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The following report will present the communication at the workplace at its importance presenting the theories which will improve teamwork in a organization relevant to the case study analyzed. 
The report will be divided in two areas presenting - the theories used and how they can improve teamwork and the second part will the present the application of theories mentioned to the case study described. 
[bookmark: _Toc75989239]Theories 	

The theories that will be presented will be Tuckman and Belbin. 
[bookmark: _Toc75989240]Belbin Theory

One of the highly experience researchers who has written studies in psychology and teamwork is Meredith Belbin, who graduated at Cambridge University. 
The Belbin Theory presents nine roles such as Resource Investigator, Team worker, Coordinator, Plant, Monitor Evaluator, Specialist, Shaper, Implementer and Completer Finisher.  (See Figure 1).
The system can be use in various domains such as management training, career development, personal and professional development etc. (Randasu, nd, online). 
During years, Dr Belbin and other researchers learned how to predict the success or failure of a group, by knowing each individual role. The success of a failed team being a key member added with the right role. Another added value to their research is the discovery of knowing how to improve their work and live together by identifying with each other. (Mackechnie, nd., online). 
The resource investigator is a person in search for new opportunities and new contacts. It’s enthusiasm and optimism will determine the state of mind and environment of the team’s spirit and development of new ideas to maintain the interest of both teams. The team-worker will be always useful and working to improve the team performance which will be enhance the teams changes of succeeding and provide a better communication. The coordinator of each team will provide maturity and confidence in a better communication dividing each member with his specific role. The creativity of the team will be provided by the plant, which will provide solutions to the problems encountered such as the difficulty in communication for both teams and software use. The right decision will be analyzed by the monitor evaluator which will be monitored and maintain a proper level of objectivity to every decision made. The specialist will provide the “know-how” of each situation and its dedication will help both teams have a clear image. (Halford, 2018, online)
The shaper is the one who will offer dynamic to the team by improving each time. The implementer will be the person who will apply the decision made from both teams and will provide actions to the ideas discussed within the teams.  The completer -finisher will be the members who will be the ones who ensure the projects are completed without errors or omissions. (The Mind Tools, nd, online).
The define roles will help both teams maintain a good communication and improve together. 

[bookmark: _Toc75989241]Tuckman Theory

The theory was developed in 1965 provides a guidance of the entire flow starting from the start of the project up to its completion. (Teambuilding, nd, online). 
The Tuckman Theory present five stages of development: forming, storming, norming, performing and adjourning stages.  (See figure 2 and figure 3)
The theory is presented as a cycle and every amendment to the group will involve returning to the initial stage. It can be applied both to group and subgroups within the group.  (Martin et al., 2017, p. 173).
Forming   - The initial stage of the project when group individuals are excited about the process of the project. The stage when the leader is known, and the other group members role are unclear. (Etemadipour, nd, online). 
In this stage, both teams are happy with the start of the project and socialize. The leaders (the coordinators) of the project are the ones that will delegate the responsibilities and the lines of the project are beginning to be drawn. 
Storming – In this stage conflicts begin to appear due to the lack of clear roles within the team. (Etemadipour, nd, online).
In this stage, both teams will need to learn how to work together and resolve their differences. They need to learn how to listen to each other and come with the best solutions for each step of the project. The ideas can come from the plant and team workers and shapers can improve the teams ‘dynamics providing support to the coordinators.
Norming – The group individuals are beginning to work as a team focusing on a collective goal and listening to each other opinion, sharing information, dissolving the conflicts and seeking the other member’s input. (Abudi, 2021, online). 
In this stage the coordinators from both teams can identify with clarity which role is suitable for everyone and the implementors from both teams are known to add actions to the group ideas. 
Performing – The individuals know their roles and work as a team to the common goal. (Abudi, 2021, online). 
The members from both teams know their responsibilities and they don’t need the coordinators. The team is motivated to finish the project. In this stage the completer-finisher members will help conclude the project.
Adjourning – Learning from the experience of the project, the members discuss their success, and a feedback is given. In this stage new plans are being discusses. (Abudi, 2021, online). 
[bookmark: _Toc75989242]Two Way Communication

