or team manager should be able to make group decisions. The team should be focused on the goals and should avoid distractions such as emotional and relationship issues. The team manager should have the capability to command and coaches the working staff. 

Norming
The leader should be transparent in determining the roles and responsibilities to the team and make sure that it gets accepted by the team members. The team should have a strong unity and commitment, and the leader should engage the members in social and fun activities. The team manager should discuss everything they have in mind to develop their working styles and work motivation. The general responsibilities of the leader should be respected by all the team. 

Performing
The last the theory should be applied for the increasing team’s strategic awareness. The leader should clear work with the team and make them focus on the goal. The team should work together to attend to the relationships and achieve the goals. The members should look upon each other, and the leader should provide projects and delegate the task. The leader should listen to the creative ideas of the members to improve the performance.
[bookmark: _Toc106654602]The importance of effective communication (verbal and non-verbal) to the continued success of the organisation
Effective communication plays a crucial part in any organisation which helps the organisation to sustain itself in the long run. Andrea Jones has been appointed as the new head of the social services in the local council following the poor performance of the local council department. The organisation is facing many issues where effective communication will help management to enhance the performance of the organisation.

Importance of verbal communication 

The sale rate is becoming high in the department of Social Services for which the team managers must deal with new team members with a shortage of staff every day. Effective verbal communication in an organisation helps to build a strong team where the team manager can discuss the problems, and motives of the team for which the main aim of the team will be clear to the social workers. Teams of this organisation can also share the issues with the management team through effective verbal communication. This effective verbal communication will build a sense of belongingness in them for which the rate of staff being absent will decrease. Andrea and the HR Team will be able to understand the staff's skills and potential through effective communication. Poor verbal communication decreases the quality of work and effective communication will help to provide clear instruction to eliminate the rate of mistakes (Zambas, 2021).

Importance of non-verbal communication 

Nonverbal communication involves many ways of expression such as eye contact, gestures, manner of movement, postures etc. Andrea and the HR team of Social Services will be able to interact with the teams, management team, social workers, and the consultants through posture or eye contact which will help to deliver messages to hold the trustworthiness of this organisation. Effective nonverbal communication increases the professionalism of an organisation, staff can receive feedback from the employer through the positive body language. Continuous positive gestures from the team reinforce the social workers to shape their productivity for which the Social Service organisation will be able to give effective training to their social workers (Cheng, 2020).

[bookmark: _Toc106654603]Conclusion
The report was focused on helping the Social Services work in a team to improve their business performance. It’s been used Belbin and Tuckman's team role theory for evaluating the role of every member of the organisation. This report has evaluated the main significance of the two-way process of communication, which is necessary for the organisation to work in a team. The prime importance of effective communication, which contributes to the organisation's success, has been discussed.


[bookmark: _Toc106654604]References
Anderson, N. and Sleap, S. (2004). ‘’An evaluation of gender differences on the Belbin Team role Self Perception Inventory’’. Journal of Occupational and organizational Psychology, 77, 429-37.

Belbin, (1976). ‘’Building effective management teams’’. Journal of General Management, 3, 23-9
Biddle, B. (1979). Role Theory: Expectations, Identities and Behaviours. New York: Academic Press.
Beever, G., (2019). Forming, Storming, Norming and Performing – Tuckman’s Model of Group Development. [Online] 
Available at: https://extensionaus.com.au/extension-practice/forming-storming-norming-and-performing-tuckmans-model-of-group-development/
Cheng, A., (2020). The importance of effective communication in the workplace. [Online]  Available at: https://www.ringcentral.com/us/en/blog/the-importance-of-effective-communication-in-the-workplace/
Dieckmann, E., (2021). Tuckman's Theory of Teams. [Online] 
Available at: https://www.cohortbuilding.com/tuckman
Lynch, D.S., Lynch, M.J. and Clemens, C.M., (2019). Belbin team roles. In The handbook of communication training: a best practices framework for assessing and developing competence. Routledge.
Oldhof, S., (2020). What is Belbin's theory of teamwork?. [Online]  Available at: https://findanyanswer.com/what-is-belbins-theory-of-teamwork
Schopler, J., Abell, M., & Galinsky, M. (1998). Technology-based groups: A review and conceptual framework for practice. Social Work, 43(3), 254-267.

Salas E., Burke C.S & Cannon-Bower J.A (2000) Teamwork: emerging principles. International Journal of Management Reviews: 2(4), 339-356
Smart, J., (2021). How to use the 5 stages of team development (and build better teams!). [Online] 
Available at: https://www.sessionlab.com/blog/team-development/
Udoagwu, K., (2022). 6 Different Team Effectiveness Models to Understand Your Team Better. s.l.:https://www.wrike.com/blog/6-different-team-effectiveness-models/.
WARD, S., (2020). What Is Leadership?. s.l.:https://www.thebalancesmb.com/leadership-definition-2948275.
Waters, S., (2022). What will make or break your next role? Find out why teamwork matters. s.l.:https://www.betterup.com/blog/what-is-teamwork.
Zambas, J., (2021). The Importance of Effective Communication in the Workplace. [Online]  Available at: https://www.careeraddict.com/the-importance-of-effective-communication-in-the-workplace













