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                                 Introduction
[bookmark: _GoBack]In this report, as a business consultant for Mr Terrance Thomas I will be looking into how to help his rapidly growing business run smoothly and advise on possible team structures while discussing the importance of communication within the workplace applying relevant theories. This report will explain why effective communication, verbal and non-verbal is important for the continued success of the organisation run by Mr Terrance Thomas. And I will also illustrate the importance of two-way communication using models and how the application of teamwork theories including Tuckman and Belbin which can improve teamwork in the organisation and prevent small issues becoming bigger problems.























                                                                findings

As your business consultant I think you should perhaps consider employing some full time staff, with your business growing so rapidly so you would not have to keep training your employees up which would then give you the opportunity of building team structure within your work force, it would be beneficial to also consider doing staff rotas to create some formal teams as when staff are working all different shifts communication can often break down amongst the staff. This would benefit your organisation as they will all know what their job roles are and will successfully be working towards the same goal,  when people work in teams they share the responsibility of completing work on time, if one employee can’t get the task done another employee will step up and make sure the task is completed.  I would also consider having a manager working on all shifts including night shifts, this can be a good thing until you have successfully built up a team structure as your employees may feel more confident within their roles, or if a problem were arise if there is a manager on shift. Good communication skills in your workplace between employees and managers can resolve any issues or problems or better still prevent them from happening.
 Communication plays a fundamental role in all facets of business. It is therefore very important that both internal communication within your organisation as well as the communication skills of your employees are effective. Effective Communication is important for the development of the organization. It is something which helps the managers to perform the basic functions of management- Planning, Organizing, Motivating and Controlling. Communication skills whether written or oral form the basis of any business activity. When employees feel that they are well informed of the company’s direction and vision, they will feel more secure within their role. Regular internal communication can also lead to an improved work ethic if staff are reminded of achievements and feel that they are working towards a common goal.
[bookmark: _Hlk11339268]It is through effective communication that an executive ultimately gets work done by others. When managers are effective communicators, they are more able to inform staff adequately of their responsibilities and what is expected from them. Good communication skills also help managers to provide constructive feedback to their staff, build better relationships, and understand personal goals that staff may wish to work towards. A lack of communication can lead to the collapse of the organisation. Whilst that is a bold statement – without proper marketing collateral and communication internally and externally, most organisations will struggle to survive. Communication can also lead to productivity and helps to avoid unnecessary delays in the implementation of policies. (linked in, 2016). 
        
Your team should always understand that communicating well with each other will show the results they can achieve, when sharing information within the team you should always ensure its relevant, complete and clear. Employees will also perform better if they are given information about their targets and deadlines and will be more committed when they can influence decisions.


 Managers that develop an awareness of trust and how to obtain it, have greater success in engaging their employees. This can be accomplished with strong two-way communication, when executed properly two-way communication can strengthen manager-employee interactions and will encourage and improve their teamwork they build up trust with each other and the employees can openly discuss their problems and put their suggestions across to management. It can also give the employees some confidence to speak up about any issues that are bothering them, communication is a massive factor when it comes to problem solving in the workplace. Managers should ask employees what issues they are facing daily and then act on the answers, employees would see improvements in the store; two-way communication would make staff feel more confident about themselves and get better results. Putting more effort into how your team communicates may increase communication effectiveness. Better communication, in turn, is related to better performance. Here are some strategies that may help your team to communicate in a more effective way. Make sure that your team understands that the results they achieve may depend on how well they communicate with each other, confirm that the interventions designed to improve team communication, address both amount and quality. Remember to focus on both the ‘what’ and the ‘how’. When preparing for a meeting, choose a moderator or facilitator, so the conversation will be fluent and won’t stray from the main topic. This person should ensure that all the team members have equal opportunities to contribute and participate in information elaboration. Learn from surgeons who use briefing protocols and safety checklists to ensure that the information they share is complete. A checklist with all the important issues can be helpful when communicating to the team (e.g., in a meeting) but also to support team members to communicate detailed information to one another, such as during a shift change. Encourage team members to recap and summarise the key messages of your meetings, to make sure that all the important information is clear to everybody. Create opportunities for knowledge sharing – encourage people on your team to learn from each other, for example, on shift changes for the outgoing shift to share learnings with the incoming shift. (science for work, 2018).
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Tuckman’s theory is an example of how you can improve teamwork in your organisation, 
The progression is:
forming
storming
norming
performing
Here are the features of each phase:

Stage 1: forming
High dependence on leader for guidance and direction. Little agreement on team aims other than received from leader. Individual roles and responsibilities are unclear. Leader must be prepared to answer lots of questions about the team's purpose, objectives and external relationships. Processes are often ignored. Members test tolerance of system and leader.

