





[bookmark: _Toc5888675]Executive Summary
Looking for better ways of communicating in a workplace for better staff communication and maximising profit and avoiding unnecessary extra work load and conflict.
· Private agendas and mismatched needs
· Confused and cluttered goals
· Confused roles
· Right decisions, wrong process
· Bad policies, stupid procedures
· (Unresolved) personality conflicts
· Bad leadership
[bookmark: _GoBack]Robins and Finley (1998)
Contents
Executive Summary	1
Introduction	1
Findings	2
The importance of two-way communication - The benefit of communication.	2
Effective communication (verbal and non-verbal) is important for the continued success of the organisation.	2
How the application of teamwork theories can improve teamwork in the toy store. Tuckman and Belbin theories will benefit by creating assigned skill to an individual	5
Conclusions	6
Recommendations	7
Action plan	7
Reference list	7
BIBLIOGRAPHY	7

[bookmark: _Toc5888676]Introduction
For many year’s Michelle Sullivan has been running a toy store in Swansea.
The company employs Total number of employees is twenty- seven. Here is a break down.
Six employees work in the stockroom, accepting deliveries and filling the shelves. Few stock room staff do night shifts only (with no manager on duty).
two are cleaners.
fourteen are sales assistants. One of the sales assistants is on a long term sickness leave
two are security guards.
three are managers.
staff varying in ages and experience. Some of which are part time. They are working different shifts while store operates in the hours of eight am till ten pm. Currently there is no formal teams within the workforce, only ad hoc ones based on who may be working different times and shift, which can lead to a breakdown in communications, so the information is not being shared effectively. At any time, there is a maximum of eight workers working in the toy store. As new staff are being employed and trained on the job by the manager on duty at the time.
This report will try and apply old theories to make the company profitable for many stakeholders and apply skills to the people in the work place.
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[bookmark: _Toc5888678]The importance of two-way communication - The benefit of communication.
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Two-way communication is when one person is the sender and they transmit a message to another person, who is the receiver. When the receiver gets the message, they send back a response, acknowledging the message was received. The model looks like this:
[image: ]
Ref accessed (2019)
https://study.com/academy/lesson/what-is-two-way-communication-definition-systems-examples.html
Two-way communication is essential in this business. Messages are transmitted between employers, employees, customers, and other stakeholders, and feedback is required to be certain that the message was received and understood. So, a simple model for two-way communication which indicates, the way communication between two employees in the workplace, so if one was to create a log of what has been done and what needs to be done and posted to the next person starting shift whatever is accessible for both parties. The Receiver then replies back by ticking off the to-do online via email or social sites, so the sender gets the acknowledgment that a task has been completed.
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Effective methods of communication, specific to the toy store. As picture shows the most effective way is to communicate in a clear and appropriate manner where both Sender and receiver understand and communicate effectively for enough understanding of the situation and problem solving. This in its self is a skill. So being able to demonstrate a clear communication verbally will get rid of any confusion and making sure using non-verbal gesture is kept neutral to avoid conflicts within the team and work well together in the team. The organisation will surely benefit once the communication skill applied to all the staff.
· The way that you articulate and emphasise words can impact how other people read them.
· Your posture can have and influence on the way that people pay attention to what you are saying.
· Eye contact is good for capturing and maintaining your audience’s attention.

· [image: ]
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accessed {2019} https://theundercoverrecruiter.com/communicate-effectively-workplace/
“If you just communicate, you can get by, but if you communicate skilfully, you can work miracles”							Jim Rohn
Accessed (2019) https://ihcommunications.co.uk/
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Tuckman and Belbin theories will benefit by creating assigned skill to an individual
1. Creates synergy – where more is stronger than the few. 
When a team is selected, assembled, supported, and enabled, effectively and efficiently, the results can far outweigh those achievable by its constituent members acting individually.  1+1 = 3….4, 5, 10, more!
But, only if the team runs effectively and efficiently!

1. Supports a more empowered way of working, removing constraints which may prevent someone doing their job properly.
1. Promoting clearer and easier structures, with less hierarchy.
1. Encourages multi-disciplinary work where teams cut across organizational divides.
1. Fosters flexibility and responsiveness, especially the ability to respond to change.
1. Pleases customers who like working with good teams (sometimes the customer may be part of the team).
1. Promotes the sense of achievement, equity and camaraderie, essential for a motivated workplace.
1. When managed properly, teamwork is a better way to work!
[image: belbin team roles]
 Belbin game will find out how well an employee in the team suits the best title and assigned to take upon the role within the team.
“Teams are a question of balance. What is needed is not well balanced individuals but individuals that balance well together” 
Dr Meredith Belbin
Belbin, R. Meredith, Management Teams: Why They Succeed or Fail. Butterworth Heinemann, 3rd ed., 2010

Many of today’s workplaces draw on flatter organisational structure and have more team-based work. Team working can give a team member a sense of identity, support, and friendship
(Bowler & Brass, 2006).
 Bowler, M. & Brass, D. J. (2006). Relational correlates of interpersonal citizenship behavior, A social network perspective. Journal of Applied Psychology, 91, 70-82. 


