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Executive summary
In the report to analysis how management communication methods like verbal and written impact on effective team work. The issues Andrea the social worker had at the organisation, barriers to communication the location of teams. High absence and turnover as a result of poor management. The purpose of the report to use theories like Belbin and Tuckman in team work, and Shannon and weaver model to show how communication works. Also to use alternative ways of communication and proved recommendations.    
 




















Introduction 
Communication skills required to maintain effective teams 
A company where good communication is practiced tends to be very productive one according to study.com (2018). 
In the case study Andrea the social services had May issues, the first issues were location of teams in the organisation caused issues in barriers to communicate with each team in the organisation regarding new procedures. Because they were in a separate building to the other teams, the impact this had on the teams were poor communication between them. According to Chrono [2018] communication works two ways that flows from employer to the employees and back. By communicating messages effectively the feedback that is received will let the person know if the message was received. A company where good communication is practiced tends to be very productive one. According to study.com (2018) physical separation barrier can cause communication issues due to missed read nonverbal messages which led difficulty in reaching the response. 
The importance of communication cycle according to tools 4management (2018) communication is a means of support in every organisation to operate effectively. Effective communication is a vital component of the organisation to accomplish its purpose, goals and objectives. Managers and leaders need strong communication skills for many reasons which help them to perform to do their jobs and responsibilities for the growth and success of the business. By understanding the steps in the communication process it leads to effective communication. According to study (2017) the communication cycle expresses how the system conveying and understanding the messages operate. The steps in communication cycle are sender, message, encoder, channel receiver, decoding, and feedback.   
 Shannon and weaver model is simple one way theory of communication with four main parts. The sender is an individual or a group what to give a message the message transmitted to the receiver to encode it, the channel is the route, once the message is receiver gives feedback. Communication has occurred when a message has been sent and received. Noise can interferes in understanding a message. According to the model there are limitations of the model, nonverbal, feedback, people are complicated, respond in different way. The model provides an understanding of how information is transferred. One point to other point, how message are sent and received does not account well for face to face and interpretive dynamics in people.  According to business topia (2018) there are three level of problems in Shannon weaver model which are technical problems how a channel causes a problem, semantic problem is the meaning of message sent and received very different, effectiveness problem how effectively the message causes reaction. This type of communication process is applied to interpersonal communication than group communication and mass communication according to business topia (2018). This is a simple theory of the communication cycle that is used daily in our life and the community.  
The other issues were in the organisation were high absence and turnover, which meant that team were having to deal with new team members and a shortage  of staff on a regular basis. As a symptom of poor management, absence not being managed, staff not being spoken to regarding why they were leaving. The impact it had on the organisation according to time com (2018) that employees absenteeism cost the company money and affects workload, even if replacements are brought in. These three things also impact the organisation lost productivity, management time, customer service standards that can damage your reputation and morale employees who pick up heavier workload absent co-workers which all have a major effect on any company or organisation.
 To prevent work place absenteeism excessive and unnecessary absences or any reason, effect all co-workers at an organisation mangers should have a plan implemented to deal with attendance issues according to mind tools (2018). It should clearly define expectations and outline disciplinary actions for employees that behave appropriately and employees who don’t attend work (macro think institute, 2018.). Should let employees know how much leeway they have on not been on time before being late and what is considered absent also difference between paid and unpaid time off. Policy of Teams of requesting time off and medical leave should be out lined and employees is fully aware of all rules according to macro think institute (2018). With a policy in place the organisation can take measures to reduce absenteeism through recruiting and training and positive reinforcement of solid attendance, implementing flexible scheduling.
According to chartered management institute (2017) understaffed workforce prioritise to developing a plan of action adequately prepare and organise staff during busy, short-staffed days. Emphasis teamwork, team work is an essential method for ensuring the workforce’s performance doesn’t drop also gain help from past employees. Allow for breaks, communicate openly and frequently staff regarding underperforming or over worked by fewer colleagues to avoid this. According to mind tools (2018) mangers need to encourage their teams to speak up when facing difficulties, supervisors can limit the work that day, even managers can assist with tasks and workload. Also by keeping a keen eye on teams when having difficulty and ensuring staff feel comfortable and discuss any work issues and receive guidance will boost teamwork, maintain morale and avoid a decline in productivity.     
 Poor management can affect the organisation the lack of communication between employees and employer. According to huff post (2017) that managers frequently fall into trap of overworking employees and not recognize contributions and don’t reward good work. They fail to develop people’s skills lack in giving feedback to talented employees who want feedback, for those who need it to improve without feedback employees will grow bored in the job. Having managerial skills are the basis for a successful manager to lead a team effectively in an organisation according to Amanet, (2018). According to mind tools (2018) a manger needs good management skills, leader ship skills, problem-solving, decision-making with good communication skills and delegating effectively. An effective manager should understand team dynamics and encourage good relationships with co-workers, selecting and developing the right people for the job according to huff post (2017) people managing discipline and dealing with conflict making sure that as a manager recognize and deal with causes rather than suppressing the symptoms.
