Assessment 2: Effective Team Working and Communication
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Introduction
For this assessment, I have been assigned to produce a report on communication within the workplace by applying relevant theory to the case study below. I have also been assigned to explain why effective communication is important for the continued success of the organisation and the importance of two-way communication. Lastly, I have been asked to explain how the application of teamwork theories can improve teamwork in the organisation.
After analysing the case study given, I have discovered that the main problem with Terrance Thomas’s business is that there aren’t any formal teams within the workforce. This can lead to a breakdown in communication and information not being shared effectively. Another problem relies on the rapid expansion of his business, this means that there’s a need for more formal processes to ensure that the business is running smoothly. In result of this Terrance has asked me to advise on possible team structures to facilitate and enable effective channels of communication amongst the rapidly expanding workforce. This process will prevent small issues becoming big problems.
To ensure that I am outlining the main problems I will cover the main areas in this report and this will include: background of the case, challenges for the company, group’s v teams, communication, verbal and non-verbal communication and models of communication. I will also summarise this report by including a conclusion, recommendations and marking criteria
Main findings

Background of case
Terrance Thomas is the owner of a Grocery store in Neath that has rapidly expanded as years have gone by. Terrance Thomas had employed twenty-seven people in total varying on their age and experience. Out of the twenty-seven people that have been employed, five works in the stockroom, three are cleaners, fourteen are sale assistants, two are security guards and the final three are managers. This shows that most of the people that have been hired are sale assistants. It’s important hiring as many sale assistants as possible so that they can manage each corner of the business and cater to customers needs. This is also important because employees might need to cover other employees and take on more shifts if they happen to fall sick. However, it could be ideal to hire more stockroom assistants and cleaners to run the business. This company currently operates by employees working part time between the hours 7:00am-10:00pm and some employees who work during the night. In this company there isn’t any formal teams and rather seven out of the twenty-seven people at work at the same time in groups because the manager is training the new staff during duty time. After a year of the business running, Terrance had hired four more people to join the company. This company have been facing a major problem where communication has been breaking down and information hasn’t been sent effectively.
Challenges for the company
There are many various challenges that this company would have to face as a whole. One of the challenges is that the amount of employees for particular duties should be balanced so the company can run effectively. Another challenge is that some stock room staff works during the night without a manager on duty. This is a problem because there should always be a manager present to observe other employees to see if they’re doing their job right. Also, if stock goes missing then the employees working in this department would be to blame. Therefore, at least one of the staff managers out of the three should be on duty during the night or more managers who have previous experience and potential should be hired. Another challenge is that if there were an employee who is on leave because of a long-term sickness then other sale assistants would receive more shifts to cover. These are all challenges that have an impact on the effectiveness of the business so therefore it should be resolved.
In the case study it states that “only ad-hoc ones based on who may be working particular shift”. This means that no teams have been formed within the workplace unless it is necessary or needed. This ad-hoc structure does cause lack of clarity around the job roles and responsibilities because staff could only be called when they’re needed because there aren’t any fixed formal teams. There could also be miscommunications within the employees and information might not be sent properly so this could cause major confusion.

