


[bookmark: _Toc5835012]1.0 Executive Summary

This report will describe the adjustments and strategies that can be formulated so that it can be implemented by the manager named Michelle Sullivan in an attempt to provide a more structured and co-operable environment for her business and its employees. It will also determine as to how an organisation like Michelle’s business can benefit if the work environment is transformed from working groups to working teams instead. The importance of communication will be highlighted and explained to verify how effective its impact can be for a business to flourish and develop in the future.
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[bookmark: _Toc5835013]2.0 Introduction

Communication along with teamwork are the two most important process for a successful business, it plays an important role in building and strengthening the work ethic within an organisation regardless of the motives and goals set by the organisation. In the modern era businesses demand their employees provide a mixture of qualities that not only help their business but enhance its achievements (Johnson et al, 2000). With this in mind it is essential for a business to operate successfully, it requires the organisation to have an efficient communication and teamwork structure in place. 

[bookmark: _Toc5835014]3.0 Main Findings

An organisations accomplishment depends on its capacity to share data and convey thoughts between its employees. Good communication tends to develop alliances that are stronger and bring more rewards for the business. According to psychologist Abrahams Maslow (1970) the ability to please people’s desires is primarily initiated by their process to communicate. There are various channels of communication available to organisations and utilising the suitable type can lead to more success for the business.

[bookmark: _Toc5835015]3.1 Background of Case
Michelle Sullivan is the owner of a medium sized toy store, where she employs 27 different people in age and experience. Different employees are allocated different job roles that are as follows: Stock Taking, Cleaners, Sales Assistants, Security Guards and Managers. Due to most of the staff members working part time their shift times are periodically allocated within the 14 hour opening time period of the store. Currently there are no official teams as part of the workforce, other than when necessary or needed resulting in failures of communication and data exchange at the store. Due to the rapid increase and expansion, the business is in need of a strategy which will allow it to run more efficiently. 

[bookmark: _Toc5835016]3.2 Group vs Teams
A group is a collection of individuals who coordinate their individual efforts. Alternatively a team is a group of people that allocates the same responsibilities with each other and focuses on achieving the same acquired goal (Lake, 2017). Being part of a team means that the individuals that are involves are part of a mutual understanding with each of the other team members. The most recognised benefit of working in a team is understood to be the facts that individual strengths are maximised and weaknesses are minimize. In comparison to a group, in a team members are not required to contribute separately but rather possess the quality and characteristic of synergy. This joint obligation also generates shared responsibility which forms a strong bond and a spirited incentive to complete a task.

Effort that is synchronised using communication and collaborated by co-dependent group member is regarded as teamwork (Salas et al., 2008). As a result of teamwork, job related endeavours are converted to work relevant production (Mathieu, Heffner, Goodwin, Salas, & Cannon‐Bowers, 2000). Workers performing teamwork do so in a coordinated manner with the objectives of the project uniting the group together and turning them into a team.

When a familiar society grows, teams tend to increase their determination and shared perception of their mission tasks (Moore and Dainty 2001; Mollaoglu-Korkmaz et al. 2013), admiration for each other (Dainty et al. 2001), faith (Kumaraswamy et al., 2005) and enhanced communication stream (Evbuomwana and Anumba 1998). As a person in charge you have full command on how to deal with a team including using the team to aid you to help an individual.
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3.3 Communication
Communication is the source of information traveling from one point to another using language, either in dialogue or in text, directly or by means of an instrument (telephone, telex, facsimile, radio, computer), or non-verbally, by using signs and codes such as coloured cards or flags, or by gestures and facial expression (body language). “Despite all attempts at effective communication, misunderstandings and conflicts can and do develop” (Grover, 2005), as such in a large organisation it is essential to have a conflict resolution scheme in place.

Verbal communication is the sharing of pieces of information through the process of speech. In the environment of  organisation or of a business, applying and using effective communication  in order to allow employees or members of a team to understand the spoken words as well as making sure that no misconception should take place when communication with each other. Verbal communication is used in order to inform others of our needs of knowledge. Verbal communication is also used to help clarify misunderstandings that may have appeared along the way and provide any information that has been missing.

Non-verbal communication consists of body language like facial expressions and gestures. Another example of a non-verbal communication would be touch which displays ones characteristics as well as feelings and emotions. A firm handshake indicates something much more different to that of timid handshake. Therefore applying effective non-verbal communication is highly important in the field of businesses (Belbin.com, 2017).
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3.31 Models
It is very important for a business to have a good communication system in place that can be utilised by all the employees of the organisation in an effective and efficient manner. To manage this task businesses need to invest in the correct communication model with the appropriate channels for their staff. The three general types of models are shown below in Table 1.

