


Executive Summery

The purpose of this report is to highlights  the importance of effective communication on the success of any organisation, also to demonstrate the value of two-way  communication as it has potential impact on critical issues facing the organisation success. 
The objective of this work also is giving wide explanation of the how team can communicate and be formed giving some recommendation  to  be considered when forming team for case study 
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1. Introduction
Information is exchanged via different method of  organisational communication skills  to ensure that objectives are achieved. 
Communication plays a crucial role in success of any organisation as it is a main tactic for exchanging information and maintaining relationship between organisation`s members, where a message is transmitted from a  source to a receiver. 
Communication is the change of thoughts, information, ideas that results in mutual understanding between two or more people. The process requires at least one sender, one receiver, and a message that is transmitted within a communication medium.(Maund, schriek and Tinkler, 2017)
Most organisations take this aspect as a high importance, even spend time, money and training on how communicate effectively at work. Also, it helps better understanding of feelings and thoughts of co-workers. It is vital for both sides to understand the key point being put across.

2. Findings
         2.1 Communication Importance 

 Communication has a positive effect on the output of  any organisations.  It is effective to solve conflict, reduce mistakes, improve quality of services, manage diversity and job satisfaction. Consequently, this means accomplishing organisation`s responsibilities achieving success of the business.
Effective communication can have a significant impact on employee behaviour, both absolutely and relative to other influencers, such as incentives, plan design and company culture. As a result, developing an effective communications strategy offers great promise to executives struggling to tackle the priorities previously described. ( Kisilevitz ,Debgupta and Metz,2006 )

In contrast, any failure to communicating adequately will create a gap in communication between employees and  a problem within the organisation . it causes low trust, job dissatisfaction, waste time, decrease in productivity  and commitment .This  leads to failure of the organisation itself in next stage as  Sanina et al (2017) state  “The lack of understanding of how to efficiently organise the technical side of government and business communication poses risks for the success of this entire paradigm.”
Information needs to be transformed completely from a member of a group to another in different group. Managers need to gain  and develop effective communication  skills to be able to deal with all members in other department (stockroom, security guards, cleaners and  sales assistants). 
Communication is essential to building trust and confidence between leaders and employees. Leaders can develop good relations with employees by creating an atmosphere or environment of free, fair, and informal communication networks.(Lange and Mulder,2017) 

These skills help both managers and staff to understand plans, decisions, problems and how tackle it, built mutual trust, increase motivation, guide activity, increase loyalty, control and commitment. 
Effective leadership communication is meaning-centred, which means that leaders apply words and images, symbolic actions and gestures, and evoke patterns of meaning which give them considerable control over the situation being managed.  (Lange and Mulder,2017)

         2.2 The Importance of two-way communication 
“Today, business and governmental organizations rarely use a single communication channel for the transmission of their messages”          (Sanina et al,2017)
The phases of any two-way communication can be summarised as:
An idea wanted to be shared, the sender encodes the idea to be understood easily, the message is transmitted through a suitable way ( verbal, non-verbal), the receiver gets the message, then decodes it, at the last send a feedback.
There are many models of communications. Berlo model called SMCR (Source, Message, Channel and Receiver) where he  treated the five senses as channel of communication.
· The source: as the first component creates and sends the message  and may be affected by several factors such as culture , knowledge about the subject, attitudes, skills
· Message:  as a package of information is sent in various forms and influenced by its structure, the way  and the form it is sent.
· Channel: it involves human senses.
· Receiver : is influenced with same factors affecting the source. 
Another model of communication is The Shannon-Weaver Mathematical Model, 1949 which consists of six parts: 
Information Source (for example human brain), encoder (mouth),  Noise ( affect the quality of the message), Decoder (ears), Receiver (receiver) and Feedback(response). 
Schramm’s Model of Communication is also important model of two-way communication where it is emphasised that encoding and decoding are the most elements of communication:
A message is transmitted from a source via signals till it reaches a destination. The message decodes by the decoder and then it rerouted to a destination. 
In our case study,  customers need to be captured  through effective communication. Not only customers , this extends to suppliers, stakeholders, manufacturer 
Many points need to be considered to obtain the most of any communication process: 
The clarity of the message by using relevant word in adequate voice tone in a friendly and honest way. 
Communication are done through different levels. Managers communicate with employees to teach them new skills , how  to perform a task, share feedback. In same time employees  express their feeling, job satisfaction and  opinions about the policies. 
There are many types of communications: 
Written:  a formal and easy method of communication. It can be recorded and referenced.
Oral :  normally is used in  conversations, phone call. As a profession communicator, it is highly advised to avoid bad grammar, discriminatory  or slang language.     
On the other hand, non-verbal communication is shaped through  gesturing, body language, movement and face expression and voice tone,  where it gives more information than verbal.
Non-verbal communication plays an important role in all communications. It is impossible to communicate without sending out non-verbal clues. These clues help others determine the attitudes and attributes that may not be expressed by the words spoken.(Phutela,2015)
It  determines hidden feelings.
Voice tone is vital in communication any message as  it reflects confidence  and strength so it would to be more likely to be    accepted  or agreed by employees, however it is  worth noting that it would not leave positive effect if it was overconfident or arrogant. It is powerful as it makes conversations clear and direct, minimise  the chance for miscommunication, mitigate disagreement.

