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[bookmark: _Toc37246669]Executive Summary
[bookmark: _GoBack]This report is about communication within the workplace. It gives details on how a leader can improve the effectiveness of teamwork in the workplace. In explaining this, the report is applying the teamwork theories by Tuckman and Belbin to the case study given. These theories give more understanding of team dynamics and how a leader can identify strengths and weaknesses in his or her team. The Tuckman theory explains the five stages of a team and the roles of a leader in those stages. The Belbin theory touches on the 'team roles' of team members with their strengths and potential weakness. This report also gives the importance of feedback concerning the case study at hand. Effective communication is an essential tool in organizational success has also been discussed and applied to the case study. 
The report finalizes by giving conclusions and recommendations on the findings.
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Communications within a Workplace
[bookmark: _Toc37246670]Introduction
In the workplace, it is vital to measure information so that one can identify what does not work, what works, and how we can improve to come up with an effective means of communication. At the workplace, it is also necessary to capitalize on useful information since it is a vital element of a business process flow. Workplace communication is the activity of exchanging ideas and information which could be both verbal and non-verbal between two people, or one person and group in an organization. A valid form of communication in getting things done in an organization as well as boosting productivity and building trust among employees. Teamwork and effective communication form the cornerstone of any productive group activity; which is mostly needed in an organization. This report will look into the teamwork theories and how they can be used to improve teamwork in the case study given. The report will also discuss how effective communication can be of importance to an organization.
[bookmark: _Toc37246671]Findings
[bookmark: _Toc37246672]Case Study
The report is aimed at addressing a case study in which a business setup, store, which currently has informal means of communication, can improve on its structure of the business process. As a result of its growth, the store needs to adopt formal processes within the business to prevent the breakdown of information and promote a seamless flow of processes.
Given the case study above, this report has come up with ways of improving the communication channels within the business and proper teamwork structures to improve the current business processes. It has suggested the use of teamwork theories (Tuckman and Belbin) to improve on the teamwork.
[bookmark: _Toc37246673]Tuckman Model
This theory of group development is widely known as the basis of active group development and team building (Tuckman, and Jensen, 2010). It is made up of stages, forming, storming, norming and performing. These stages form the path in which many teams follow towards high performance (Tuckman and Jensen, 1977). Later, Bruce Tuckman, who formulated this theory, came up with the fifth stage called adjourning.
Forming
This stage in the Tuckman model is where most members of the team are polite and positive. Most members are excited about the task ahead, whereas some are anxious and do not understand what task is ahead. Jane Collins, who is the store owner, should play the dominant role in this stage since most of the roles and responsibilities are not yet clear to the team members. The owner should have direct control over the team and establish very concise objectives for the whole team and individual members of the team.
Storming
The next stage is the storming stage where team members would start to push against the boundaries which were established in the forming stage. It is at this point where teams fail. This stage starts with conflict between the team members, which arises from different working styles. Also, storming may be caused by having team members challenging authority established. Team members at this stage may also be overwhelmed by the workload given to them because they could not be comfortable with the approach chosen. In order to counter the storm at this stage, Jane Collins would have established structures and processes. She should invest in building good relationships and trust between herself and the team members. This can be done by asking for feedback on the established processes. Conflicts are always bound to happen in any teamwork. As soon as this does happen, Jane should take the initiative of resolving the conflicts quickly and swiftly. For the less secure team members, provide adequate support. Always remain definite and firm when faced with challenges.
Norming
As the storm weathers, the team gradually moves into the norming stage. This is the stage where people would start to resolve their conflicts, respect the authority put in place, appreciate the strengths of their colleagues. Team members at this stage would be able to socialize better and give constructive feedback to the leaders and those in authority. The team members would also develop a more substantial commitment to the tasks and the goal of the team, which would contribute toward progress. The leader t should step back at this stage and give help to team members to take responsibility for the progress made towards the goal. Jane should arrange a perfect team-building event at this stage in order to cement the bonds among team members.
Performing
This stage is reached when hard work leads to the achievement of the team goals. The process and structures set up in the second stage have supported this very well. Jane should consider delegating her work at this point and concentrate on developing the team members. She should also be focusing on other goals and areas of work.
Adjourning
The leader should take time with team members in celebrating their achievements. It is essential since it is more likely to work with the team members again, which could be much more comfortable.
[bookmark: _Toc37246674]Belbin Theory
The Belbin theory on teamwork observed that team members assume various team roles (Belbin, 2012). The team roles are defined as the tendency to behave, interrelate and contribute in a particular way. Nine team roles are defined (Fisher et al., 1998). To the case study, Jane should be on the watch out for the following team roles. 
Sharpers are the members who would challenge the tea to improve. They are extroverted, and their weakness would be being argumentative. A leader should look out for the sharpers and address their weakness accordingly (Rickards and Moger, 2000)
Implementers are those who get things done. These people can be counted on to get things done. Their weakness, however, would be resistance to changes.
Complete finishers see to it that work is completed thoroughly. Their weakness is too much worry and rigid towards delegating work.
Coordinators are calm and collected, and delegate works very effectively. Their weakness could be delegating too much and manipulative.
Team workers are team-oriented by providing support to team members. This would cause them to be very indecisive.
Resource investigators are curious and innovative, which might make them overly optimistic. The plant, on the other hand, is creative innovators who give new approaches and ideas. They, however, be poor communicators. The monitor evaluators are good at evaluating ideas that other people come up with. They could be poor motivators. The specialists have specialised knowledge to get the job done.
[bookmark: _Toc37246675]Importance of Two-Way Communication
Two-way communication is the form of transmission in which both parties involved transfer information (Shannon, 1961). Two-way communication brings the following benefits in the workplace.
It is a dynamic process of exchanging information which leads to interaction between the sender and receiver. This would lead to effective decisions being made in workplaces.
Two-way communication leads to effective management since it promotes a healthy relationship between labour and the management which would increase efficiency in both parties.
It increases the accuracy of understanding since it eliminates the ambiguity in a communication received. In an organization, this is very helpful since it reduces time wastage on the back and forth on relaying messages.
It helps in evaluating the effectiveness of communication since the feedback system brings in the evaluator on the effectiveness of communication.
[bookmark: _Toc37246676]Why Effective Communication Is Important for the Success of the Grocery Store
Most business organizations owe their success story to one common factor: effective communication. The ability to communicate effectively in a workplace is crucial for the success of the business (Bormann et al., 1972). The same applies to Jane's store. She needs effective communication because it unites the team and encourages collaborative working. Effective communication brings in the sense of team unity and increases in staff efficiency and productivity. 
Effective communication allows business ideas to be explained clearly. 
Jane would benefit from effective communication when communicating ideas to her employees. This would lead to better efficiency in the execution of tasks. 
Effective communication would enable the store owner to deliver bad news without causing conflict or destroying trust. In case, she would want to terminate an employee's contract, and Jane would be able to do this in a manner that would not cause distrust among the remaining staff.
[bookmark: _Toc37246677]Conclusion
The report has given insights into the group development and how a team can be improved based on the existing theories on team developments. This report has given insights on how one can improve teamwork using the teamwork theories of Tuckman and Belbin. A detailed analysis of the theory has been done and how a leader can apply these theories to improving teamwork. The report has also looked into the importance of two-way communication and effective communication in an organization.
[bookmark: _Toc37246678]Recommendations
The recommendations of this report are as follows:
· In any teamwork engagement, it essential that a leader understands the dynamics of the team and how to handle situations based on the stage the team is in.
· It is important to understand the team roles in a team, their strengths, and their weaknesses.
· It is vital to make use of two-way communication and embrace the use of effective communication in an organization.
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