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Executive summary

In the next report help an owner how to apply the effective communication and to make her understand the importance of two-way communication including the consultation and employee voice.
We will apply the effective methods of communication, non-verbal communication how important is. 
Will use some theory Tuckman and Belbin to demonstrate how this teamwork theory can improve the teamwork and communication in this organization.
And at the final of report will include an action plan, detailing the action who is responsible by when and any cost associate with each action. 
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Introduction

In the next report we will help a business woman who has a store that has proven profitable and has grown a lot in the past year. It needs help to form an effective team and methods of communication. Because he has no experience in forming a larger team. Along with the methods of communication and the theories applied to team building and team communication, we will help to attach a plan of action that the owner will follow.





















Findings 


Effective communication is based on listening carefully, empathically, uncritically, free from your own judgments and opinions that captures the needs of the other, its expectations from you as a dialogue partner.
The one who communicates most effectively is the best listener, is the one who conveys an authentic message according to what he thinks and transmits to the language of the person he is addressing, being concerned about the way the interlocutor understands, asking for permanent feedback, after which he adjusts his message to correctly transmit the information.(Mindtools,2018)
Great communication is motivational, “By communicating well, we improve our working relationships, ensuring better understanding, efficiency, trust and even morale”. (Shaw, 2017).
Two-way communication in business is when a message is delivered to a receiver and it sends its reply to the sender after understanding the message. In the two-way communication process, the flow of information takes place in two ways. In the beginning, the sender transmits the message to the receiver and then the receiver sends his response to the sender. When feedback is sent to the sender, it ends the two-way communication. (Business Communication, 2018)
In an organization, two-way communication is very important because it makes a good business move. Managers who send a message to employees are waiting for an answer. As in this case in the company that Sarah is leading, effective communication will need to be made to help the organization grow year by year.
To create a good communication, she will need some methods to communicate easy and in real time. Explaining Sarah some methods which will help for a good communication in her store. 
E-mail: In this day the technology is very popular and the internet It will enable you to pass messages to members of your team without pulling them out of their workstations.
One in one: Some people understand better when you take them aside and talk to them on a one-on-one basis. That mean you need to have always a good body language and do not forget the eye contact is very important.
Use simple words: The truth is that everybody cannot be on same page when it comes to vocabulary. To be effective in your communications with your team members, use words that can be easily understood.
Feedback: Give room for feedback so that you can measure the effectiveness of your style of communication. It will also afford you the privilege of knowing if your message was well understood. (Smallbiztrends, 2018).
Voice of Employees: A simple way for employees to be heard about complaints and disappointments that are in the company.
Radio Internal Communication: All the employees have a radio to communicate internal between member of staff. 
Meeting: Effective meetings need basic structure, order, and rules. Without these elements they can continue forever and cannot do anything. If the meeting is successful, you will be very satisfied with what you have done so far.(Mindtools, 2018).
Close Group in social media: all have access to the technology and we use the internet more and more every day , will be aright to have a close group in social media to put information about work any update or share anything interesting whit team.  
In next part Sarah will apply some models to help her build good effective team and have a good communication. The first model is Tuckman.
This model explains that while the team is developing, and the leader is changing his driving style. Starting with a directing style that moves through coaching then participating by finishing delegating and almost detached at this point the team may produce a successor leader and the previous leader can move on to develop a new team. (Businessballs, 2018).
Because Sarah know already Tuckman model we advise the manager applying this to the new store as well, passing again all the stage from Tuckman`s model. 
Forming - is the first stage with the managers must start to build the effective team. The team members must know each other and ensure the role are clear to start the task. 
Storming- second stage where all members will contribute in different ways. In this stage is possible that team members to find out that other members have strong ideas, and those not respect the other members. 
Norming- this stage means the procedure and rules get developed and the team acquire value, by which is operate. Now the lead and team members know how to prevent a conflict and how to manage it.
Performing- the fourth stage is similar to norming but in this stage the members know how to work after rules and developing understanding of the personalities. And now they know how to perform like a team. As a result, the task gets competed. 
Adjourning- this is the final stage of the Tuckman model and in this stage the team must be develop good relationship over the time. The managers need to ensure that the ending of the team is respectful and smooth. Some form of celebration or a more formal “thank you for contribution” can work well to have a good relationship (Morgan, 2017)
Meredith Belbin, a researcher and management theorist, especially known for teamwork, sought the answer to the question: "What's behind the performance or failure of a team? "Over the course of ten years, Belbin has been analysing as a business simulator which are the direct effect factors on the success story or failure of the teams.
 A executive game was created that accurately produced the real business world with all the variables involved in getting the decision. Team members and their roles have been analysed during all stages of the experiment. After several weeks of careful study, the results of each team were interpreted. Belbin was surprised to discover that there is no direct link between the high level of intelligence of the members and the team-level performance.
[bookmark: _GoBack] On the opposite, the level of disappointment was higher in the intelligent team than in teams of lower intelligence individuals, with the observation that often "intellectual" teams are dysfunctional. In fact, not the high level of intelligence of the members turns the teams into some things, but the diversity of the members' behaviours. (Sheard And Kakabadse, 2004).
Sarah apply the Belbin model and he found the roles for the all the employees to make the perfect team and successful. The team roles are:
Plant
They are creative peoples who always find a solution to the problems. 
Resource Investigator
It is the role at the beginning of creating a team, it has the role of relying on the outside world of contact and opportunities. (Blenkinsop and Maddison, 2007)
Co-ordinator
Co-ordinators are assured, stable and mature and because they know skills in others, they are very good at giving tasks to the right person for the job.
Shaper
Shaper is a task-oriented individual who vigorously pursues goals and is driven by extraordinary energy and the need to achieve. Shapers are people who challenge the team to improve.
Monitor Evaluator
Monitor Evaluators are fair and logical observers and judges of what is going on in the team. They take a wide view of problem-solving, and by moving slowly and logically, will almost always come to the right conclusion. (Meslec and Curşeu, 2015)
Team worker
They are good and talented listeners and diplomats to smooth out conflicts and help the parties understand without confrontation.
Implementer
The Implementer takes their colleagues' suggestions and ideas and turns them into positive action. They are motivated by their loyalty to the team or company, which means that they will often take on jobs everyone else avoids or dislikes.
Completer Finisher
Completer finisher has a strong internal sentiment for the need for precision and sets its own high standards instead of working to encourage others.
Specialist
They also strive to improve and capitalize on their expertise. If there is anything, they do not know the answer, they will go happily, and they will find out. (Belbin, 2010)
After knowing the Sahara team, she will share these roles with the 20 people. Managers will get Finisher and Sharper, as they will have the role of sharing the roles that Belbin has discovered.
 The four stockroom workers have the obligation to receive all the deliveries and to keep the merchandise in good working order. They will work in shifts. Two in the morning, one in the afternoon and one in the night. The 11 sales assistants that Sarah has available are going to share their tasks equally.
 Two on the cash register in the morning until 12 o'clock and in the afternoon there will be four on the cash register and four in the shop floor for restocking the shelves. Three sales assistants will have night duty.
The two cleaners employees will work only during the morning one morning in the eight-hour shift and the other afternoon in the eight-hour shift.
The two managers have twelve hours shifts day and night. Managers have the obligation to communicate all information to employees. That's why two of the 12 sales assistants will be the team-leader. They will act as an intermediary between sales assistants and managers.