Groups V Teams
The difference between a group and a team is that a group is made up of people that have been put together by the management to perform a particular task. A group is also people that would share information and resources amongst each other but they’re responsible for their own work. On the other hand, a team is made up of people that have come together to achieve a goal. The people of a team would also be connected to each other and they would share responsibilities to achieve high standards. An example of this would be a leader from both groups and teams on how they would work with other members. A leader of a group would dominate and control them, also conduct meetings. But a team leader would act as an organiser and allow others to get involved so they can have active discussions.
Looking back, changing groups to teams could benefit an organisation because as mentioned the groups in Terrance’s business have been put together by the manager without a say so this would mean they would have to work accordingly to the managers decisions. This could affect the organisation because they might work professionally with the other team members and not be able to form a bond with them. The group member’s main goal would be to only get the task done without any interference. So if the groups were changed into teams everyone would work together, they would also try to create a bond with other colleagues and they would also be able to share ideas and resources to achieve the goal quickly. This would eventually benefit the organisation because communication would be easy to understand, clear and also effective as everyone will be working together to get the best out of the organisation. 
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Bruce Tuckman is a professor in philosophical, psychological and comparative studies at Ohio State University. Bruce Tuckman was best known for developing the five stages of groups and the Forming, Storming, Norming, Performing and Adjourning theory. Firstly some of the points of forming include: team members meeting for the first time, relationships not being formed yet, people are weighting others, communications will be formal, introductions will be important, outgoing characters may dominate and there is a need for some leadership. Secondly, the points of storming include: team members are vying for positions, conflict can occur and team members may resist the task at an emotional level. Thirdly, the point of norming includes: co-operation develops, the team’s norms are developed, conflicts are settled and views are exchanged. Fourthly, the points for performing relies on teamwork should be achieved, roles are flexible, solutions are found, excellence is also achieved and leadership is minimising as team self manages. Lastly, the points of Adjourning include bittersweet sense of some accomplishment reluctance to say goodbye and many personal relationships are formed. The picture below shows the implications being represented as a model.
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Dr Meredith Belbin studied team- work for many years, and he famously observed that people in teams tend to assume different "team roles." He defined a team role as "a tendency to behave, contribute and interrelate with others in a particular way". Belbin considered that any individual’s potential contribution to a team could be assessed according to the traits: intelligence, dominance, extroversion/introversion, and stability/ anxiety. Based on these traits he identified 8 distinct teamwork roles such as co-ordinator, shaper, plant, resource investigator, implementer, team worker, monitor and completer. Belbin says that a Coordinator is someone who is intelligent than brilliant and focuses on people on what they do best. An implementer is someone who is concerned and manages tasks that people can get on with. They’re also efficient, systematic and methodical but can be inflexible. A plant is the ideas person so they would be the most creative and imaginative. However, they could cause offence with criticising others peoples ideas. A monitor is someone who analyses people and they can see the flaw in the argument. They would also most likely to stop the team from committing itself to a misguided project. A resource investigator is someone who is sociable, gregarious, positive and enthusiastic. They would go outside the group and bring back information. A shaper is someone who is the task leader and they would seek to convert ideas into decisions and action. A completer is someone who worries about what might go wrong and they would also check every detail. Lastly, a team worker would be loyal to the team and build upon ideas rather that demolishing them.
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Kurt Lewin is a social psychologist and change management expert. He had developed the term group dynamics in the early 1940’s. He had noted that people often take on distinct roles and behaviours when they work in groups. Group dynamics is what describes the effects of these roles and behaviours on other group members or as a whole. Group dynamics concern how groups form, their structure and process, and how they function. The role that could contribute towards group dynamics would be leadership. It is important that the role of leadership is managed well and taken good care of because if it isn’t then the team wouldn’t be taken care of properly, people would hold back on expressing themselves and members could disrupt the flow of information that has been sent.
Communication
There are many types of ways that people could communicate with each other and the old fashioned way to communicate would be through letters, telephone or emails. But now more people are communicating through text messages and social networking’s such as Facebook, Snapchat, Instagram, Twitter and Skype etc. Effective communication is when the communication between two or more people is effective enough to listen and understand. Effective communication is also when the intended message has been successfully delivered, received and understood. There are also two types of communication that is verbal and non-verbal. Communication is essential element that can impact an organisation and this is what can make the organisation to be a success. Communication in an organisation is vital because the members would need to speak to others so they can share their thoughts, ideas and progress. This would help to expand the business, improve the business and to also see what stage everyone is at. Effective communication can also help employees to engage with others and form a bond out of the professional work area. Communicating effectively with both customers and colleagues could give employees the chance to move up in the organisation, receive good feedback and also rewards. But if they’re not communicating effectively with others then they could lose their chance to remain in the organisation. Two-way communication is when one person is the sender and they transmit a message to another person, who is the receiver. When the receiver gets the message, they send back a response, acknowledging the message was received. The different types of models of communications are the communication cycle, The Shannon Weaver Mathematical Model 1949, Berol’s Model of Communication and Schramms model of communication.
Verbal and non-verbal communication

Verbal communication refers to how information is being said so this involves speech and tone of the voice. However, Non-verbal communication revolves around the person’s body language on how they would choose to send the message across.
Models of communication

There are four types of model of communication that can be used in an organisation. These can benefit an organisation to show how information should be sent, received and understood. These cycles also show the insight of any interference and disturbance for example noise that could participate through communication. These models also show who is the encoder and the decoder and different channels of communication.
The communication cycle
This is the communication cycle model that can be used to show how communication works. As you can see the cycle first starts off with a sender sending the message, the message then it gets received and feedback is given in return. This cycle also shows the channels of communication and this includes verbal, telephone, voicemail, email, online, letters and media,
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The Shannon Weaver Mathematical Model, 1949
This is the Shannon Weaver mathematical model. The first step of this process is the information source. Next, come the transmitter and then the channel. The last two stages of this model are the receiver and the destination. However, between the models there is a noise source that could disrupt how information is being sent.
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Berlo’s Model of communication
This is berlos model of communication and there are four ways of how this communication works. This includes the source, message, channel and the receiver. As you can see in each of these columns there is elements that is involved in each step.
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Shcramms model of communication

This is Schramms model of communication and as you can see there is four steps of this communication model. This includes message on both opposite sides, encoder, decoder and an interpreter for the process to work.
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Conclusion
To conclude, I have discovered that the main challenges in Terrances business is that the employees are put into groups and not teams so therefore, their main focus would be to complete the task of what they have been told to do instead of collaborating with other team members and creating a bond between them. Another challenged of this business is that there isn’t enough managers to run the business especially during night time shifts However, the main challenge of this business was that information may not be sent effectively and this could lead the organisation to breakdown.
Recommendations

To minimise these challenges firstly groups should be put into teams because team members would help others to ensure that they’re achieving their goal while creating a bond amongst others. Team work would also be more crucial than group work because it would be easy to share thoughts, feelings and ideas without causing any judgement or conflict. To overcome the number of manager issue there should be more managers hired so they can work during night shifts and this would be a fair approach to keep an eye on everyone not just a particular set of staff. Furthermore, to minimise these problems it is essential that the four models of communication is being used to ensure that communication has been sent, delivered and received properly. This would help each employee to understand what has been said without causing any misunderstandings.
Marking criteria 
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