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1.INTRODUCCION

This reflective report is going to show my personal analysis about the different methods I have learned during this term to successfully solve a problem in my workplace, first having knowledge about the complex problem, then analyse the given information, after that trying to find alternative solutions and lastly to designee a plan to solve the conflict.
But what is a conflict? “Conflict is simply defined as a sharp disagreement or opposition of interests or ideas. In any workplace where people are working together, conflict is a normal and natural occurrence. Workplace conflict tends to lower the team morale, increase absenteeism, and decrease productivity.” (Gran Valley State University, 2021)

















2.MAIN BODY

2.1. DEFINE A COMPLEX PROBLEM AT THE WORKPLACE INCLUDING A SCOPE AND IMPACT

Studies found that we will spend one-third of our lives working, and problems with our co-workers are the main source of frustration and stress for all of us. Sometimes is difficult to have a nice office atmosphere where everyone's tasks, personalities, and expectations work perfectly together, without issues. Sometimes it may cause negative psychological symptoms and could affect your productivity, your mental health, your ability to identify the most adequate solution to that problem, and could cause a toxic environment. Therefore, is important to have tools to make it easier and get rid the conflict. 
Some time ago, exactly 1 year and a half when I was working as an office assistant for an insurance company, I had a colleague who had the same position as me. The new girl was nice and for some months the environment at my workplace was professional, quiet, peaceful and we were working in harmony. She did not have too much knowledge about digital skills or how the company worked, however I was trying to give her a proper induction as my boss asked me to do it and I taught her everything she needed to succeed at work even if I did not see a significant effort from her side.
The time passed by, and I started to realize that she was not doing the tasks she had to do, and gradually I had to increase my hours at work and fix her mistakes. At some point, I received an email from my boss saying I had to be more careful in my reports, numbers, and in all the tasks my colleague and me were doing. Immediately I knew it was not my fault and all those mistakes that my boss was talking about, were from her side. I sent her an email saying to be more aware of sending the wrong information to our clients and make us work double trying to fix her mistakes.



She was rude replying to the email and tried to let me feel like it was my fault to let her work with not enough training. Nowadays that situation is still happening I am tired to search for a solution alone and I hope this report could really help me to solve the conflict.


2.2. ANALYSE INFORMATION ON THE IDENTIFIED PROBLEM, TO HELP INFORM THE DECISION-MAKING PROCESS

We know that always there are some factors that could influence somehow to the complex problem, such as poor communication, bad management, conflict styles, leadership conflicts, high-stress work environment, bullying behaviours, discrimination workplace issues, personality-based problems, interpersonal problems, poor job fit, performance issues, lack of motivation and dissatisfaction.
This is not an isolate case as in any environment we can find conflicts with other people. At the school, at the gym, with our flat mates or even in our family. 
In this particular case, effective communication is the key because is central to all business goals: providing purpose, building corporate culture, avoiding confusion, getting work accomplished, creating accountability, and growing revenues year over year. (Grammarly Business, 2021)

I am keen to solve the situation and after analysing the factors and the information given, I truly believe we can do an extra effort as a team member and work together to finally recover the 




“Harvard Business Review found that 57% of employees said they “were not given clear instructions at work,” and 69% of managers admitted to being “uncomfortable communicating with employees.” They especially lack confidence when communicating direct feedback related to performance that may be received negatively and sharing lessons, they’ve learned from mistakes they’ve made that demonstrate vulnerability.” (Grammarly Business, 2021)

2.3. PROPOSE A RANGE OF ALTERNATIVE SOLUTIONS TO THE PROBLEM

-Speak directly with my boss and HR to be mediators in the problem without let her know about the concern.
-Write a letter to HR and wait for the steps to follow.
-Do not do anything about it, continue with my tasks and ignore the problem.
-Arrange a meeting with her to talk about the conflict and follow the proper steps to have a good environment at my workplace again.
-Write a letter and explain to her my concerns.
-Advise her to take a training in digital skills.
-Advise her to enrol the gym or other physical activity to relieve the stress.








2.4.  USE A DECISION-MAKING TECHNIQUES TO EVALUATE A RANGE OF SOLUTIONS TO IDENTIFY THE MOST APPROPRIATE OPTION

To solve the conflict with my co-worker, I will implement the SWOT analysis   technique learned in class.
Strengths: 
-We were working in harmony before the conflict
-She is a great person.
-The environment at my workplace was amazing before the issue.
-I am open to talk about it and solve the conflict.
Weaknesses:
-This situation is causing a toxic environment at my workplace
-She is making several mistakes and sending the incorrect information to the clients.
-I am doing overtime to amend her mistakes.
-I am stressed at my workplace as the situation is getting worse.
-My boss thinks I am doing the mistakes instead of her.
-I am in risk of lose my job because of her.
Opportunities:
-I am keen to solve the complex problem.
-As we work together, we can talk about it at any time.
-If we fix the issue, we can work in harmony and my stress could be relieve.



