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1.Executive Summary

· Terms of references: Who requested the report.

· Procedure: Where the report has been collected.

· Introduction:
                 -Teamwork and communication 
                 -Andreea. J issues

· Findings:
         -Belbin and Tuckman Theory definition
         -How can be implemented in the case study
         -Importance of 2-way communication and how it can be implemented in the case study.
         -Berlo”s. Shannon and Weaver definition 
         -Why effective verbal and non-verbal communication is important and how this can improve or affect the team if it is missing.

· Conclusion: In my opinion

· References

· Table of content
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2.Terms of reference:
This report is requested by M.Squire, lecturer of Skills for the Workplace, level 4 as part of the effective teamwork and communication module with the submission date 1st July.


3.Procedure

This report has been created after a case study received from professor M.Squire.
Academic journals, websites and lecture resources were used to create this report. 

4.Introduction

According to Tameday, team communication is a very important factor in success no matter if it is an organisation, work or even home. Communication is key as it builds trust and if that is missing, the teams will waste energy on doing unnecessary things.

Reading the case study, the biggest problem that teams and organisation faces is the miscommunication and 2-way communication. Moreover, they have faced Covid challenges, changes of procedure without feedback, no permanent manager and so on. All these affected the company and managers as the absence rate grew, they faced staff shortage, and poor performing.

5.Findings
· 5.1 Belbin Theory

According to (Bhasin, H., 2022), Belbin has performed a Belbin team inventory test to find the ideal role for every member that participates in a team. This will refer to one of nine characteristic team roles to improve the efficiency of the team. For a team to perform well it needs 9 participants and if 1 is missing this should be covered by merging 2 participants that could compensate the missing position.

Applying the Belbin theory to our Case Study, we could find the strengths and weaknesses, fill the gaps, improve the team building exercise, redesign the team, develop the staff and improve the performance of the team.

· 5.1 Tuckman Theory

Reading an article on ADCI Solution, psychologist Bruce Tuckman came in his 1965 article “Developmental sequence in small groups “with the phrase “Forming, storming, norming, performing phrase, the path that the teams fallow on their way to a high performance and later added the 5th phase called “Adjourning” (known as mourning). 
Knowing the stages, the teams are going through, we can manage the conflict and help the team get to the performing stage faster.

In the Storming phase of our team, we can reduce the conflict and give a journey of communication and the Performing stage can be improved by showing appreciation of their work (reward and recognition).


Applying Belbin theory to our case study we can determine the job roles assigned to each team participant and create an effective team. Find the strengths and weaknesses and determine what role is missing and how this can be compensated. This can improve the team performance, communication and trust and the work can be allocated easier. Moreover, adding the Tuckman theory, we can help the team pass the storming stage reducing the conflict and get them to the performing stage faster. They would have a frame of journey and to motivate them on keeping the good work showing appreciation. This would motivate them, make them feel appreciated, building the company culture and create a positive workplace, 

· 5.2 Importance of 2-way communication

The 2-way communication is an important factor in most companies. Business needs to maintain a good relationship with their employees as they need interpersonal communication and without it is almost impossible to function.

1. Smooth conversation, where the sender can send a message via email or text message and the receiver can respond back without any difficulties.
2. Acknowledgement, once the message has been sent, the receiver can acknowledge and respond via same channel, optimising the commitment, support, etc.
3. Proper execution of superior direction, this means that organisation allows employees to ask clarificatory questions from the supervisor ensuring that the instructions has been properly executed.
4. Employee suggestions, if an organisation is looking to make some progress, listening to the employees’ suggestions is significant as some have great ideas.
5. Clear message, if the organisation fallows the 2-way communication there are low chances of ambiguity, if they still face any misunderstandings, they can contact the sender for clarity.
6. Effective communication, communication becomes effective when both parties have a clear understanding of the information.
7. Job satisfaction, the employees can express their feelings, interest, opinions and complaints. This enables the superior to take the required measures. 
The difference between 2-way communication and 1- way communication is that: 
  
· The 2-way communication enables both parties to have a clear understanding of task and ideas, it can be shared feedback for improvement, and both have the job satisfaction, as the sender receives a great performance improvement on listening and the receiver a better job satisfaction on being listened and the determination of performance improvement. 

-Engagement                             -      Trust                                      -    Communication

· The 1-way communication deducts to misunderstandings, lack of communication, lack of commitment and poor performance.

As in our case study there is only 1-way communication and not even that present too much, determined the employees to miss their shifts, quit their jobs as they were feeling underappreciated, and perform bad as the communication was as bad.
It is important to have 2-way communication a some of the employees has mentioned that they had some good ideas on performance improvement, therefore nobody would listen and the trust has been lost. 
Improving the communication and the engagement with the employees, the trust would build and the performance would improved too, for this is the 2-way communication. To listen and to be listened.


· 5.3 Berlo’s, Shannon and Weaver

Shannon and Weaver model of communication according to S.Tiwari(Jan21,2022),is a linear communication that analyses how messages are received and transmitted through 6 key concepts.
This model has been designed to develop the effective communication between sender and receiver. 
· Sender -Origin selects the message
· Encoder -Transmitter convers the message into signal
· Channel – It gets information from the sender and transmitter through to the decoder and receiver
· Noise -The distraction in voice
· Decoder -The signal converts in message
· Receiver -Destination from sender to receiver.
This was created in 1948 after they published an article in Bell System Technical Journal- “A Mathematical Theory of Communication”.
The advantages are: simplicity, generality, and quantifiability

Berlo’s it represents the process of communication in the simplest form.
SMCR
Sender -Message -Channel -Receiver

According to Toolshreo “Berlo’s SMCR Model of Communication (1960) describes the different components that form the basic process of communication. Because this communication tool also emphasises the coding and decoding of the message, it can be used for more efficient communication”


· 5.4 Why effective communication is important?

Definition
Effective communication is essential for both individual and team success as it can help you reduce misunderstandings, develop strong relationships and establish yourself as an active team member. Learning to communicate effectively requires time and practice to master. It's important to understand what to say and how to say it so you can contribute to collaborative efforts in the workplace and help the organisation reach its objectives. An effective communication can help improve work relationships and make teams stronger.
Effective communication can be classified as verbal and non-verbal.

· Verbal communication helps us to transmit a message directly, the key factor is to bring about clarification to missing information and misunderstandings that may arise.

· The non-verbal communication is about body language, facial expression, eye contact, body posture, reaction on the message that has been received.

Thinking of our case study where there is no communication, the teams are separate, the poor performance, high absence rate we can conclude that there is only 1 kind of communication and that is 1-way communication.
The lack of communication determines the employees to feel strangers in the company. If the communication would have been present, the employees would feel more relaxed, they could create a connection with their colleagues, supervisors, managers, etc. Having a strong connection can improve the self esteem as you are listened, you get a better understanding of the assigned tasks, and the trust grows when they have where to go and ask for feedback.
A good communication can help improve work relationship, build trust and make the team stronger.


6.Conclusion:

In conclusion each company, work environment even at home, for a good performance, a good understanding and a friendly environment we need communication, and not any type of communication, it is needed the 2-way communication.
In our case study where it is rotting from the problems that they are facing the only way to overcome them is to create a meeting with everyone (managers supervisors) and to have a 2-way communication in order to find solutions to their problems. After that each team manager, Deputy manager and consultant 
To have a meeting with their workers and create a connection by 2-way communication, to involve the Belbin and Tuckman theory in order to find their places in the team, help them create a connection in the team, and manage to direct to the performing stage from Tuckman’s Theory.
Moreover, to keep them in contact and listen to their opinions and   show them appreciation on a good job.
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