



Contents
Executive Summary	2
1.0 Introduction	3
2.0 Findings	4
2.1 Verbal and non-verbal	4
2.2 Two-way communication	4
2.3 Effective methods of communication	6
2.4 Teamwork theories	7
Action Plan & Recommendations	9

[bookmark: _GoBack]

[bookmark: _Toc5115593][bookmark: _Toc5366976]Executive Summary 

A number of textbooks, journals, websites were consulted on these topics and a conclusion drawn on this report of communication within a workplace. This report is written to analyse the issues of communication within a workplace and in teams. The report will include recommendations and an action plan to put these in place and make it effective in the workplace.


[bookmark: _Toc5366977]1.0 Introduction 
 
On the 10th March 2019 Michelle Sullivan requested a report on communication within the workplace. This report aims to demonstrate communication to use in the workplace and in teams. The report was compiled by Jasmin Begum business consultant. The report to be submitted on 5th April 2019.



[bookmark: _Toc5366978]2.0 Findings
[bookmark: _Toc5366979]2.1 Verbal and non-verbal
Havin good communication in the workplace is an essential tool in achieving and maintaining strong bonds and productivity in an organisation. Employers who give their time into communicating with their employees will build trust with them, this makes an increase in productivity. Having good communication skills in an organisation is a valued asset and could help you get jobs better and even work better. The importance of strong communication runs deep within a business. There are 2 ways to communicate to make you business successful and easy to work in, Verbal and non-verbal communication.
· Verbal communication – This is when you Physically speak to one another in the workplace by either giving direction or getting a message across. Employees can rely on them having a voice where they are listened to this also helps to bring teamwork together as they bond and get to know each other. This creates happy employees and better working business surroundings. 
Managers are able to manage their teams better when they are strong communicators, they can delegate their tasks, manage conflict, motivate their staff and build relationships. They need to deliver clear achievable goals to their team, outlining exactly what is required and ensuring all staff are aware of the objectives. Face-to-face is the best way to communicate, it gets your message across quickly and efficiently and also builds trust with you employees. Communication is a two-way process and a company will not survive if it doesn’t listen and encourage dialogue.  You show respect by listening and learning about issues you need to address as an employer (Page, M. 2019)

· Non – verbal communication - Non-verbal communication includes facial expressions, the tone and pitch of the voice, gestures displayed through body language. These signals give clues, information and meaning over verbal communication. It reinforces you on what was said in words, it helps you to know how people feel, and regulate the flow of the conversation. The different types on non-verbal communications are-
- Body movements such as hand gestures, nodding, shaking the head
- Body posture on how you stand or sit and if you cross arms
- Eye contact determines the level of trust
- Pitch tone and speed of speaking
- Personal space, determines the level of intimacy
-Facial expressions which are hard to control consciously
- Physiological changes, you may sweat or blink if you are nervous (Skills you need, 2011)

[bookmark: _Toc5366980]2.2 Two-way communication 
Having two-way communication is important so each person is being understood. You can communicate with each other in person, through email, message, notice, voicemail, letters etc. In a communication cycle there is always a sender, a message and a receiver. The sender encodes the message to the receiver who then decodes the message. There are a few models to illustrate this. 
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Shannon was an American mathematician, Electronic engineer and Weaver was an American scientist. In 1948 Both joined together to write an article called “A Mathematical Theory of Communication” also called as “Shannon-Weaver model of communication”.
This model is designed to develop the effective communication between sender and receiver. This can be used in different forms of communications like talking in person, over the phone or email. There is also a factor which affects the communication process called ‘noise’. This can be a disturbance in between in which the message is trying to send. The model deals with various concepts like Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decoding.
· Sender – The Person who send the information/message 
· Encoder – The transmitter which converts the message into signals such as waves or binary data
· Channel -The message is sent through the channel from the encoder to be decoded, during this process there could be a noise source which disturbs the signal to get the message through. This could be anything which distracts the message from going through such as visible noises or encoded signal can distract the channel which affect the communication flow and may not receive the full message or wrong message 
· Decoder – This is the place of the signal which coverts signals into messages
· Receiver – this is the destination of where the message goes from the sender (Communication Theory, 2017)





Schramm’s Model of Communication, 1954
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Wilber Schramm proposed the model of communication in 1954, which has its roots from the Shannon Weaver model. Information is carefully put into words and carried to others Encoding is very important role because it initiates the process of communication by converting it into content. When the recipient receives the information they need to understand the what the sender intends to send. The receiver needs to understand or decode the message that is sent otherwise it is no use. This is why encoding and decoding are important factors of an effective communication, without either of them the information can never flow between two individuals. According to the Schramm’s model, coding and decoding are the two essential processes of an effective communication.
This model also emphasizes that the sender receives a feedback otherwise the communication is incomplete.

