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Executive Summary  

The purpose of this report is to analyse of the business and prevent of possible issues in the future
This report provides an analysis and evaluation of communication and management model. The researcher points to deficiencies in communication skills among employees and management. Recommends to implement more effective methods of communicating with employees to increase the efficiency of the company and avoid the creation of conflicts in the future
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1.0 Terms of Reference



Terrance Thomas, owner of a Grocery store in Neath, on the May 27th, 2019, requested a report to advise on possible team structures to facilitate and enable effective channels of communication amongst the rapidly expanding workforce, to prevent small issues becoming big problems. 
Researcher Monika Okrasinska student Universities of Wales Trinity Saint David analysed and investigated on the importance of communication within the workplace.
The purpose of this report is awareness of possessed skills and their lack.
The author aware of owner shortcomings in communication skills to increase his potential in the business market and to be a successful manager in the future.
The author published the report on July 5th, 2019.



















                                        2.0 Procedure

Includes sources of information:

2.1 Books, Websites and Journals



3.0 Findings


3.1 Introduction

Manager works with people and through people. He should manage the team in such a way as to increase motivation, encourage them to raise their qualifications, efficiency and to show concern for the success of the organization.
He should strive to make employees feel satisfaction with their work. It follows from the above that communication plays an important role in effective management of people. 
The flow of information in the company must be fluid and employees must be able to communicate and understand each verbal and non-verbal communication addressed to them by their colleagues and management.
“One of the biggest complaints of employees everywhere is that they don’t feel heard. They don’t feel as though they have the ability to express their opinion or positively make a change in the organization. When they speak up, they feel ignored, and that makes them unhappy and unmotivated.” (When I Work, 2019)



3.2 The importance of effective communication

“Communication is the art and process of creating and sharing ideas. Effective 
communication depends on the richness of those ideas.” (Effective Communication Skills, 2010)

The goal of communication is to understand others and to be understood by them. Communication is also a process that all people deal with every day. It allows expressing thoughts, intentions, needs and expectations towards people as well as feelings. It consists in transmitting and receiving information between two or more people both verbal and non-verbal.
“Communication is a far more complex phenomenon than a set of discrete skills.  It is something to do with the whole person, the context in which we work, and ultimately the societal values that serve as a backdrop for the work we undertake.” (Moss, 2008)

Communication is effective only when the recipient understands the message in the form and content in which the sender gave it, without distortions or distortions, according to the sender's intentions.
Non-verbal communication in other words is body language. People communicate by the mimics, gestures, other body movements or outfit and style.
It's hard to talk about the effective communication of the shop owner. There is currently no formal teams, most employees are part-time, there is no night shift manager on duty.
In this case, communication is very difficult because employees are not informed properly.
Direct communication is very important and its forms should be present in the life of every organization. Even people from organizations that operate virtually (working remotely) or geographically dispersed should meet face to face once in a while.
Meetings and discussions with employees are a great tool to examine the team's condition and to make necessary changes in due time if necessary.
“Communication skills tend to be taken for granted and lack of skill far more complex than people realise, and thus is further reason why skills development in this area tends to be neglected.”  (Rees and Porter, 2008)



3.3 The importance of two-way communication

“Two-way communication occurs when the receiver sends response or feedback to sender’s message. In two-way communication process, the sender first transmits the message to the receiver. After receiving a message, the receiver decodes it and then sends back his or her reaction to the sender.” (The Business Communication, n.d.)

In order for the communication process to take place, certain parts must be met. It is composed of three basic elements of this process: sender (the source of information), message and the recipient. None of these elements can be missing, because then the message will not occur.
The figure below shows more precisely the individual elements of this process.
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Figure1: The communication process



The essence and purpose of communication is mutual understanding of the sender and recipient of the message.
“Recognition of the extraneous factors that can dis-tort and confuse the message is a key first part of the role of professional communicator.”  (Turner, 2003)

Among the communication barriers, we distinguish among others the following:
· displaying defensive behaviour,
· lack of trust
· attitude to the sender (especially negative)
· emotions (anger, hatred, jealousy, joy),
· language barriers (e.g. using jargon, words non understand to the recipient),