Threats:
-It is not nice when someone point your mistakes and she could be upset.
-I do not have a good relationship with her now and it could cause more tension at the workplace.
-Has been a long time since the problem started and perhaps, she does not want to solve it.

The most appropriate option to solve the complex problem, is having a meeting with her, explain my point of view and try to find a ground in common. After that we can talk with our boss to provide her a proper training in digital skills and a reinduction to fit in our company.

2.5. DEVELOP A PLAN FOR IMPLEMENTING THE SOLUTION 

The plan I will to implement to solve the problem and the steps to follow, are:

-Do not gossip about the conflict: First thing I should do to solve the problem is do not involve my colleagues in our conflict to avoid looking unprofessional and making a bad environment at the workplace. Secondly, try to speak with a friend or family member instead of sharing the situation with a co-worker.
-Address the conflict sooner rather than later: At this point, I do not have to wait until both of us feel more hostile with each other. Trying to solve it before it becomes a snowball even bigger. I will not gain anything if I force my co-worker to have a confrontation.



-Discuss the problem face to face: I should schedule a private meeting to discuss the conflict with my co-worker and be sure we have plenty of time to express our ideas, thoughts, and concerns with calm and peace. A while ago I was thinking to have a conversation with her via email, but after doing research about the best way to solve it, I learned that by writing we could have misunderstandings as we could not have the support of non-verbal communication such as facial gestures, voice pitch and eye contact.
-Try to find common ground: When the day arrives, I should set a cordial tone and try to identify the things that we both have in common such as a project, a goal, or an objective. In addition, remind her that we work at the same company, and we want to see it having success and a nice environment at the office.
-Keep an open mind and listen: Even if I do not go to the meeting feeling I am completely agreeing with her if I go with an open mind, probably is more likely to find a common ground and solve the problem faster. By listening to her, I could understand her point of view and how she is feeling about it. Trying to do not interrupt her and asking questions about the unclear things in a nice and respectful way.
-When is your turn to talk, stay calm: I must take any steps to stay calm and let her know my opinion with empathy and professionalism. My emotions do not have to control my objectivity. I can have written note to help me to get in tack if I feel nervous.
-Know when you need to involve a third party: In case the conflict increase, I could talk with my boss or HR to act as a mediator.
-Learn from the problem and the resolution: Maybe I will never be the best friend of my co-worker but at least we could have a cordial relationship and have a little relief after having that conversation. Then I can take this disagreement as a lesson by looking back and understand what caused the conflict in the first place. So, at this point could help me be introspective and try to identify if somehow, I contributed with that problem, learn from it and avoid making the same mistake in the future.




-Training: The last step I would take, is have a meeting with my boss and ask him to give her a proper reinduction and teach her digital skills, communication skills and all the tools and resources to help her to have a better performance in the workplace.

             2.6. COMMUNICATE THE PLAN TO STAKEHOLDERS

Letter as per attached in the appendix.


2.7. ASSESS APPROPRIATE MONITORING AND REVIEW TECHNIQUES TO ENSURE SUCCESSFUL IMPLEMENTATION OF THE SOLUTION 

Studies found that supervisors spend 25 percent of their time resolving workplace conflicts. The most common response to any situation of conflict is the flight-or-fight response; some prefer run away or avoid the situation at all costs, and others prefer to battle it out. In either case, we often feel uncomfortable and dissatisfied with the outcome because no resolution is achieved, but in this case, we can have a meeting every month to review the situation and discuss if we are working in the right path to make a good environment at our workplace and help our company to success. (Grand Valley State University, 2021)






3.CONCLUSION

By all the decision and measures I took, it brought a better atmosphere at my workplace as I used my communication skills, my active listening, decision-making techniques, problem-solving methods, and I implemented my non-verbal communication which helped her to improve her understanding about the complex problem and the source of this. As a result, we could increase our productivity and our relationship as a co-worker.
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5.APPENDIX

20 August 2021
35 Draco Street
London 

Dear stakeholders

I am writing you to let you know about the plan I have designed to solve the complex problem I am having with my co-worker. I have scheduled a meeting for the next week to explain to you guys, all the measures I took to keep building trust, empathy, and fellowship.
I truly believe that if we implement these steps, we can continue living in harmony at our workplace, having a healthy environment, keep working together as a team to help our company achieve the goals and objectives. 
Personally, I will be doing my job with professionalism and commitment.
Looking forward to hearing from you.

Yours sincerely, 
Tatiana Mora 
Office assistant 



