                            Effective Team Working and Communication

Lisa Dower 1902875




























Executive Summary 






























Contents Page 






























Introduction 
This report will discuss why effective communication verbal and nonverbal is important in the workplace for the continued success of the organisation, using theories to support my reasons. I will also highlight the importance of two-way communication and how the application of teamwork theories Tuckman and Belbin can improve teamwork in the organisation. Effective communication in the workplace does not happen accidentally. It requires time and resource investment. It is a well-crafted and coordinated process and it always starts with you. As a manager you need to constantly plan for communication; not just the big picture and the information-flow systems between you and your staff, but your day-to-day communication as well. A strong leader understands that verbal as well as nonverbal communication skills are a part of everyday life. It is important for every leader to understand, and to practice, the fact that effective speaking skills should be a major part of everyone's personal development. Information cannot be received in the proper way, transferred or exchanged, without the strong use of good communication skills.http://www.managementskillsadvisor.com/effective-communication-in-the-workplace.html
























Findings 
As a business consultant I would firstly advise on getting a night manager so when the business is operating there is a manager on site also I would recommend on getting teams on shifts, so all employees are working towards the same goal. I would also introduce a rota system, so all staff cover all shits on a rotation basis, so all employees can cover all aspects of the job this will prevent small issues becoming big problems. Possibly introducing full time work for the employees already working at the grocery store to ensure the business always runs smoothly, in order not to employ more people who must be trained up therefore the manager that is on duty haven’t got to train new staff. Effective communication is made up of a series of interactions with other people which are clients, customers and colleagues alike all rely on communication in the workplace. Good communication in business includes written skills as well as speaking skills, and nonverbal cues as well as physical cues. Those in charge of the business need to be skilled in effective communication and know when to employ the most effective communication forms. For instance, when ensuring company protocol is followed, often a “paper trail” is important, so communicating through email may be the best way. The beauty of this written form of communication is that everyone is clear on the message and it is literally spelled out for them. And when everyone is clear on what they need to do, it saves time, and of course in any workplace time is money.
Another communication form in business is verbal communication. When a manager, for instance, praises an employee on their performance, it boosts morale. If that same manager sees an employee slacking at work and seems tired, it's a nonverbal cue to ask the employee what is going on. Reading your employees' or clients' body language, as well as tactile clues, gives managers and business owners cues on when to speak up and make a human connection to solve a problem. The importance of communication is that it allows everyone to feel they are being heard, which makes any workplace run more smoothly. https://bizfluent.com/about-6515179-effective-communication-important-business-.html



Belbin’s team roles I would use in this grocery store are
  
· Implementer – Turns decisions into defined and manageable tasks that people can get on with.
· Shaper – Task leader converts ideas into decisions.
· Completer/Finisher – Worries what will go wrong and checks every detail.
· Co-ordinator – likes to meet targets a good 2-way communicator and self-disciplined.
· Team worker/resource investigator – always looking for possibilities, likes to meet deadline, spends time to see if everyone is alright, dislikes confrontation tends to avoid it likes to do to best of their ability.
· Monitor/Evaluator – critic rather than a creator likes time to think things over judgement is hardly ever wrong.
· Specialist – The specialist’s strength lies in being a dedicated and focused individual who likes to learn and constantly build his or her knowledge. 
By having this theory in place, I think the grocery store will continue to grow rapidly as there is always two-way communication when this theory is in place, the employees will have their separate roles for the continued success of the organisation. 




FORMING
During the Forming stage, members of the project team meet each other and learn about the tasks they will need to perform. Team members will try to see how they fit in with each other and understand what is expected of them.
During this stage, it is critical for the project manager to provide structure and direction for the team. Clearly defining the project's objectives and making sure each team member understands their role and responsibilities will help you lead the team through this stage successfully.


