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1. Findings
· Why effective communication is important in a workplace
· Other communication methods such as email and team meetings
· Tuckman theory
· Berlos model
· Application of tuckmans theory to the business 


























Introduction
2. Continued success of an organization is based on a number of things, one of which is effective communication. Effective communication is key to a successful business. It is important that everyone within an organization understands what their role is and how they contribute. Everyone needs to understand the task and goals to be met. Also it is a key skill to solving problems. All of these things are achieved by effective communication taking place between all staff members including managers at all levels across the organization. 

3. Importance of two way communication.

Two way communications is very important for Sarah’s organization as it is a reliable method of communication to relay information and to solve problems. Referring to the model below, the first source needs to pass on the information correctly and clearly so that the message can be understood by the receiver, as they may need to pass on the information to another receiver. In regards to Sarahs organization, Sarah would be the source, therefore she would be able to encode information through a channel to her staff. It is crucial that Sarah encodes the information correctly at the first instance. Also the way in the information is encoded will depend on the type of channel Sarah uses. Sarah can use different channels to encode the information. As long as the message is encoded correctly and clearly her staff will be able to decode the information and understand the message. Two way communications will help the organization to pass information smoothly to all staff members within the organization. It will also create a way Sarah’s staff can respond and send her feedback. It will create opportunity and encourage staff to make their opinions heard. It will help Sarah to implement rules and procedures. If someone does not understand the rules or procedures they will be able to reply and ask for clarification. Two way communication will also increase job satisfaction for the staff as it gives everyone a way to share their ideas, share how they feel about certain things within the organization, and then Sarah can take the necessary actions, this will achieve staffs job satisfaction which means a happier place to work and wellbeing of the employees. There are other advantages to this method of communication such as increasing efficiency, the receiver will be able to understand the information which will increase their knowledge and it will save time as the information will be understood correctly, which means tasks and goals will be clear to the staff so there won’t be any misunderstanding or time needed to explain tasks again. 
Below I have added a Berlo’s model of communication, to explain how this would work for Sarahs organization. So Sarah is the source, any information she would encode she can encode this to her management team. The management team are the channel and they will decode Sarahs message and communicate this effectively to the rest of the organization. 
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4. Other effective communication methods for Sarahs organization 
Email
An internal email system within the organization would be a quick and convenient way to communicate information between Sarah and her staff. This method of communication will also open opportunity for staff to address any concerns in a secure way where only the intended recipient will have access to the information. The recipient then will have more information to make an informed decision on what the solution should be.
It also creates opportunities for staff to share new ideas which might benefit the organization. This will create a healthy work place, the staff will feel they are being taken care of and there voice is being heard, this is beneficial for the staff and it will create a good working environment. Also the happier the staff are the better they will deliver customer service.
Team meetings
Team meetings are another way of communicating effectively. In team meetings, the management team will be able to see whether the staff have understood the message or not by their body language or the way staff are asking questions. Facial expression can also tell if someone has understood something or not. The management team can then decide wether they need to hold another team meeting or have 121 with the people who they think may need extra help. 
Team meetings are also a good way for staff to voice concerns out in the open and ask for feedback. 



5. Referring to Tuckman theory on team development, I think this would be a of great use to Sarahs organization.
The theory consists of four stages, forming, storming, norming and performing. Using this model for Sarahs staff will create a better team and teamwork. 
The forming stage can be used to set the leadership so everyone is aware who they are taking orders and tasks from. At this stage the staff will not know whos role is what within the organization so it will be up to the management team to guide them. 
Once this has been established, team members will then need to know what there roles are and start to focus on their goal. The management will be the leader of the team so they will tell them what their tasks and goals are for each of their roles. There may be challenges at this stage where some staff might not agree on their role or on how much authority another staff has, any misunderstandings or confusion at this stage will be cleared by the manager. So that going forward the team are not wasting time on these things but are focusing on the important part which is their role and tasks. As the business is growing there will be more people for the management to guide and advise of their tasks, by setting the scene at this stage it will minimize confusion and conflict later on. 


At the norming stage the team members can start to have more fun and get a bit more relaxed now that they understand their roles and purpose in the business. The management team can start games for everyone to get to know each other better. Everyone discusses their ideas and help each other.
Now that the team have got to know each other and are aware of what their task is, the team will start to work together to run the business smoothly. This is the performing stage, so all the above needs to happen in order for them to become a successful team. This will improve the teamwork as it will have allowed everyone to meet each other before starting their tasks. It will make communication easier between them as they already have gotten to know each other. It will also let them know who they need to go to for certain tasks or for help, as they would have found this out during the norming stage.


6 Sources
[online] Business balls.com Chapman A. 1999.https://www.businessballs.com/team-management/tuckman-forming-storming-norming-performing-model/ 
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