
COMUNICATION SKILLS IN THE ORGANISATION
Communication skills required to maintain effective teams
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Executive Summary

The purpose of this report is to analyse why the Social Services Department and why it failed to operate and as the new head of department, what area’s Andrea Jones needs to train and develop in order to make sure there is good level productivity. The report will discuss some issues which have occurred within the organisation. 
In addition, the report analysis will be well designed to cover the different stages and will be made with suitable research, theory and models that would be act as supporting evidence accumulated from the module.
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Terms of Reference
On 7th of May 2018 Melanie Squire requested a report from myself Papia Russell
To be submitted on 13th of July 2018. The report covers the ‘Communication skills required to maintain effective team’, where a local councils social service will be used as a case study.

Introduction
Good communication skills are essential to any management career. When someone can communicate well they can build a good level of understanding with others, this also includes others being able to trust and respect one and other. As a manager it is important to come across as organised and efficient, it is important to set accurate expectations and being clear and concise is crucial therefore avoiding misunderstanding and lack of vital information being passed on. Having lots of knowledge and being confident when sharing it with others is good as other people can acknowledge things from their surroundings. (Laurie J. Mullins 2010) 
After reading through the case study the researcher then analysed some issues which have occurred within the organisation. Some of the issues are: lack of planning, lack of trust, poor relationship quality, passive conflict, manager not dealing with poor performance, inconsistent standards, poor communication, less face to face communication, staff not working together, working as team not group, conflict between manager and other employees and new employees are not having a proper induction. All full lack of leadership, mismanagement and a failure to monitor on going operation.
In the main body there will be more detailed description on what impact these problems have on the organisation. This will happen by using various models and theories to evidently prove the importance of communication cycle.











Procedure
This report will include research into methods of how to run a team effectively and research into management skills. Will read the case study provided, drawing up a list of the current issues, what caused these issues to arise and how to correct these issues, making sure the team runs effectively.
Findings
After studying the case study thoroughly, it shows that Andrea Jones has to implement her management skills, which were pretty much non-existent under the previous manager.  Andrea will have to look at each of the management skills carefully, make sure the ones which are being practiced currently are being run effectively and the skills which are not in use are introduced and carried out in the correct way, lets look at some of the management skills Andrea will need to make sure are in place to run the team effectively. 
Communication
The total lack of correspondence between the previous head and its managers were evident which was one of the most important factors leading to the departments failure to carry out its task. The negative impact due to lack of correspondence incorporate a culture of doubt, restricted worker commitment, vulnerability and loss of connection between a department and its teams. This leads to a lack trust between and eventually this lack of trust filters into the team itself. Members of the team feel they are alone and need to carry out their own task without communicating of getting regular feedbacks to make sure their work is being carried out is correct and meeting its requirements (Kokemuller, N. 2017).
Team members depend on their manager to offer course, criticism and encouraging feedback. At the point when there is lack of these things, the barrier between management and workers becomes more obvious. The importance of the correspondence between firstly Andrea and her managers are critical to the department, they need to be clear as to what work needs to be carried out, how and when. Then for the team manager to pass on that information to each of its team members accurately as possible is just as important, continual support, regular feedbacks will ensure the teams are being run as efficient as possible (Shannon and Weaver. 1954).