The two-way communication is when a full cycle is performed between the sender and the receiver. The sender sends a message to the receiver and the receiver sends its feedback to the sender. (Fender, 2021, online) (See figure 4)
Is important to ensure an interchange of information and ideas between sender and receiver. The most important aspect is that both parties should be on the same platform when communicating. (Reddy, nd, online)
The Business Communication (nd, online) present the following aspects regarding the importance of the two-way communication: 
· Ensuring smooth how of information – the receiver will reply to the direct message received from the sender. The process is flowing from both ends. 
· Recommendation: Using the Interactive communication model, the two offices Cardiff and Glasgow will delegate one member of staff from each side to send and receive information about the project progress, new ideas or any issues. They will have as main job to put information together and communicate to their team. 
· Providing acknowledgement – the response send by the receiver is regarding the message sent by the sender. Acknowledgement of the message received by the receiver is meet. 
· Recommendation:  Feedback will be sent right away for any information received to make their colleagues aware they have received the new material and looking forward for a response.
· Implementation of directions – Each company has its own procedures, policies and instruction that has it establish order. Each misunderstanding can be clarified by the employees using two-way communication and the superiors can be sure that their instructions are meet. 
· Recommendation: Managers from both teams will work close with their supervisors and any executive decision will be made within a deadline to avoid downtime and make up the six months’ time they already have behind schedule.
· Encouraging suggestion form employee – In order to improve, superiors should ask employees for suggestions that can be done using two-way communication. 
· Recommendation: A new system will be put in place to encourage all team members to send new innovative ideas. 
· Increasing job satisfactions – Using two-way communication the employees can express their feelings regarding the dynamic of the company. The superiors can address their complains and increase the job satisfaction and its productivity. 
· Recommendation: A special suggestions email address will be created; all members will send their impute and for any good idea used for the Artificial Intelligence Software project they will be reworded £1500 cash.
· Creating democratic environment – Both parties can express their thoughts, suggestions and perspectives. The shared discussion creates a democratic atmosphere. 
· Recommendation: Welsh and Scottish teams are free to express their opinions and discuss them with team members any idea is important and valuable they will keep friendly environment.
· Overcoming ambiguity – The two-way communications doesn’t allow any level of ambiguity because the message and reply is sent without confusion. 
· Recommendation: Team will use a formal language when communicating between the two groups will make sure all materials correct written in English language to avoid confusion and misunderstanding.
· Creating congenial relationship – A congenial connection between coworkers is essential to ensure the organizations established goals. Both parties need to listen to each other’s opinion and provide arguments to reach a common idea, which can be made using to way communication. 
· Recommendation: After each meeting ABC Technology managers and supervisors will ask for opinions about the day objective and if anyone have any questions. All questions will be answered in the same meeting.
· Creating informal relationship – Exchanging their opinions, the relation between coworkers can become informal and improve their communication by expressing their feelings without restrain. 
· Recommendation: With the ground rules established and using mutual respect they can develop a mutual understanding and empathy resulting a better team chemistry. Each member will need to know each other and begging to trust the other to ensure a better communication and seek other member’s input. 
· Increasing effectiveness of communication – The message needs to be clearly understood by both parties. Their opinions can be evaluated by each other and provide arguments to reach a common understanding. 
· Recommendation: Using Microsoft Teams for online meetings working for this new software, small balanced groups will be created, mixed Cardiff and Glasgow, this way they will avoid conflicts and increase productivity for the overall project.
[bookmark: _Toc75989243]Effective virtual communication and team working importance. 

“During lockdown, virtual meetings became the new norm for employees and companies all around the world – just looking at Zoom, 200 million people were using the app every day at the beginning of 2020, compared to 10 million in December 2019.” (Memory, 2020, online)
Effective virtual communication is vital for ABC Technology in order to work for long distance teams and has the following benefits:
· The message is transmitted without ambiguity or confusion. 
· The workflow is easy. 
· Opportunity for collaborations and socializing building the team trust in each other.
· The employees feel the recognition of the work perform and the feeling of valuation can ensure a long collaboration with the company.
Effectiveness of the process 
Using the Virtual meetings, the time is reduced due to the lack of scheduling of meetings at a specific location. Each individual can addend from the comfort of their home and the logistic aspects can be removed. 
Improved teamwork
Virtual meeting is not as direct as real-life meetings and can become artificial, but this can made brainstorms and collaborations much easier. All the tools needed for successful virtual collaboration are still available and can provide “more control, speed, structure, and clarity than around a conference table” (Frisch& Greene, 2020, online)
Direct communication
Since they can’t see where colleges are looking in virtual meetings, ABC technology members turn out to be more explicit in how they communicate. They have to mention people’s names which improve team building and make people feel more comfortable and also to prevent two people talking at once.
Provide recommendations. 
Starting from Watkins (2013, online) recommendation the following can be applied to ABC Technology: 
· The team should meet face to face prior to the virtual meeting to establish a good work relation. 
· The task and processes should be clear, so everyone knows what their responsibilities are. 
· The channel used and communication should be clear, and everyone should respect each other turn to speed and express their opinion.
· Use the most clear and effective technology so the message is clear. 
· When the responsibilities are clear and each individual works on it’s task the team should schedule weekly updates meeting to provide the project status. 
· The language and the steps should be clear, so everyone knows each step of the project.
· Coaching should be provided by the coordinators of each project. 
[bookmark: _Toc75989244]Importance of effective communication

Effective communication involves both expressing the content of ideas and the intention of communication partners. It is, first and foremost, a matter of trusting and accepting the ideas and feelings of others. At the base of most aspects related to the communication situation is often the idea of ​​credibility. This will solve the conflict between the two teams working on this new software.
Everyone sees the world through the prism of their own reference systems, influenced by feelings, beliefs and behaviors. This led to inefficient working at ABC Technology.  
Effective communication is a process that involves the willingness to use, among other things, empathy as a way to establish the communication relationship. Communicating and discussing everyone’s vision about project and abilities will overcome the poorly defined teams’ roles, by choosing the right person for specific job.
Empathic listening tactics, such as content imitation, content reformulation, and emotional reflection, are often used in the communication process. Adapting to the empathic way of communication the good management of communication techniques take members with different working styles to get to use same “language”. 
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Figure 1. Belbin Theory
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Figure 2. Tuckman Theory
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Figure 3. Phases of team development
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Figure 4. Two-way communication
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