[bookmark: _Toc5366981]2.3 Effective methods of communication 
Effective communication in the workplace is authoritative in a leadership role. Good communication is what separates a poor leader from an excellent one. Having effective communication skills is the key to good leadership. Communicating well with your team helps remove misunderstandings and will also get your work done efficiently and professionally. Carrying out tasks will most likely get done quickly and effortlessly. There are many ways to communicate with employees to help them understand and get the message across.
· Meetings – This is an easy way to get you message across to all the team, as well as them opening up and communicating back. They will hear what is said, they will also see and feel it. 
· Emails – This will allow you to send messages across to the whole team without distracting them from their job
· Communication via Training – Training is a good way of getting your message across as they will be altogether while learning new things
· Use visuals – Placing visuals around the workplace is getting the message across by just not hearing it but also seeing it
· Listen to you team – Communication is a two way system, encourage individuals to open up so you can be well guided when communicating in the future with them
· Body language – This helps you pass your message faster and better, stand/sit up straight, use smiles, handshakes and eye contact.
· Use Presentations – Some people get messages easier if pictures and sounds are involved, using presentations to communicate gives them the chance to refer back to it if they have misunderstood something
· Encourage feedback – Always wait feedback so that you can measure the effectiveness of your style of communication, it will also give you the privilege of knowing if your message was understood
· Be Appreciative – After communicating always remember to thank your listeners for their time, it’s a simple courtesy  (Trends, Team and Belonwu, 2019)
[bookmark: _Toc5366982]2.4 Teamwork theories
Having teams and working together is helpful in a workplace and has lots of benefits. Working as teams can foster creativity and brainstorm ideas together. Working together lets employees build on individual talents, sharing their abilities with the team. It helps build trust, establishes strong relationships with co workers. Trusting your teammates also provides a feeling of safety that allows ideas to emerge, it helps employees open up and encourage each other. Conflict happens in all teams all good and bad. When conflict arises employees are forced to resolve the conflict between themselves. Working together towards the company goals allows employees to feel better within the company, building loyalty and job satisfaction. Teamwork allows people to engage with the company. Here is a couple of teamwork models and theories below 


Tuckman’s Team Development (1965)
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Bruce Tuckman came up with this theory of teamwork in 1965 in an article called "Developmental Sequence in Small Groups." Most teams used this method to gain results in their performance. This strategy will help the organisation as they communicate more and bond together helping them improve the work that is needed
Forming – Team members are put together, they are positive, polite and get to know one another. They stage is where people start working together and learning about each other. As a leader you have a dominant role as team members roles and responsibilities aren’t clear.
Storming – This is where the team start to push against the boundaries and conflict starts between each other’s natural working styles. Others may not be happy with the position they are put it and might not then make any effort towards the team goal and resist taking on tasks. Members who stick to the task may experience a lot of stress so may need support.
Norming – The team will gradually move onto the norming stage, where people start to resolve differences, strengths and weaknesses, co-operation develops and respect one another as well as the leader. They know one another better and are able to ask for help and provide constructive feedback. People have a commitment to the team goal and start to see good progress towards it.
Performing – The team start working together and making progress towards the goal. As a leader you can delegate your work and concentrate on developing team members
Adjourning – This is where the team starts to build close and strong bond together and have the sense of achievement. They go out and socialise and celebrate together (Mindtools.com, 2019)




[bookmark: _Toc5366983]Action Plan & Recommendations
In the workplace Michelle should start thinking about applying these teamwork methods to her employees and communicating more with each other. Start approaching the conversations with the methods stated above and understanding everyone. Start holding team meeting to get the message across and making sure everyone knows the targets of the store.
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Fig 2: Team Development stages
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