STORMING
The Storming stage is characterized by interpersonal issues such as conflict and polarization. During this stage it is common for team members to challenge each other, including the project manager! Team members will also question what they are doing and how it is being done.
As the project manager, this will likely be the most challenging time leading your project. Understanding that this type of conflict is normal for any team will help you pass through this stage successfully.
During this stage, some of the skills that will help you build your team are conflict management, active listening, and relationship building. It is also important for you to be assertive, confident, and positive during this stage, especially if some of the team members are challenging your leadership.
NORMING
As conflicts become less intense and the team members begin to understand and accept each other, the team will gradually move into the Norming stage. It is during this stage that your team starts to come together and can focus more effectively on the project tasks and objectives.  

During this stage, you will want to focus on keeping everyone moving in the right direction. Communication and constructive feedback will help you do this. You can continue your team building efforts by arranging social events
[bookmark: _Hlk11057207]with the team and making sure to give positive recognition to team members. 

 PERFORMING
In the Performing stage, team members are comfortable with each other and group norms have been accepted. Interpersonal and structural issues have been settled and support task performance. Team synergy is high during this stage which results in high performance.
Now that the team is performing at a high level, you will be able to focus more of your energy on leadership activities and less on supervisory activities. This level of synergy amplifies the overall effectiveness of your project.


ADJOURNING
As the project comes to an end, the team moves into the Adjourning stage. At this point, the team has become very close and many of the team members will feel a sense of loss. For this reason, this stage is also known as the Mourning stage.
As the project manager, it is important that you arrange for a celebration to recognize the team's accomplishments. This will close the project on a positive note. Plus, you never know when you will work with some of these same people on a future project you are leading. They'll remember the recognition and appreciation you showed them on this project. https://www.project-management-skills.com/teamwork-theory.html
I think this will benefit the grocery store as everyone will understand their roles and with the teams working towards the same goal. It will also make employees aware of their own strengths and weaknesses and abilities and understand the role they can play within a team. The benefits of this are people will always do more if they are recognised, employees will be happy therefore there is loyalty within that team. So, going forward with this theory everyone needs a role, always someone to lead, therefore the importance of two-way communications is vital. 
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There are many different teamwork theories, and all have advantages, it is important to decide what kind of organization you have and think about your team members to decide which theory to implement. You need decide if there will be a leader of the team or if anyone plays an equal role in getting the project completed.
When some team members are committed, and others are not, those that are not, quickly learn to get on board with the mission at hand. 
Successful teams are focused, communicate, and remain committed to the cause or the achievement they are working toward. Know what team work is. Lastly, teams that have winning attitudes are the teams that are the most successful. http://www.workplace-communication.com/teamwork-theory.html
Much of an organisation’s success is dependent on people’s ability to work well together as a team. When a team functions in a synergistic and effective way, the sum of the team is more than its parts. With clearly defined roles and responsibilities, productivity increases, and errors are reduced. 
An individual’s ability to work in a team isn’t related to their own skills and abilities in the workplace. Teamwork is a valuable skill in itself – one that can be learned by individuals and facilitated by team leaders.
Whereas successful teams have a measurably positive impact on an organisation, exactly the opposite is seen where teams fail to work well together. Poor communication, unclear roles, duplication of effort and poor morale can all form poor team structure. Ultimately, this creates negative implications for the individuals, the teams and the organisation. Productivity, cost and performance all suffer when teams fail. That’s why it’s so important to ensure you get it right. https://www.illumine.co.uk/2017/04/belbin-team-roles-model/

[bookmark: _GoBack]By putting in place these theories in the grocery store I think the business will continue to thrive by having team leaders   
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Importance of Effective

Communication

» No matter how brilliant and invaluable your idea,
it is worthless unless you can share it with others

» Effective communication is crucial at every level
of an organization

» To effectively communicate a complex idea,
requires skills beyond elementary conversation

» Communication is a two-way process involving
an exchange of ideas

» Communication is Effective if the message
received is the same as message sent
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