· Linear Model e.g. Shannon Weaver Model and Berlo’s S-M-C-R Model
· Transactional Model e.g. Shannon Weaver Model and Berlo’s S-M-C-R Model
· Interactional Model e.g. Schramm’s Model

The two way communication is also seen as a dynamic process. For this reason it is very important as the information of the messages are sent immediately to the sender. As soon as the message is received the feedback is given back to the sender as quickly as possible. The reason for it being called a dynamic process is that the communication takes place in the most effective manner (Beatty and Bradshaw, 2006). 












Table 1 Types of Communication Models

	1. Linear ModelReceiverDecodes
Channel Message
Sender Encodes

	Vital Traits
· Message in one direction only
· Utilised for bulk announcement
· Senders send message and receivers only receive
· No feedback
· Perception of noise


	Positives
· Good for advertising and customer influence
· Worldwide outcomes
	Negatives
· As there are no responses message can break
· No means to distinguish if massage was successful



	2. Transactional ModelReceiverDecodes
Channel
Message & Feedback
Sender Encodes

	Vital Traits
· Utilised for interactive communication
· Senders & receivers swap positions
· Concurrent feedback
· Setting of background noise
· Response is received as new dispatch

	Positives
· Concurrent and immediate feedback
· No discernment amid sender and receiver
	Negatives
· Inspires non-verbal message
· Extra noise due to replying at same time



	3. Interactional ModelReceiver Decodes
Sender Encodes
Channel Message
Channel Message

Receiver Decodes
Sender Encodes

	Vital Traits
· Utilised for modern communication
· Lengthier feedback in rotations
· Notion of more involvement
· Recognised as convergence model
· Message become one direction if receiver fails to answer
	

	Positives
· Responses in busy communication
· Modern communication feeds
	Negatives
· Response can take extended time
· Sender and receiver might not recognise each other





[bookmark: _Toc5835019]4.0 Conclusion

[bookmark: _GoBack]The above research indicates that it is essential to have a communication and teamwork strategy in place, for a business to be able to prosper and develop in the future regardless of the rapid increase in its scope. Good communication combined with teamwork creates a positive and friendly environment for all employees and management as well as bringing success to the organisation.

[bookmark: _Toc5835020]5.0 Recommendations

As the company is growing fast it is crucial to implement these recommendations as soon as possible so that Michelle’s business may continue its success in the future (see Table 2).

1. The manager Michelle, should implement Belbin (1981) and Tuckman (1965) theory in the attempt to creating an effective and productive teams, where all the member of each team act in favour of reaching the objectives of the business. To archive this it is recommended to hold a team building session, during which time she should plan to accomplish the following:

· Allow time for staff to build relationships by acquainting with each other.
· Create a system where by teams can collaborate, work out complications, resolve conflicts and make decisions.

Once the group members have become accustomed with one another, they will start helping each other and show concern for their colleagues, thus operating as a team.

2. It is vital for a constructive two way communication process be put into to place like the Schramm’s Model of Communication in order to allow effective communication to take place between members of the team as well as its Managers. There are numerous effective channels of communication available such as e-mail, phones newsletters, videoconferencing etc. 

· A systemic routine must be put into place, so that staff can reach out to the managers and owner, when she is available and not busy (Lake, 2017). This is very important for resolving problems quickly and efficiently.

Table 2 Action Plan
	Action
	Responsible
	Deadline
	Resources
	Results
	Cost

	1. Create teams consisting of all the members of staff 
	All the managers together 
	4 Months 
	Use the theory of Belbin and Tuckman as well as SWOT analysis 
	The teams will work cooperatively and co – ordinate together to attaining the same goal and objectives set by the managers
	No Cost

	2. Create an effective communication environment
	Managers &  Michelle
	3 Months 
	Use a two way contemporary model of communication installing few modern channels 
	The members of the Teams will become more productive and more effective in each of their roles sharing the work load
	£2500

	3. Create productive routines for the managers and staff
	Michelle
	1 month 
	Install a timetable of their schedule. Using SMART analysis setup goals and objectives.
	The managers & staff can reach out to each other as well as to the owner when required with no barriers present
	£500
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