Stage 2: storming
Decisions don't come easily within group. Team members vie for position as they attempt to establish themselves in relation to other team members and the leader, who might receive challenges from team members. Clarity of purpose increases but plenty of uncertainties persist. Cliques and factions form and there may be power struggles. The team needs to be focused on its goals to avoid becoming distracted by relationships and emotional issues. Compromises may be required to enable progress. 

Stage 3: norming
Agreement and consensus largely form among the team, who respond well to facilitation by leader. Roles and responsibilities are clear and accepted. Big decisions are made by group agreement. Smaller decisions may be delegated to individuals or small teams within group. Commitment and unity are strong. The team may engage in fun and social activities. The team discusses and develops its processes and working style. There is general respect for the leader and some of leadership is more shared by the team.

Stage 4; performing
[bookmark: _Hlk11339333]The team is more strategically aware; the team knows clearly why it is doing what it is doing. The team has a shared vision and can stand on its own feet with no interference or participation from the leader. There is a focus on over-achieving goals, and the team makes most of the decisions against criteria agreed with the leader. The team has a high degree of autonomy. Disagreements occur but now they are resolved within the team positively, and necessary changes to processes and structure are made by the team. The team can work towards achieving the goal, and to attend to relationship, style and process issues along the way. Team members look after each other. The team requires delegated tasks and projects from the leader. The team does not need to be instructed or assisted. Team members might ask for assistance from the leader with personal and interpersonal development. (business balls). 
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[bookmark: _Hlk11339626]By applying the Tuckman’s theory, it can benefit in your workplace there will always be a two-way communication when this theory is applied, it will help with building up teams that will work well together and get the job done. All employees will understand their roles within their teams and will achieve the goals their working towards. In today’s organizations, working in teams is common practice. Employees have joint tasks and responsibilities that are in keeping with the organizational objectives. The group dynamics of working in a team lies in the potential of competences and skills that each team member brings to the team. Meredith Belbin had studied this insight and its relationship for years before he arrived at the definitions of the team roles; the Belbin Team Roles. This British academic has mainly looked at the degree of effectiveness of management teams the moment they started working in team roles. The Belbin Team Roles he has developed is called ‘The Belbin Team Role Self-Perception Inventory. (tools hero).             




Belbin’s theory is another way of you can improve teamwork in the organisation.
[image: ]
Each team needs access to each of the nine Team Role behaviours to become a high performing team. However, this doesn't mean that every team requires nine people! Most people will have two or three Team Roles that they are most comfortable with, and this can change over time. Each Team Role has its strengths and weaknesses, and each has equal importance.
[bookmark: _Hlk11339390]However, not all are always required at the same time - it is important to first look at the team objectives and work out which tasks need to be undertaken. (Belbin). 




Each team role in Belbin’s team role theory has their strengths and weaknesses.
Plant: strengths = they are creative and likes to solve problems, weakness = too preoccupied to                   communicate effectively.
Resource investigator: strengths = they are enthusiastic and explore opportunities, weakness = can be over optimistic and lose interest.
Co-ordinator: strengths = they can be mature, promotes decision making, weakness = can be manipulative.
Shaper: strengths = they can be challenging and strive on pressure, weakness = offends other people’s feelings.
Monitor/evaluator: strengths = sees all options, weakness = lacks drive.
Team worker: strengths = co-operative and listens well, weakness = can be indecisive.
Implementor: strengths = turns ideas into practical actions, weakness = can be slow to respond to new possibilities.
Completer/finisher: strengths = anxious, delivers on time, weakness = reluctant to delegate.
Specialist: strengths = single minded also provides knowledge and skills, weakness = dwells on technicalities.
Using the Belbin’s role model theory, you could compare each person’s listed strengths and weaknesses and note the ones that describes that person, you can then consider which team roles are missing in your team and which strengths are missing overall. 











                                   


                                               Conclusion
In conclusion for Mr Terrance Thomas to run his business more smoothly and to create more formal teams I have suggested some changes towards his staff working hours and how important it is for communication within the workplace, without communication the business wouldn’t be able to run smoothly I have included some theories to help with building his team.
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