Understanding how teams operate they usually follow a certain Patten of development forming, norming, storming, and performing as a manager it’s important to encourage and support people in this process for teams to be fully effective quickly in an organisation (The happy manager (2018).  Dr Bruce Tuckman published his model in 1965 theory of the forming, storming, norming, performing explanation of team development and behaviour according to business balls (2018.). The four stages in a team stage one- forming, is leader for guidance and direction there is little agreement on teams aims, individual roles and responsibilities are unclear leader needs to answer lots of questions about team’s purpose, external relationships processes are ignored. The second stage is storming in this process decisions don’t come easily within group, team members attempt to establish themselves in relation to other members, may challenge each other, set each member with a task, and establish how things should be done, in this phase each member is characterized by a sense of togetherness. The third stage is norming teams are clear on what each member roles are, what they need to contribute and developing processes, establishing ground rules. The final stage is performing the team focus on the task and relationships working as a team effectively together. According to the happy manager (2018) Tuckman’s model is recognized that groups do not start off fully formed and operational. According to the model teams grow through in stages, from creation as groups of individuals, to being together to a task focused team.
The importance of communication cycle according to tools 4management (2018) communication is a means of support in every organisation to operate effectively. Effective communication is a vital component of the organisation to accomplish its purpose, goals and objectives. Managers and leaders need strong communication skills for many reasons which help them to perform to do their jobs and responsibilities for the growth and success of the business. By understanding the steps in the communication process it leads to effective communication. According to study (2017) the communication cycle expresses how the system conveying and understanding the messages operate. The steps in communication cycle are sender, message, encoder, channel receiver, decoding, and feedback.   
had the issue of teams constantly forming and underperforming because of team members not completing each stage, they only reached the first stage before bringing in a new members to the forming stage and the lack of trust and not working as a team together. According to biz30. Time doctor (2018) prioritising informal meetings and having causal activities will help co-workers in the workplace morale and communication between them while working together.             
 Belbin team roles is one of the most widely used and can be away to find the strengths people offer in a team environment. According to Belbin’s team roles (2018) teams which are made of the same people with the same strengths actually don’t perform well. Meredith Belbin discovered this while doing research when a team of mangers fail to produce results. Belbin discovered they were lacking a creative input you can have all the drive and energy, but no new ideas and improvements cannot show results, once Belbin put an ‘ideas’ person (The plant) in the team the team started to achieve more. The research has identified nine roles that behave in a particular way in a team environment and emphasises that each is valuable to the teams and bring something unique. Using a tool like this can help teams to understand their own preferred role better and use their strengths more in a team, lead everyone to different approaches and value what others bring to a team. Belbin’s team roles were put in three teams, the first teams is called the action-oriented roles in the group there would be a shaper challenges the team to improve-goal focussed, implementer puts ideas-into action-a doer, completer finisher ensures thorough, timely completion-an eye for detail. The second team is called people-oriented roles in this group there is a coordinator acts as a chairperson-works to involve others, team worker encourages cooperation-helps build harmony in a team, and resource investigator explores outside opportunities. The last team is called thought-oriented roles this group includes a plant presents new ideas and approaches-creative input, monitor-evaluator analyses the options-brings objectivity and specialist provides specialised skills.  This is a self-assessment tool can be used to help teams and groups be aware of team working and the different contributions people can make to a team (Maund, A. 2017).                      
Managers not dealing with poor performance most managers have to deal with poor employee performance at some point but knowing how to deal with it is important according to mind tool (2018). Before trying to deal with poor performance need to understand its causes, for example is it caused by lack of ability or low motivation according to employment studies (2018).    
Relationships between colleges and managers were poor, the lack of feedback and trust between them caused poor performance in the organisation, mangers too busy to pick up on issues. Directions were often given informally and verbally, resulting in diluted messages and mistakes. The mangers rarely held team meetings to discuss the team’s performance or to air any concerns in the organisation. Also no proper induction and initial training, the staff felt unsupported and left within a short time.  The impact this had on the organisation was the colleges don’t trust each other or the mangers to get feedback, poor communication, poor performance resulting in poorly written reports, low productivity, staff not getting help when required , staff stressed and no help or guidance from mangers. According to CESDP (2018) communication is a key to any organisation between employees and managers should be ongoing and meaningful. If communicated effectively, positive relationships develop, problems are easily solved. Also mind tools (2018) and CESPD (2018) say a two way communication always has feedback from the receiver to the sender that message as arrived correctly. In an organisation communication needs to be two way communication. According to CESPD (2018) and employment studies (2018) ways to create effect communication in the workplace are having open meetings easier to communicate your concerns and feelings to team,  one-on-one, communicate via training, use simple words, use visuals. The best type most managers use to communicate is interpersonal communication, nonverbal, written communication and oral communication. According to ACAS (2018) as an employer the staff are the most important asset in the organisation. An induction gives the opportunity to welcome new employees to other immediate colleagues and other members of the wider workforce in the organisation. Also by having a well informed and structured induction process has shown to play a big part in improving long-term staff retention according to ACAS (2018). Which the social services need to spend time doing an indication program to keep employees in their organisation.   
