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Executive summary.

Michelle runs a business in Swansea and at the moment she has no formal team in her work force so she had requested to advise her a team structure to make the communication process easier and achieve her organisational goals. She has been advised to take a self-assessment test among her employees to choose the right person for the right role. The communication with the employees can be done with face to face meetings and some written instructions.
























1.0 Findings.

1.1 Introduction.
Background of business: 
In Swansea, Michelle Sullivan owns a medium sized toy store. She has got 27 employees with varying ages and experiences. Among them 6 people are in the stockroom for shelving and receiving deliveries and some of them only does night shifts. Has no managers for night shifts. 14 of them are sales assistant, 2 are cleaners, 2 are security guards and the last 3 are managers. The store opens from 8.00am – 10.00 pm and most of the employees work part time in varying hours. One sales assistant is currently on sick leave. There is no formal team within the workforce, only an unstructured one, depending on who may work on a particular shift. This a reason to a breakdown of communication and miscommunication of information. At any shift there is maximum 8 workers in the store. When new staffs are employed, they are trained by the on duty managers. 
The business has grown rapidly from a small business within a year. Only five people used to be running the business previously. But now the rapid growth in the business is in need of a formal team structure to run the business smoothly. Therefore it has been requested by the business owner to advise her a team structure for an effective communication channels in the growing workforce to avoid any big problems out of pity issues. 
The application of Belbin’s and Tuckman theory will help in forming the team. 
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2.1 Benefits of team.
A group is a collection people who shares something in common and meets together because of their shared characteristics. Whereas a team is a collection of individuals working as one, aiming to achieve a particular goal and they all have a mutual commitment. (Morgan, 2017), 
An organisation can achieve success if there is an efficient team in their workforce. There for it is suggested that in Michelle’s business there is a formal team to make her business run successfully and efficiently. At present her business does not have a structured team so it is suggested that teams are formed within her workforce so that the employees have an effective communication channel. 
An organisation’s team effectiveness depends on its team’s coordination among its team members, on the development and their performances. It takes some time to form a team and to reach to its goal. Team members have to understand their development process to reach their goals. Before an efficient team is formed, it has to go through various stages until they have formed into a team from a group. A team has a common goal all the members have a mutual commitment. (Cubukcu, 2016).

2.2 Belbin and Tuckmn.
In the 1960s, Bruce Tuckman, an American sociologist suggested that teams go through for stages and are as follows:
1. Forming: In this stage the team members first meet and try to know more about each other. The also gets to know of their team goals.
2. Storming: In this stage team members sort out their responsibilities of jobs. It is the most difficult stage because every member may come up with a different idea about the project and takes a while to choose an ultimate one. At the end ideas are exchanged and decides how to wok cohesively. 
3. Norming: At this stage the team members realise that they have to put their differences aside to achieve their goals and work together. They share ideas and help each other.
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[bookmark: _GoBack]4. Performing: At this stage the group discovers an efficient and high performing team. They are goal oriented, productive and can sort out conflicts in a dynamic way. All the members know how to work together towards the achievement of their goals.
5. Mourning: At this stage the project is already finished and they feel attachment to the team and there when times comes to split the team members start to feel sad. (Tuckman, 1965), ( PROLIN, 2016).
A successful team is made of different types of people. A British Management expert, Dr Meredith Belbin did a study about how teams work and suggested that an effective team is made up of nine different types of people who plays nine different roles. They are: 
1. Shapers: They are outgoing people and wants to make things happen, feel excitement in challenges and like to tackle problems. Though they can be argumentative and a little forceful which offends others.
2. Implementers: They take action from ideas. Usually they are efficient and organised. But they are rigid and do not like much changes.
3. Completer: They are perfectionists. They pay attention to every detail and likes to do things properly. But this quality of their character makes it hard for others to work with them.
4. Coordinators: They are good at leading. They are good at listening, calm and easy going. Therefore other team members get along well with them. 
5. Team workers:  They support everyone in the team and ensures that everyone works together. Usually they are popular members they can acknowledge other people’s strengths and are very committed towards their goals. 
6. Resource investigators: They are popular and persuasive and good at making contacts and they utilise all the resources to get the job done.
7. Plant: Brings in new ideas and to solve problems. They do not get along with others very well and prefers to work separately. 
8. Monitor: They are smart and objective. They analyse ideas to take decisions. 
9. Specialists: They have the knowledge the team needs to achieve its goals. They have the expertise in their job. 
So to form a team in Michele’s business the employees should do a self-assessment test to find out what type of team players they are. That will help the managers to build teams for different shifts. (Belbin, 2010), (Holmes, 2011).
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2.3 Group dynamics
Every group members have their own personal history and experiences, skills, aims and visions, along with needs and interest. Group members also belong to different sub groups like community, neighbourhood and status of occupation. They all come with their own values principles, and beliefs. Each group members comes with their own uniqueness and has an influence on each other both individually or as a group. Every group has its own dynamics depending on the uniqueness of every member. The term group dynamics means the process that takes place when members interact in a group. It is very important to have group dynamics to build a good relation among the members of a team and helps understand each other. (Adair, 1987).


