


Executive Summary.
In this report the business consultant has discussed the importance of effective communication within the work place and effective team work. Has also discussed the importance of two-way communication and non-verbal communication and used models to illustrate these points. The business consultant has applied teamwork theories such as Belbin (1977) and Tuckman (1965) to show how they can help improve team work in your organisation. The business consultant as also included recommendations and an action plan for the organisation. These will be supported by academic references. 

Contents List.
Introduction.                                        1
Findings.                                                1-3
Conclusion.                                           3
Recommendations.                             3-4
Action Plan.                                           4-5
References.                                           5-6
Bibliography.                                        6











Introduction. 
In this report the business consultant has been asked cover the importance of effective communication within the workplace including two-way communication and effective team work. The business consultant will also go into detail about team work theories such as Belbin (1977) and Tuckman (1965) which can help improve team work in the organisation. If a business wishes to be successful then it must have effective communication and team work skills. As Michael Page (2017) states ‘it helps in achieving productivity and maintaining strong working relationships at all levels’. This report will also signify the importance of non-verbal communication when communicating with employees, the information in this report is highly effective when applying it to your organisation.

Findings.
1.0 The business consultant found that effective communication is crucial for any organisation and has many benefits, but it was also found that bad communication could have devastating effects for your organisation, as Chron (2018) states ‘ bad communication can cause decreased motivation, decreased productivity, increased mistakes’. But the main affect it could have is it can cost your business money, as Science For Work (2018) states ‘ineffective team communication costs U.S hospitals $12 billion per year!’. So it shows that effective communication is important for continuous success for your organisation as it ‘increases employees motivation, builds and maintains relationships, facilitates innovation, builds an effective team and contributes to growth of your company’, as told by Australian Institute of Business (2014). So without effective communication organisations will have poor team working and their business is likely to suffer big losses. Starting with employees not working to the best of their ability or not wanting to work for the organisation anymore, and eventually the business will suffer loss in productivity, sales and lose money, or in worse cases have to close down. So it is advised that our client enforces the practice of effective communication within the workplace to ensure that increase in productivity and motivated employees and business success.
2.0 An effective way for managers to communicate with employees is with Two-way communication. This is when there are two people and one person sends a message to the other. Hill (2003) states ‘Many large companies rely on one-way, top-down communication, such as newsletters, memos, E-mails,  websites or postings on bulletin boards. But these only play a supporting role to actual human contact. Older employees may prefer written communication such as letters rather than email, apps or social media, whereas these forms of communication appeal more to younger employees. Business Communication (2015) suggests that ‘importance of two-way communication process is the method by which there is a sender and a receiver, the sender sends a message and once the receiver gets the message they will then send a message back to let the sender know they have acknowledged the message. This is known as the Communication Cycle, It is important that employees can also get messages out rather than just receiving one. It is important to have two-way communication within an organisation as Mullins (2010, p.106) states ‘two-way communication is clearly important to help the level of stress , staff should feel like they can express true feelings openly and feel confident they are being listened to’. This is an example of employee voice, this is important as its ‘a way for employees to communicate their views to their employer and a way to influence matters that affect them at work. And can increase job satisfaction and better opportunities for development’ as stated by CIPD (2017). It is also important to have effective consultation skills between managers and employees as it gives employees a voice and as Hall and Purcell (2012, p.3) state ‘allows employees to influence the proposals before the final management decision’. This ensures that employees feel appreciated and also their opinion is, they can advise their manager on decisions and the implications of these decisions before they are final. As (Acas, n.d.) states ‘Consultation involves taking account of as well as listening to the views of employees and must therefore take place before decisions are made’. This all helps in assuring all employees that the manager values their opinion and helps the employee to feel motivated to work well within the organisation. All these factors are important to ensure employees are an effective team and your business runs smoothly. 
3.0 For the client the business consultant has come to the conclusion that the most effective methods of communication for the organisation are the Communication Cycle and Schramm’s Model of Communication as these models are forms of two-way communication. These are the best for the clients organisation as it ensures all the employees receive the information needed and can then give feedback so the sender knows they have had the message.  In this case where the organisation is growing and employees are working in different departments, night shifts and one is on maternity leave, communication such as verbal, voicemail, E-mail, phone call and text messages are effective as it’s a fact that not all employees are in the workplace the same time. The manager could also add methods like video conferencing, notice boards, individual letters or organisational newsletters so that there a wide range of forms or communication to suit all employees. Also the manager could arrange full staff meetings or a staff event in a venue. Understandably this will cost but if the organisation is not prepared to spend on communication it could ultimately cost the business. It also ensures that both parties understand the message and they all know the information needed which will help avoid any confusion when it comes to any important information that staff need to be aware of. This helps employees give their best performance and work together effectively. To explain these models in detail, firstly there is a sender which formulates the message through a choice of channels of communication. Then there is a receiver who accepts the message, decodes it and formulates a message back to the sender with feedback to show the message is understood and to answer any questions in the message. The sender then accepts the message, decodes it and the communication keeps on flowing in the same way to ensure that it is constant and the cycle is effective.
4.0 Non-verbal communication as  Maund, Schriek and Tinkler (2015 p.69) state is ‘also referred to as body language, includes all ways to communicate without words’. The significance of non-verbal communication is the way we show how we feel, such as being happy, sad, confident, tired, stressed and so on. Skills for you (2018) states ‘non-verbal communication can have a great impact on the listener and the outcome of communication. There are many types of non-verbal communication such as eye contact, facial expressions, body gestures, postures and speech, such as tone, pitch, and speed of speaking, Skills for you (2018). In any organisation the manager must show effective non-verbal communication towards employees because if the manager is trying to portray a good message but the tone of voice is harsh or blunt or the facial expressions and body language suggest that they are angry or upset the employee can get mixed messages and not understand what the manager is trying to explain. They might feel the manager is not sincere and defensive about what they have to say, which can result in the employees losing trust in their manager. But in reality that could just be the way the manager actually behaves without realising it. As Peter Morgan (2017, p.253) states ‘ what we do with our hands, arms and hands adds to others’ interpretation of a message. Some who cross their arms are described as defensive and aggressive but in reality the individual could normally behave that way when relaxed’. So its advised that the client should practice effective non-verbal communication with employees. It is important that non-verbal matches the verbal communication, as balance careers (2018) states ‘matching your non-verbal communication to your spoken words will help employees trust you’. If these skills are used correctly then the client will see that employees will not only trust the manager but feel respected and valued, which will also ensure that staff will work together effectively and the business will thrive and be a success. 
5.0 To improve teamwork within the organisation the client should apply Teamwork Theories such as Belbin (1977) and Tuckman (1965). Belbin’s theory as Mindtools (2018) states is ‘a way to help you identify potential strengths and weaknesses in your team, to overcome conflict between co-workers, to understand and appreciate everyone’s contribution’. There are nine team roles altogether, if employees understand these roles it will help them identify their role in the team and ensure the team works together successfully. Tuckman’s Theory is made up of 5 stages as Project Management Skills (2018) states ‘Forming, Storming, Norming, Performing and Adjourning’. These stages help teams come together to understand  their roles and responsibilities. To challenge each other but to overcome these conflicts by listening and building relationships. Then to become familiar with each other and to focus on the goal. Next is team members become comfortable with each other and work together well. The last part is where the goal comes to an end and the team can sometimes feel upset that the goal has come to an end. It is important that the manager then does something special for the team to show them how appreciated they are. Applying these theories will ensure that employees work together effectively and in turn the organisation will be successful. The client should take time to go through these stages and assess where the organisation and employees are right now and how they can improve on things to ensure they end up where they want to be.