Team leadership
A strong leader is instrumental in executing the task at hand, for the group leader it is essential to understand the task and then convey accurately what the task is asking for to the rest of the team. It is essential the team’s objectives and goals are set being very specific as to what is required from each member of the team.  In this case study Andrea will be leading a department which holds ninety-six members, this will be split into eight teams of twelve, which will consist of one team manager, assistant team manager, consultant and nine social workers.
Andrea’s task will be to instruct her four team managers about the task, what goals are set, what is required from each team, how they should carry out the task and give them the task completion dates. Each of the team managers have a duty to utilise all of their team’s assets, this incorporates learning about individual members and their qualities and allocating tasks accordingly. They will need to stay close to their assistant managers, consultants who in turn will keep watch over the other nine members of the team, giving constructive, positive criticism where required forming that support for any members who are facing difficulties. (Tuckman, B. 2008)
Planning 
Planning is instrumental in making sure the team is run efficiently, setting a final goal for the team and having interim goals along the way. Andrea’s task will begin with reviewing the current operations and identifying what area’s need to be improved in. Focusing on the goal the department wants to achieve and determining the steps necessary to arrive at the intended destination, (Brain, H. 2018). 
A lack of planning can lead wasted resources, which will lead unnecessary pressure on the team, loss of focus on the time and goal. If the team does not keep on top and stick to its plans, the goal will get further and further away eventually becoming unattainable. 
It is vital that each one of Andrea’s twelve teams have a plan of action and a team goal, each team and its members have their own tasks and goals and they keep to it. Even if one member of the team fails in their task, this will affect the overall team result, which in turn will be to the detriment of the department (Belbin, M.2010).
Employee Morale
The biggest symptom of poor work workplace communications is that worker morale will gradually decrease to a point that they no longer care about the team. This is when the team member will feel totally at a loss, alone, unconnected, feeling they must carry out the task all by themselves. That drive to push themselves an extra mile, go out of their way to meet deadlines will no longer be a part of their rapture, which will affect the end result, on the off chance this environment spreading to the whole department, it can turn into a hopeless tumour.  To avoid such scenario there needs to be continual communication and support, Andrea should look at business models such as the ‘Fishbone’ theory to ensure that they stay on top of any issues that arise within the team and to make sure each team member feels their thoughts are being heard and hold value (Berlo, D. 1960).
Passive conflict
An ongoing review showed that managers spend a large proportion of their time managing strife and that peace promotion turns out to be progressively vital to the team’s efficiency. It will not be strange along these lines, to consider conflict as an inevitable and desirable factor in the workplace, meaning conflicts handle in the right manor leads to leads to dialogue between team members, once they are managed, any misunderstanding is cleared leaving a stronger bond within the team. Mullins (2005) According to this author, struggle depends on the level of inadequate communication, this can be seen at the individual, departmental or organisational level. 
The effects of conflict within an organisation can be positive and negative. Struggle inside an association can make individuals wound up, disappointed in the event that they feel that their conclusions go unrecognised by other team members. As a result, individuals start to lose focus, which unfavourably influences their expert and individual lives. Conflicts makes individuals concentrate less on the current task and more on venting their disappointments. (Tuckman, B.2018)
Manager can encourage debate sessions by requesting that each team member to talk, giving everybody an opportunity to exhibit their thoughts, and afterward using those thoughts in positive way to build understanding. (Leonard, K. 2018)
Working as a team not a group
The difference in working as a team not a group is, a group is a collection of individuals who work on their own to achieve their own personal goal. A team is a group of people who work together towards a common goal or goals. The members of the team all have their own task, they may work on these tasks on their own or with others and are connected to the tasks carried out by the other team members. This is where Andrea will have to make sure she shows her management skills, continually monitoring the progress of her whole department, making sure her managers are all in control of both the task and their teams. (Tuckman, B. 1996)
A well-defined team role allows the remaining members to accept individuals and form a hierarchy and will enhance the team’s effectiveness. (Belbin, M. 1994). Belbin have identified 9 different bunch of behaviour that are displayed in the workplace. Belbin’s nine team roles discover strength and weakness. Belbin nine team roles are resource investigator, team worker, co-ordinator, plan, monitor, evaluator, specialist, shaper, implementer and completer.
Poor Relationship
Andrea will also have to make sure the relationship between the teams are all good and the communication between them are all regular and appropriate. There needs to be cohesion with the whole department and Andrea will be solely responsible for any breaks in communication and relationships, therefore team building skills and team building methods need to be deployed.

Conclusion
Andrea needs to study and apply Bruce Tuckman model to her teams to enable them to grow, learn about one another, iron out any differences and increase productivity. Tuckman’s model shows that there are four stages a team goes through, first stage is ‘forming’ where new team is being assembled and everyone makes that extra effort to find their place in the team and get to know each other. Second stage is ‘storming’ this is usually where team goals and individual goals are bought into question, this stage needs strong leadership skills to keep the unity and makes sure the team are talking to each other. Third stage is ‘norming’ this is where the team works together and irons out any conflicts and starts using those conflicts to their advantage, final stage ‘performing’ this is where the team is at their most productive, knowing each other’s strengths and weaknesses, the manager delegate jobs and let the team get on with it, freeing up time for the managers to provide further training to individual team members. About ten years later Bruce Tuckman added a fifth stage ‘adjourning’ this is also very important where the team’s achievements are recognised and celebrated, this helps the team to stay focused and motivated (Mind Tool 1996). As the head of department Andrea needs to recognise what stage her teams are in and make sure her managers also know and understand.
The other important factor for Andrea to keep on top of is the communication that is taking place and understanding the process, as the head of department knowledge of Shannon Weaver or Berlo’s model of communication will help keep communications to a good standard. Both model’s state that there is four stages, source, message, channel and receiver, it is vital each stage is doing its job efficiently and avoid breakdown in communications. The source needs to be well informed of the task, have good communication skills, understanding of social and cultural effects (in this case Andrea’s team managers will be the source). The message needs to be clearly formatted and accurately described, the method of sending the message (channel) once again needs to get the message across, this could be by email, phone or face-to-face. The receiver needs to also have good communication skills and understanding of the other factors such as social and cultural influences, therefore once the message is received they are able to understand it (team members) (Businesstopia 2018).
Recommendation

With more time and a larger report (size, word count) I personally would have like to expand on the communication models such as Berlo’s or Shannon Weaver, by looking at each stage more in depth and showing the relationship between Andrea’s department and the model’s. Again, would have liked to looked into more detail of how Bruce Tuckman’s method would be implemented.
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