3.4 Team work in the organisation – team work theories

Meredith Belbin proves that the efficiency of working teams is affected not only by the education and skills of its members, but also by the types of their personality. 
The team in which the representatives of all roles has a clear tendency to achieve successes in their professional work.
Therefore, the important aspect is that managers have information about their employees, which will help them develop the skills of the people employed and motivate them to more productive work. It is also important in the process of communication and problem solving.
“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.” (Belbin.com, 2019)
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Figure 2: Belbin team roles






Bruce Tuckman claimed that a good team is not being created in short time. The assembly is formed through the individual phase.
Team formation stages:
· Forming - there is a mutual testing of team members and establishing a relationship
· Storming- there is mutual hostility between the team members resulting from the desire to show their individuality
· Norming- followed by opening to other team members, cohesion appears, and work methods and role assumptions are developed
· Performing- is a phase of effective work - roles become flexible and functional, the issue of structure has already been solved and it supports the performance of tasks

He believed that the team building phases were necessary and unavoidable so that the team could develop, prepare a work plan and meet its goals and solve problems.
Manager role is to identify the phase in which the team is located and to adapt activities to it in order to better use the potential of the group.
It can be noticed, therefore, how much must happen in order for the created team to actually cooperate and pursue the chosen goals.
“As all stages have their own focus, they also correspond to a different set of feelings, behaviours and group tasks. According to Tuckman, raising awareness about the different stages and why things are happening in certain ways could positively influence the team’s process and productivity.” (Mspguide.org, 2012)
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Source: Okpalad, based on Tuckman and Jensen (1977)


4.0 Conclusion

4.1 

Communication in business plays a key role. It is an irreplaceable element in team management. Having well-developed communication skills allows to manage the team well and avoid conflicts. Employees to do their job well must be well informed about expectations and goals.
A well-informed manager knows his employees and knows exactly what to expect. He can understand employees and create a well-functioning group. Should watch closely for shortages in this area because they can lead to much more serious problems.
When the lack of communication is noticeable, employees do not show interest, they have a sense of lack of supervision which is manifested by lower efficiency of work and frequent employee rotation.
In order to increase the commitment and motivation of the staff, the employee should be able to send back the feedback message. Only this exchange of information builds a sense of mutual trust, influences the increase of loyalty and team-building

5.0 Recommendation



Recommendations for the owner business to succeed

· Effective communication - in the team and between teams, is necessary to achieve mutual success. Employees should be directed and clear informed that will not lead to guesses, mistakes in action or making any decision
· Define expectation- Goals must be understandable to everyone. appropriate ambitious - they cannot be too simple, but also too difficult
· Transparent relationship in the team- Building mutual trust and respect. This is a condition for the well-being of team members. It is not about social relations, but about respecting everyone's opinion, appreciating, delegating ambitious tasks, allowing for mistakes, if they result from the desire to develop and acquire new skills.
· establishing long and short-term goals - Conversations, team meetings, employee briefings are just some of the possible ways to realize the goals of the company
· Building employee involvement- Using the strengths of team members. Delegating tasks according to their predispositions. Offering various types of training, the possibility of promotion increases the ambitions of employees. Also, a showing of graceful for well-made job
· Consistency in the proceedings
· Establishing priorities- need to determine what is the most important thing that 
must be done, which has a direct impact on the achievement of the goal
· Voice of employee’s board- this is a very effective method for communicating with the team. Employees should have the opportunity to comment or ask questions. The management staff should check the boards daily and answer employee questions. This form allows employees to feel an important part of the organization, and is also a helpful person who are afraid of face-to-face communication


6.0 Action Plan


	                        ACTION PLAN

	 STATUS – complete or in- progress
	TASK/ACTIVITY
	PERSON RESPONSIBLE
	DUE DATE

	In-progress
	Hire a night shift manager
	owner
	ASAP

	In-progress
	Everyday briefs with employees
	manager
	-

	in-progress
	Hire full time employees
	owner
	2 months

	complete
	Voice of employee’s board (another form of communication between management and employees)
	manager
	-

	In-progress
	Create new shift patterns
	owner
	6 months

	complete
	employees trained to be new staff instructors
	manager
	-
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