Conclusion 



In conclusion, Sarah will apply the methods of communication that we have described in the above verbal and non-verbal report. He will also be able to implement the theories that Belbin and Tuckman presented to form an effective team. At the end of the report, we will also find a plan of actions that we have built to highlight the additional costs that follow from the recommendations we have provided.



















Recommendations 


1. Using laptops – this is helping the managers to send e-mail to do orders and have a good communication between suppliers and staff members 
2. Meetings – we advise Sarah to use two type of meeting one yearly to communicate to the all employees where the company is like a review and one how I like to call him “1 to 3 Connection” is a small meeting monthly where the manager meet 3 employees only. 
3. Using Radio – Help the employees to communicate more efficient and quickly. 
4. Voice of Employees (VOE) – Is a board in a main place of company where the workers can write anything what they want to improve in company, concerns or feedbacks. 
5. Close Group on social media – The internet is everywhere and is easy to use in this time we recommend to employees have a close group in social media like Facebook or Instagram where they can put update about work or any information can be useful.













Action Plan 


	Resource 
	How used 
	Cost 
	For What
	When 

	Laptops 
	Managers / Lead 
	£1000 / each
	Sending mails , make orders , 
	Every day 

	Radio 
	All the staff
	£100 / each
	Internal communication 
	Every day 


	Cleaning products 
	Cleaners staff 
	£100 / Week 
	Housekeeping 
	Every day 

	Safety equipment 
	Workers in stockroom 
	£400/ year
	Keep safety first 
	Renew yearly 

	Meetings 
	All 
	£150/ meeting 
	Keep up date the employees 
	Yearly 

	Voice of Employees (VOE)
	All 
	£50/month
	Feedback, concern, Improvement
	Every day , monthly or yearly 

	1 to 3 Meetings 
	All 
	£30/ meeting 
	Face to face Feedback 
	Every month 
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