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Executive Summary


Managers devote an important part of the job in communication to maintain the integrity of the organisation. Effective communication, whether verbal or non-verbal, is beneficial in the workplace as it helps in delivering important concerns and messages among employees. Two-way communication reduces the ambiguity regarding workplace matters and work process and helps in enhancing the output. Internal communication is a key component of organisation planning as it allows employees to share their issues with higher management which helps in maximising productivity. Effective communication helps team members to understand their roles and responsibility that ultimately increases their performance. 
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Introduction

Effective communication is, without doubt, one of the essential components for the success of a business. It provides an opportunity for employees and workers to realise their full potential. Verbal and non-verbal communication plays a significant role in the workplace by enhancing position communication so that every individual can understand their job perspectives in an efficient manner. The benefits of effective communication in the workplace are endless regardless of the industry and size. Two-way communication is also beneficial to overcome misunderstanding and ambiguity in various fields of the workplace. Employers having good communication skills can easily build trust and good relationship with employees which is effective to enhance the overall performance of the company.
Effective communication


Both verbal and non-verbal communication is essential in the workplace to express an individual’s ideas, messages, and thoughts. Verbal communication is an all-encompassing term for communication that involves words in written or spoken form (Adler et al., 2016). Manager of the toy store needs to use both verbal and non-verbal communication in an effective manner to better instruct and inform their employees regarding various matters in the workplace. Strong communication reduces the likelihood of confusion. It is notable to mention that effective communication helps in providing constructive feedback to employees to enhance their performance. Effective communication builds a strong relationship between employees and managers, which is good for staff morale and team unity (Dalonges &Fried, 2016, pp.221-225). Effective communication increases the business agility as it enables business decisions to be made quicker. Employers can adopt strong communication skills to enhance levels of innovation and creativity within the toy store. Despite verbal communication, non-verbal communication also proves to be effective in the workplace. Managers can reinforce, contradict, complement, or emphasise verbal communication with non-verbal cues to express companionship and gratitude (Eaves & Leathers, 2017). It is not possible for the toy store to achieve maximum output if there is imperfect communication within the workplace. Good lateral communication in the workplace brings out better results. Toy store can maximise their employees' job satisfaction through upward and downward communication, which enhances productivity. 
Two-way communication

It is noteworthy to mention that two-way communication is the complete communication process that helps in overcoming ambiguity (Pearson, 2017, pp.111-131). In the interactive model, the sender transmits a message to the receiver, after receiving the message, the receiver becomes a sender and transmit a message to the original sender (First and Adoni, 2017, pp.221-234). 
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Two-way communication occurs when the receiver sends feedback to the sender’s message. It helps sender to under that message has been received accurately. Toy store needs to rely on two-way communication to achieve the organisation goals and to mitigate various workplace problems. It is notable to mention that the receiver can directly express his response in accordance with the received message. Two-way communication reduces the confusion as it is an effective way to acknowledge the reception of the message. Involving employees in the decision-making process is beneficial for managers, so management should need to encourage suggestions from subordinates. Moreover, two-way communication increases job satisfaction as employees can easily share their concerns and feelings to their superiors. The receiver is allowed to convey his/her response which minimises certain ambiguities regarding tasks. Management must listen to the concerns and opinions of the workers to create a congenial relationship with them in order to achieve organisational goals (Cornelissen et al., 2016). Two-way communication provides a suitable platform to enhance both congenial relationship and information relationship to develop a sense of mutual understanding. Two-way communication certainly contributes to the efficiency of the receiver. It allows the receivers to analyse the sender's message and seek clarification that increases his/her understanding and efficiency. Regardless of this, two-way communication encourages employees to deliver suggestions regarding workplace and various working methods. Toy store needs to encourage suggestions from the subordinates to enrich organisational plans and policies. Such encouragement is only possible if management promotes two-way communication in the workplace. Therefore, toy store managers need to promote two-way communication to establish a positive working environment with effective communication that can overcome ambiguity and increase efficiency. 
Methods of communication


There are various methods of communication in the workplace to share concerns and resolve issues in order to achieve the organisation's goals and objectives. Effective communication makes it easy for managers and employees to understand the nature of their job and various tasks. The meeting is an important way to connect with workers in order to discuss various matters regarding work (Touhidul and Sorooshian, 2018). It is the method of choice to share valuable information and receive feedback from employees. It is easier to communicate your passion via open meetings. Meetings provide a vital platform for employees and managers to discuss certain workplace ambiguities and propose effective plans to combat these issues. Meetings can be formal or informal depending upon the size of the workplace. Toy store must arrange both formal and informal meetings to share information, resolves disputes, build teamwork, improve performance, and more project forward by attaining high quality and maximum profit. Toy store needs to train their sales representatives through sales conferences as it is an important communication and motivational tool. Holding a sales conference can enhance the capabilities of sale representatives that may result in increasing the overall sale of the toy store. 

