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[bookmark: _Toc5907426]Executive Summary:
In the twenty first century communication achieved the most importance due to alterations in the information system. With the proper communication an organization can run smoothly otherwise, organization will encounter many hindrances in achieving its goals.  Without efficient communication a company is not able to exchange information required to daily operations and create a communication network to carry new product data (Zondi et al.,2015). Effective communication is essential for the development of the organization. By effective communication, management can operate their tasks properly for instance planning, organizing, goal setting, motivating. Communication aid team members to perform their tasks on regular basis, by getting proper communication from management employees can be with the organization’s policies and regulations.  Miscommunication in the organization has negative impact in the organization even to the performance. 
This paper will provide an outline about the case study and the present condition of the company.  This paper will discuss about group and team and how changing from group to teams benefits an organization. At the same time the point of view of Belbin and Tuck man and their theories.  
Communication in the workplace is required because management and workforce need to perform tasks and projects involves some sort of direct or indirect verbal or non -verbal communication. This report outlines models of communication in the case study. Two-way communication plays an important role in effective communication which become more effective where sender and receiver comprehend and share the message properly. With the correct message further, this report would discuss about how communication methods suitable in different situations. Moreover, a few recommendations will be provided to overcome the current situations.
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[bookmark: _Toc5907427]Introduction:
Communication is essential in our life no matter it is for social life, or organizational life, we do communicate with others in different ways. By ensuring proper communication an organization can get so many benefits. Effective communication is momentous for any organization’s survival. It is very hard for an organization to survive and sustain for the longer terms. Communication within the workplace need to be effective as possible. This involves wide range of communication activities to make sure two way, upward, downward, lateral and sideways communication.  Main objectives of communication are to be understood, to be accepted, to get something and to comprehend others. 
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[bookmark: _Toc5907429]Background of case:
Michelle Sullivan is the owner of medium sized toy store; she is the employer of 27 people of varying ages and experience. It is mentioned in the case study that most of the employees work part time basis, in varying shifts of opening time.  Employees work in group, there is no presence of teams at this moment. There is face to face communication goes on other than that no other communication channel is present in the company at this moment. There are four basic communication channels used in the workplace is communication: face to face meeting, telephones or audio exchanges, video conferences, text transfer (Zondi et al., 2015). 


Group vs Teams:
According to Bass (1960) group is a collection of individuals whose existence as a collection is rewarding to the individual.
Arrow et al., (2000) and Nisjad (2009) they mentioned that groups are more than merely collection of individuals.
A team is a collection of individuals who are interdependent in their tasks, they share responsibilities for outcomes, who behold themselves and seen by others as an intact social entity implanted in one or more larger social systems (for example, business unit or the corporation), and manage their relationships across organizational boundary (Cohen and Bailey 1997, p. 241)
Dyer (1984), in her review of team literature suggested that a team contains two or more people, a shared goal, exact role assignments, and interdependence between the team members.  Gryskiewicz (1999) explain teams can be defined by three primary characteristics: (1) The team members have a shared purpose, which meets a need, (2) Members work interactively and are interdependent, and (3) By working together, the team members learn how to enhance the team's performance.
Modern organizations prefer to work on collective basis where groups and teams are required to execute different tasks and projects. There are so many benefits associated with team work in the workplace. Organization might perform better if they can promote team work in the group.      





Enhanced productivity:
According to Beyerlein and Harris (1998) some industries have reported that teaming brings advantages such as increased productivity and decreased absenteeism (Knight, P.J 2007). Kinlaw (1991) found that teamwork is the main driver for continuous improvement and increased competitiveness Knight, p,J. (2006). According to Ulrich (2017) teams can be used to improve outcomes and performance of teams.  According to these authors there is possibility of enhanced productivity as a result of team work.

Creation of Trust:
There is possibility that team work can build trust among team members. Creating trust among team members is one of the components of effective teams. Trust has been listed by researchers as one of the key factors in effective teams (Bloomgarden, 2007).


Understanding the mission: Team work help members under team leader to comprehend the mission of the company. Team work help team members to understand their role in the team and work accordingly. 
Cooperation at work:
Team work help to collaborate with others thus sharing their thoughts and experience. Team members can interact with one another, according to Marks (2001) the advantage of team work is that people working together can often achieve something beyond capabilities of individuals alone (Knight., P 2006). The author points out that the strength of collectivity can be benefitted by collective effort of teams. 
Team work enhance creativity:
Team work can enhance creativity of team members, creativity develops when people work together. Sharing ideas, talents, resources, experience can increase creativity among team members thus organization will get benefit. 

Belbin (1981) developed nine team roles which were designed to define and predict potential success of management teams. Belbin told that a role is a tendency to behave, contribute and interact with others in a way. Belbin indicated that each team member should have to take on more than one of the nine role characteristics, there should be balance while forming team. . According to Belbin the degree of ‘balance’ in a team depends on the extent all nine roles are represented ‘naturally (CHONG, E., (2007)



Tuckman developed model of team development these are (Forming, Storming, Norming and Performing, adjourning) this model explain that the team develop maturity and ability and relationship establish at different stages of group development.
Team members may try to influence the development of group norms, roles, and procedures. During the third stage of team development – norming, the team becomes more cohesive; goals, roles and relationships are established; communication is open; and conflict is about issues, not egos. In the performing stage, team members share a common focus and communicate effectively, and the work moves forward to accomplish the goal (ULRICH, B. and CRIDER, N.M., 2017).