1. Teams need a compelling direction
2. Teams need enabling structures
3. Teams need a supportive organisation
4. Teams need expert coaching
Griffith, B.A. & Dunham, E.B. (2015). Working in Teams: Moving from high potential to high performance. California: Sage Publications Inc. Ch.1
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Forming: In this stage, most team members are positive and polite. Some are anxious, as they haven't fully understood what work the team will do. Others are simply excited about the task ahead. As leader, you play a dominant role at this stage, because team members' roles and responsibilities aren't clear. This stage can last for some time, as people start to work together, and as they try to get to know their new colleagues.
Storming: Next, the team moves into the storming phase, where people start to push against the boundaries established in the forming stage. This is the stage where many teams fail. Storming often starts where there is a conflict between team members' natural working styles. People may work in different ways for all sorts of reasons but, if differing working styles cause unforeseen problems, they may become frustrated.
Storming can also happen in other situations. For example, team members may challenge your authority, or jockey for position as their roles are clarified. Or, if you haven't defined clearly how the team will work, people may feel overwhelmed by their workload, or they could be uncomfortable with the approach you're using. Some may question the worth of the team's goal, and they may resist taking on tasks. Team members who stick with the task at hand may experience stress, particularly as they don't have the support of established processes or strong relationships with their colleagues.
Norming: Gradually, the team moves into the norming stage. This is when people start to resolve their differences, appreciate colleagues' strengths, and respect your authority as a leader. Now that your team members know one another better, they may socialize together, and they are able to ask one another for help and provide constructive feedback. People develop a stronger commitment to the team goal, and you start to see good progress towards it. There is often a prolonged overlap between storming and norming, because, as new tasks come up, the team may lapse back into behaviour from the storming stage.
Performing: The team reaches the performing stage, when hard work leads, without friction, to the achievement of the team's goal. The structures and processes that you have set up support this well. As leader, you can delegate much of your work, and you can concentrate on developing team members. It feels easy to be part of the team at this stage, and people who join or leave won't disrupt performance.
Adjourning: Most teams will reach this stage eventually. For example, project teams exist for only a fixed period, and even permanent teams may be disbanded through organizational restructuring. Team members who like routine, or who have developed close working relationships with colleagues, may find this stage difficult, particularly if their future now looks uncertain with Brexit.
(accessed) https://www.mindtools.com/pages/article/newLDR_86.htm
Tuckman, Bruce W. (1965) 'Developmental sequence in small groups',  Psychological Bulletin, 63, 384-399. Tuckman, Bruce W. (1972) Conducting Educational Research, New York: Harcourt Brace Jovanovich. Fifth edition 1999 by Wadsworth. Tuckman, Bruce W. (1979) Evaluating Instructional Programs, Boston: Allyn & Bacon 


[bookmark: _Toc5888681]Conclusions
Following these steps will increase the organisations productivity. As the company is growing there will be expansion of stores and with that will be more staff required. With this increase there should be a regular meeting which will help employees and employers better understand situations and how to handle them.
Within the team:
Communicate often, Value each individual, Work hard, Involve everyone, Be loyal, Provide for development, Be fair and consistent, Manage conflict And Be assertive.
Outside the team:
Recognise wider team role, Co-operate with other internal teams, Communicate regularly up, down and across, Promote good customer and supplier relationships and Manage conflict. 
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What is the best way to get things done is to have a plan put in place?
Managers to put up daily work to do sheet and to be checked by all staff depending on what section they are working.
Employee champion will promote staff to be doing work efficiently.
Talk about problems that staff may have, so any issues can be resolved by advice and help.
Have conversation regarding mental health and make it a common communication time.
It is important employees have information in what to do when any issues arise.
Is everything ok at home is the employee happy in work?
Does the employee require additional help?
All managers and other staff need to communicate with one another.
1. Talk straight
2. Demonstrate respect
3. Create transparency
4. Right Wrongs
5. Show loyalty
6. Deliver results
7. Get better
8. Confront reality
9. Clarify expectations
10. Practice Accountability
11. Listen First
12. Keep Commitments
13. Extend trust
 
Covey, S.M.R. 2006, “The speed of trust: the one thing that changes everything” Simon & Schuster, New York; London. 
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Managers meeting
Create plans
Staff meeting
Questionnaire  
Find out each person’s traits to give them a suitable role
Communication skills training
Other training
Check employee overall service punctuation skill
Reward 
“Keeping up with the complexities of a global economy requires businesses to draw upon multiple perspectives from multiple sources of input, in order to be able to compete.  For this reason, task-oriented teams can be found almost anywhere, from factory assembly lines to corporate executive suites” 
(Griffith & Dunham, 2015, P.3). 
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Belbin theory, Belbin image
https://www.google.com/url?sa=i&source=web&cd=&ved=2ahUKEwjcqpyz3dDgAhVD0RoKHXc7DboQjhx6BAgBEAI&url=https%3A%2F%2Fwww.slideshare.net%2FEchamer%2Fbelbin-team-role-primer-3573527&psig=AOvVaw2fdWU_FSPFaBWfksKk3o9I&ust=1550972616906703

Belbin, R. Meredith, Management Teams: Why They Succeed or Fail. Butterworth Heinemann, 3rd ed., 2010
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