Conclusion.
To conclude the findings in this report the business consultant advises the client and employees to practice two-way communication within the workplace, as well as non verbal communication. To use the effective methods of communication stated in this report and use the team work theories Belbin (1977) and Tuckman (1965) to improve teamwork in the organisation. There are two effective and inspirational quotes that are effective to any manager to ensure the success of their organisation. As said by Richard Branson (2018) ‘Train people well enough so they can leave, treat them well enough so they don’t want to’ and ‘Take care of your employees and they will take care of your business. Its as simple as that!’. And it really is as simple as that as without your employees there wouldn’t be any organisation. They are one of the main of the organisation and if they are treated with respect and feel valued then the organisation is sure to run smoothly and be a success.

Recommendations.
1. To ensure managers and staff understanding the meaning of effective communication.
2. For managers and staff understand the process of two-way communication and to practice it within the workplace, by using the methods stated in this report.
3. Managers should use consultation and listen to their employees, take on their advice when it comes to decision making with in the workplace.
4. Managers should ensure that their employees feel appreciated and valued.
5. Both managers and staff should understand the importance of non-verbal communication and to practice it with in the workplace, to make sure that their verbal matches their non-verbal.
6. To use the teamwork theories Belbin (1977) and Tuckman (1965) to ensure all employees produce effective team work.

Action Plan.

		Action step: what needs to be done?
	Responsible person: Who should take action to complete step?
	Deadline: when should this be completed by?
	Necessary resources: what do you need to complete this step?
	Potential challenges: are there any potential challenges that may impede completion? How will you overcome them?
	Result? Was this step successfully completed? 

	Understand the meaning of effective communication.
	Managers and employees.
	This needs to be accomplished right at the beginning, the sooner the better for a successful business.
	Take courses or research effective communication.
	Managers and employees should encourage each other to practice effective communication.
	Ask yourself was this step completed and successful?

	Understand the process of two-way communication and practice it within the workplace.
	Managers and employees.
	Should be completed within the first few days/weeks to ensure the business is not affected.
	Email, text, social media, notice boards, bulleting boards, websites.
	Some employees may not like some of these forms of communication. Managers should make sure there is plenty of options for employees.
	Ask yourself was this step completed and successful?

	Consultation and listen to employees.
	Managers.
	Straight away and always!
	Feedback, face to face communication with employees. And employee contribution.
	Negative feedback from employees. Ensure employees feel comfortable to contribute.
	Ask yourself was this step completed and successful?

	Employees to feel valued and appreciated.
	Managers 
	To gain the trust of employees from start and throughout their time in the organisation.
	Give praise, take on their feedback and involve them in decision making. Reward them.
	Employees may feel that they are not appreciated. Managers make sure that they tell their employees how valued they are.
	Ask your self was this step completed and successful?
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