Group dynamics plays an important role in the organization, 
Making relationship: Group dynamics help to create good relationship between members of teams Phan, L.T et al., (2004) group members shape their own microcosm, the dynamics that take place in the group environment and group members form a social microcosm that evokes the core issues of all members.
Group dynamics help team members to act according to the changing circumstance. Cited in Mohanthy (2017) Lewin rightly called the process of how groups and individuals act and react to changing circumstance as group dynamics.
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Communication in the workplace is critical to establish and maintain quality relationship in organization.  Communication is not just about providing information (Zhu et al., 2004). In fact, it plays a significant role as far as the success and failure of any organization is concerned. Communication is the lifeline of any organization and the success of a business enterprise to a great extent depends upon the efficient and effective communication (Bisen, Priya, 2008) (Mohanty A, 2017).
According to (communicationtheory.org, 2010) communication in a organization took place in three levels, primary, interpersonal, between groups and at an organizational level and happen in three main form for example verbal, non-verbal and written. Direction and flow of communication might be top-down, bottom-up and horizontal or lateral depend on the hierarchical structure in the organization (Postmes, 2003). The downward communication is about supervisor to subordinate communication while upward communication relates communication from subordinate to supervisor and horizontal or lateral communication is about the communication amongst the peer group. Communication among different departments is mentioned as cross-channel communication (Ober, 2001).
In every society, humans have developed spoken and written language as a medium of sharing messages and meanings. The most common way of daily communication is interpersonal- that is, face-to-face, at the same time and in the same place (Encarta, 2005).
Communication, the heart of business, is the most crucial of all entrepreneurial skills. The fate of the business relies on the quality of your relationships. Your capability to transmit information helps both clients and employees feel they can communicate with and ultimately trust you (Black Enterprise, Charles, 1998, pg. 116).
Personal relationship is what organizations are all about -or should be. An organization, whatever its size, mission, or motive is merely a collection of people assembled to pursue a common objective. An organization functions through its people, who in turn function through communication (Brennan, 1974).
Communication can be defined as the process of transmitting information and common understanding from one person to another (Keyton, 2011). Price (1997) stated that organizational communication as the degree to which information about job is transmitted by an organization to its members.

Many benefits for an organization if organization can make sure effective communication.
Decision making:
Decision making is very necessary task for organization, by effective communication organization take its decision. Decision making within the organization is strategic action and linked towards successful problem solving (Habermas, 1998). Nassehi (2005) point out that organization are certain places or decision mechanics where different decision get formed. By proper communication organization members can take decision beneficial for the organization. 

Implementation of strategy:
Effective communication helps the organization to seek ways to apply their ideas in the practice.  Quirke (2008) also expressed his opinions that communication is crucial as people require to understand the strategy, its context and the rationale behind it.
Zetterquist & Quirke (2007) stated that effective communication would bring the consequences of enhanced innovation level, develop productivity, low absenteeism, and even could result of higher quality of products and services. 
Non- verbal communication includes facial expression, tone of voice, expression, body language, eye contact, attitudes, personal traits many scholars agreed that non -verbal communication contribute two-thirds of overall communication. Nonverbal communication plays a vital role in making good relationship with others. If someone from employees always eager and confident he/she might give good customer service. 

Importance of two- way communication:
There are so many benefits for an organization if they can initiate two -way communication:  
Face to face: Two -way communication is a face to face communication which help employees when interacting with manager and co-workers thus bring benefit for organization.
Provide feedback:  It is very easier for management to provide feedback as two-way communication is two-way stream between people. By providing feedback management can clear their expectation and employee roles. 


Enhance effectiveness of communication: Two –way communication depends on the understanding of message from both parties. Through this communication system both parties judge and evaluate effectiveness of communication. 






Shannon Model of Communication:
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Shannon and Weaver was an American scientist they designed this model of communication.
This model of communication is effective in two-person communication than group of people. This model of communication states that communication is one-way process. Shannon believed that noise creates problems but understanding to solve various problems in communication.



Effective methods of communication for this case study:



Team work and leadership: 
At this moment as there is no team, they should focus in creating formal teams to perform in organized basis. Organization need to set up plan, policies, strategies, under team leaders. For creating effective team organization need to pick up good leadership style like distributive leadership. The organization should also follow the team work theories of Belbin and Tuckman.


Communication Channel:
The organization need to use different communication channel like face to face, telephone, instant message services, email, they can also use social medias. 
Increasing effectiveness of communication: Organization need to focus on the effectiveness of their communication, two-way communication between management and workforce.
.
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Effective channels of communication: Organization need to do some research what works best for them to communicate with the workforce. Web - tools effects on organizational communication, organization need to also find suitable web based medium of communication. 
Setting up plans:
Organization need to set up clearly defined goals, objectives and vision. By setting up proper plan the subordinates will know exactly what the organization want and therefore they will try to give their best performance. 
Establishing Teams: 
Organization need to form teams and set up rules and regulation and drive it properly. 






	Recommendation:

	Who is responsible for actioning?

	To be completed by

	cost

	Effective channels of communication
	Management

	One week 
	No cost

	Setting up plans:

	Management

	Two weeks
	No cost

	Establishing Teams:

	Management

	Two weeks
	NO COST














[bookmark: _Toc5907432]Conclusion:
Communication in the workplace is crucial in establishing and maintaining good work-related relationship in organization. Management should create environment where problems, plans, can be discussed in a good way through effective communication.
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