According to AZ central, (2018) although old-fashioned face-to face communication is preferred, as modern technology is fast in some business make use of other means of communication channels necessary or beneficial for internal and external message sharing. Using different channels to convey messages all have their advantages and disadvantage that need to understand to optimize organisational communication. Face-to-face is a primary factor it allows to interact with the listen in a back and-forth discussion with the potential of conflict with other person. Telephone communication between two parties to communicate with in distant with co-workers or the offices. This type of communication lacks nonverbal or facial expressions these are removed from message. E-mail is vital communication channel used geographically in companies or by employees on the move. It gives more flexible response time, allows to communicate that’s not time-pressured but can response faster. The disadvantage is if missing context of the message can lead to misunderstanding or misinterpreted messages. Social media this is another way business have taken advantage to promote products and services through targeted ads, using a company website. This has a higher risk of miscommunication that can impact a business’s reputation, that don’t monitor negative comments according to AZ central (2018). 
According to small lbiz trends (2018) when people communicate well with each other, it helps eliminate misunderstandings encourages healthy work environment to work in. efficient with an open communication with each other allows to get work done quickly and professionally. By listening to team members, use body language, act out the message, use appropriate tone of voice, avoid unnecessary repetition these are some of the communication tactics help avoid confusion and ensure completion of tasks and encourage to communicate ideas to the company. Companies need to recognise achievement work for employees to be productive, hardworking and overall to perform well at their jobs and how well you engage with others according to fast company (2016). Andrea needs all managers and team members to get training on recognising individual talent and retain individual particular in their organisation according to personnel today (2018).   
Recommendation
The recommendation on the issues in the organisation would be to working effectively in an organisation is to have good communication skills to maintain team work and it to work effetely between two people. Having good communication is practised tends to be very productive (study, 2018).communication cycle is means of support in organisation be clear on purpose, goals and objectives in the organisation when communicating to others. (study.2018). using the Shannon and waver model simple theory of communication we can understand message to be sent clearly and decoding and receiving feedback tells as we have understood the message (topia.2018).
At an organisation mangers should have a plan implemented to deal with attendance issues according to mind tools (2018). With a policy in place the organisation can take measures to reduce absenteeism through recruiting and training and positive reinforcement of solid attendance, implementing flexible scheduling. . Allow for breaks, communicate openly and frequently staff regarding underperforming or over worked by fewer colleagues to avoid this. According to mind tools (2018) mangers need to encourage their teams to speak up when facing difficulties). According to mind tools (2018) a manger needs good management skills, leader ship skills, problem-solving, decision-making with good communication skills and delegating effectively. An effective manager should understand team dynamics and encourage good relationships with co-workers, selecting and developing the right people for the job according to huff post (2017). .
  Belbin and Tuckman’s theory of team work is good self-assessment tool can be used to help teams and groups be aware of team working and the different contributions people can make to a team. Using alternative messages to communicate in groups the using the social media to get message to the whole team. 

















Conclusion 
To conclude we looked at different communication methods to get your message cross. A company where good communication is practiced tends to be very productive one according to study.com (2018). The importance of communication cycle according to tools 4management (2018) communication is a means of support in every organisation to operate effectively. Effective communication is a vital component of the organisation to accomplish its purpose, goals and objectives. Managers and leaders need strong communication skills for many reasons which help them to perform to do their jobs and responsibilities for the growth and success of the business. By understanding the steps in the communication process it leads to effective communication. According to study (2017) the communication cycle expresses how the system conveying and understanding the messages operate. The steps in communication cycle are sender, message, encoder, channel receiver, decoding, and feedback. Andrea had a lot of issues which effected the staff and the organisation because of bad management and communication.
 We also looked at Shannon and waver theory of communication and alternative methods of communicating like, social media, telephone, and email.  The importance of communication cycle according to tools 4management (2018) communication is a means of support in every organisation to operate effectively. Effective communication is a vital component of the organisation to accomplish its purpose, goals and objectives. Managers and leaders need strong communication skills for many reasons which help them to perform to do their jobs and responsibilities for the growth and success of the business. By understanding the steps in the communication process it leads to effective communication. According to study (2017) the communication cycle expresses how the system conveying and understanding the messages operate. Communication is very important to run any organisation with out that the can lead to many issues. Also looked at team work and the Belbin and Tuckman theory how it’s applied to team work and if the tool is used teams work more efficiently.      
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