Email is ideal for employees who struggle with communication in the toy store. Communication via email remains potent in the official setting. Toy store can utilise email facility to pass messages to members of their team instead of consuming more time on meetings. Email is effective to deliver viable information across the toy store, but it is notable to mention that these emails can cause misunderstanding and ambiguity among employees (Stiff and Mongeau, 2016). Email is the main cause of resentment and confusion in the workplace. It is a significant component of the communication plan as it is inexpensive and easily accessible. Managers can easily communicate with their employees in the workplace by issuing an email that may contain necessary information regarding policies and hierarchy. Toy store can also use various social media platform such as Facebook or Instagram to communicate between locations, divisions, departments, and employees. Toy store can easily utilise these social media apps to promote their products among consumers. It is also essential for the toy store to create an intranet system in the workplace, which can allow managers to regularly communicate with their employees in an effective manner (Thompson, 2018). Intranet has the potential to deliver necessary information within the workplace without the risk of getting valuable information outside. 
Michelle Sullivan is the owner of a medium sized toy store in Swansea, so he cannot neglect the importance of written communication in the workplace. Written communication includes letters, documents, typed electronic documents, and reports. However, it is essential to mention that such a method of communication is crucial for business communication as it provides valid proof and can be referred back in case of an issue. In the case of the toy store, detail information is required for employees regarding workplace instructions and policies. That is why written communication is most suitable for the toy store to communicate instructions in the workplace to maintain the integrity of work processes. Regardless of written communication, Michelle Sullivan can use verbal communication to deliver the intended message among employees. Face to face communication eliminates misunderstanding between two people. Michelle Sullivan can use verbal communication to speak directly with the employees which allow both employer and employee to understand each other. Effective communication promotes a feeling of credibility and value in the workplace. It is evident that verbal communication is beneficial to maintain a level of understanding between receiver and sender, and one quick conversation is more efficient at the end rather than a multitude of emails. Michelle Sullivan can promote effective communication in the workplace through phone conversations as it is a common part of the majority of businesses. Electronic communication such as phone conversations bridges the gap between face to face collaboration and digital communication by offering expediency and emotional warmth. The staff of the toy store may have to work remotely, which makes the phone a vital communication tool. 
Application of Teamwork Theories


It is important for the management to critically overview the entire situation and propose significant teamwork theories according to the need of the situation. Various theories can be helpful to meet the requirements of better communication between all the members of the team. Adoption of the theoretical approach is essential to make it easy for all the entities to effectively and actively communicate with each other (Firth, 2017). Particular theories of team development presented by Tuckman and Belbin are effective theoretical sources to offer better practical measures of communication in case of toy shop business. A proper understanding of different stages of team development theories helps to determine the practical implication of all the phases of team formation. 

It is obligatory to explore that both the theories established by Tuckman and Belbin go hand in hand concerning the different stages of team building in an organisational setting. Team roles for all the members are formulated by both the theorists in the form of different stages of team development. Bruce Tuckman constructed the theory of team development referring to the basic stages of forming, storming, norming, and performing. These stages are characterised as the mandatory phases to achieve the target of team building in the organisation. On the other hand, Belbin expands the team development stages in the expanded team roles as a plant, resource assessor, coordinator, shaper, monitor evaluator, team worker, implementer, completer, and the specialist (Salman and Hassan, 2016). Clear explanation of different roles in teamwork helps all the members to effectively understand their organisational tasks and communicate their duties with the other team members in a suitable manner. Proper formation of the team is one complex phenomenon that requires the necessary attention of all team members at all the stages of team development (Friedrich and Ulber, 2017, pp.212). According to Bruce Tuckman, proper application of all the stage of team building helps workers to understand their duties and work as a team to achieve the organisational goal of business growth.
Action Plan
	Communication 
	Frequency
	Goal
	Owner

	Team standup
	Daily
	Discussion of yesterday's performance of each individual, what they will do today, and how will they improve their work
	Project manager

	Project status  report
	Weekly
	Discuss  potential issues regarding the project and the current status of the project
	Project manager

	Project review
	At Milestones
	Discuss the achievements so far, and establish strategies for the next step
	Toy store's Owner

	Task progress updates
	Daily
	Deliverance of daily progress and achievement
	Project manager

	The script for managers about the change
	Day of Announcement 
	Briefing note to managers to communicate the employees about the change in order to ensure consistency
	Toy store's Owner

	Frequently asked questions
	Immediately 
	Encourage employees to speak directly with the owner in case of any concerns
	Project manager


Conclusions

In a nutshell, effective communication is key to build a congenial and informal relationship between employers and employees in the workplace. Effective communication enhances the general knowledge of employees regarding business which is beneficial to improve productivity. Two-way communication enables the receiver to directly express his/her response in accordance with the received message. It is effective to reduce ambiguities that are hindering the overall productivity of the workplace. Two-way communication is beneficial to improve the efficacy of the receiver and helps in creating a mutual understanding. Organisation plans and policies are enriched through effective communication between employers and employees. Effective communication methods such as written communication, emails, phone conversation, and intranet are effectual enhance the overall understanding of employees regarding their roles and workplace policies. Michelle Sullivan needs to establish a positive environment in the workplace in order to promote two-way communication to increase employees understanding with work processes that can lead to increased productivity and maximum profit margin. He needs to keep employees informed about the general operations of the business to increase transparency. The open-door policy must be promoted in the toy store which allows employees to speak directly with the higher management to share their concerns and to resolve their issues. Additionally, Michelle Sullivan should need to introduce sensitivity training workshops to teach employees how to communicate in the workplace in an effective manner. 
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