     2.3 Effective team communication in this case

Each group of the staff should provide a written report for progress of each duty supported with evidence and the contribution of everyone. Managers  should provide progress assessment too.
Beside weekly Face-to-face meeting, mangers at the store should leave doors open at any time for exchanging ideas and trust building.  Within the teams of the store, each member should know exactly the delegated task and get the opportunity to give a clear feedback.
Managers should be able to point out the individual values and recognise the best communication form work from each. For example, security guards may prefer to use phone calls while managers can  get emails or written letters, Sales assistance prefer to communicant verbally and non-verbally with customers and other members of staff.
The shop expanded and employed more employees , this exists the need  of challenging when forming new team or joining new member.
Short task could be assigned so new employees would get used to the rest  and be familiar with their colleagues and avoid conflict in future. This idea is supported by  Rebecca et al,( 2016)
All efforts would support CxC pedagogy, requiring students to engage in communication as a process of learning and communication as core content. staff would mentor the student teams, offering frequent and timely feedback, and sharing tools to encourage effective communication and collaboration…. the students' first demonstration of strategic thinking and reasoning, a level three activity on Webb's Depth of Knowledge Wheel(2005). Thus, the students demonstrated initiative early on and signalled their eagerness to assume responsibilities.

Recognition and  reward are a part of team communication process. Emails and in-person recognition and thanking are some ways of communication to reflect recognition. 
Breaks can be the field  of informal communications in the organisation, furthermore,  celebrates   bring members closer , boost  relationships and  encourage conversations. 

    2.4 Teamwork Theories Benefits
Many theories dealt with team developing, Tockman  developed his model to deals with team challenging  
Tuckman suggested that teams grow through specific stages. It can be very useful in our case study. 
· Forming as  initial stage to form a team: during this stage more competence is needed between the staff to form any team especially leadership competence for those how will work nightshift without managers. Staff should have good listening skill too.
· storming : conflict may arise during this stage. Staff should be able to manage emotional expression , giving and receiving feedback appropriately , 
· norming:  resolving  issues in the task. Diversity should be recognised. 
· performing delivering the task together. Staff should  share leadership .
· Adjourning : means fulfilling the task .
Many points should be considered when utilising Tockman theory on our case. Is the size of the team correct? Have the right employees been chosen to form the team? Do they have enough knowledge about the expected goals? Are all members motivated to achieve the task? Also, we notice that according to Tockman as the  team develops the leadership style changes too.
Belbin found during his research about how team should be formed that team must have certain key role fulfilled. These roles are:
Coordinator: a member committed to team objectives , listen to others, 
Shaper: high motivated member, tend to argue and fight. A group should not have more than one shaper to avoid conflict. Each of manger, stockroom and sales assistant can have  a shaper.
Plant: concerned about details , takes rational approach to problems. A manger team can include a plant
Resource investigator: pick up ideas and develop it, good negotiator. This role matches sales assistants  in the case.
Implementer: tend to do jobs other members in the team do not but  show slow response to new duties.  Sales assistant and stockroom can include an implementer.
Monitor: a serious and intelligence person  do not tend to inspire others. Manger teams should include a monitor.
Team worker: sociable and diplomatic  can spirit up  the team. This role matches sales assistance and stockroom. Sales assistant and stockroom groups each should  contain a team worker.

Finisher: detail orientated  tend to complete the job.  Sales assistant and stockroom groups each should  contain a finisher.
Specialist: provide technical support with  high commitment. This role match security and cleaner teams.

3. Conclusion 

Forming a team is not an easy option however challenge working with different people can be enjoyable aspect of teamworking.
Commutation skills have a major role to  motivate , solve conflict , give people sense of belonging, learn and help. 
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