3.0 Communication.
3.1 Effective communication
An effective communication is a communication between two or more people where the message is delivered, received and understood. A communication is effective when the sender and receiver exchange messages and the sender feels understood and listened to. In an organisation communication becomes effective if the shared information among the employees gets them near to their goals. 
Verbal communication is the communication where the message is transmitted through spoken words. The sender expresses his feelings, thoughts, ideas and opinions in form of speeches and conversations. 
The difference of verbal communication depends on the clarity of speech, tone speed, and body language. In verbal communication the feedback is immediate. 
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Nonverbal communication is the communication where the meaning is conveyed without words. Neither written nor verbal. It is either facial expression, gestures, body language or postures. (Business Jargons, no date).
3.2 Effective communication
Effective communication means increased productivity. If the communication is efficient and effective the employees understand each other more. Their duties and their goals are set out to them so that they can work towards their commitment. 
Increases its productivity: A business can be benefitted from increased productivity and efficient communication help to achieve its goal. It helps to understand the employee more and help to assign them to their best suited jobs. Also help to direct employees properly in a short time.
Reduce conflicts: Communication breakdown causes conflict in workplace. The three most common conflicts are misunderstanding, inadequate understanding, and feeling of self-deprivation. 
Better client relationship: A good communication is essential in salesmanship. Employee should have excellent communications skill. Poor communication may result to loss of customers.  (Harness, 2018).

3.3 Cycle of communication and Models.
Communication cycle model provides the relation between sender, receiver, message, media and recipient. It was developed by Shannon and Beaver.
Communication is a complete process that happens either orally, or in written form and also in nonverbal form, and the message that is sent, happens in certain context. The sender and the recipient can respond as the sender and the receiver exchange roles. This creates a cyclical role. (Toolshero, no date).
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[image: Communication Cycle Model by Shannon and Weaver - ToolsHero]
Figure:  communication cycle (Shannon and Weaver)
Source: communication toolshero. 
In the model there is:
Sender: The originator of message.
Encoder: The transmission which leads the message into signal. 
Decoder: The reception that takes signals into message. 
Receiver: The destination of message.
Noise: Distraction or affect by actual noise.
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Another Model by Berlo
In the 1960s David Berlo produced (SMRA) model of communication adapted from Shannon and Weaver (1949). He mentioned the factors affecting the component in the communication process which makes the communication more efficient. The model emphasises on encoding and decoding which takes happens before and after the message is sent. This model has four components in process. They are sender, message, channel, and receiver. Each component are affected by various factors.
Sender has factors like communication skill, attitude, knowledge, social system, culture.
Message has content, elements, treatment, structure, code.
Channel has hearing, seeing, touching, smelling, tasting.
Receiver has communication skill, attitudes, knowledge, social system, culture. (Businesstopia, no date).
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[image: berlo's model of communication]
Figure: Berol’s model of communication.
Source: Businesstopia.
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3.4 Importance of two way communication.
Two way communication creates a democratic environment within a workplace. Where people can share their thoughts ideas, and opinions, creates and builds up relationship regardless of their ranks in the workplace. 
Efficient two-way communication is required to solve problems better. It helps to understand the business even better and builds up relationship throughout the business. (mHub, no date).
3.5 Methods of communication.
The communication methods means the way the communication is carried out. There are different types of communication methods in a workplace but it depends on the situation which one suitable for the situation. The methods are: 
Verbal communication: It involves use of words. It may be written or verbal. It can be one-to-one or in groups. The immediate feedback is received by the sender as response of the receiver is immediate. 
Written communication: it is a common method of communication in a work place. 
Oral communication: Another type of is spoken words, like face  to face , voice conference, voice chat or any other source. Conferences and lectures are the forms of effective oral communication.
Face to face: A face to face communication happens in person when both the sender and receiver are in front of each other. 
Each method is chosen according to the need of a situation. (EDUCBA, no date).
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4.1 Recommendation and action plan.

Recommendation                                 Responsibility/ who       Time limit                              Cost
1) It is recommended that                     Michelle 
Michelle carries out a self                    and managers.              2 months                             no cost 
assessment questionnaire
for her employees to see which 
roles each of the employees 
fits in best. Then she would 
need to shapers or completers
to make a Team leader.

                
2) Managers needs to make two        Managers                       two weeks                           no cost                                 
teams in her work force during the 
day time, devided into two 
shifts. One shift from 8:00am 
 to 3:00 pm and the other from
3:00pm to 10:00pm. In each 
team there will a team leader
and 8 employees in each shift. 
The communication with the 
leader and the employees 
should be efficient and clearly 
directed. Which they can 
achieve with face to face 
 group meetings with the 
employees                                                    10
                                                                          

                    
3) For the night shift since there is      Michelle                          1 week                           £500.              
no managers on duty, a team 
leader has to be made from 
them. Again it can be chosen from
Belbin’s role. So that they are 
directed and aiming towards 
their target. They can be trained 
which may incur cost. There can be
instructions on boards to be
followed by the employees.

Conclusion: In the conclusion a three recommendation has been given to Michelle for her business and has been told to carry out a role assessment test to identify the roles of her workforce and few suggestions has been given to her regarding the way of communicating among the employees. 
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