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Executive Summary

This report has investigated the Bruce Tuckman theory and the Belbin questionnaire as well as Herzberg’s motivation theory. This report demonstrates what is an effective team and how teams within the working environment can become extremely successful by employers implementing the various different strategies that have been suggested by the theories on the part of the researcher in this report. 
The researcher has identified that these theories will help an employer to discover an effective team, who hold good communication skills. The most successful teams work interdependently and take a collective approach. By analysing the results of the Belbin questionnaire, one can recognise different characteristics and personality types which make up an ideal team.
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Terms of Reference
This Effective Team-working and Communication report has been requested by lecturer Melanie Squires to be submitted through Turnitin links on the 19th June 2020. The purpose of this report is to demonstrate how the implementation of effective team working skills can have a positive impact on the workplace. The report will outline the importance of teamworking and how teamwork theories can improve the performance of a team within the working environment. In this report theories and models developed by Tuckman and Belbin will be covered and examined. I have composed this report to the best of his knowledge.
Procedure
This procedure adapted to prepare this report has come from the information that I have acquired from my lectures and from various research resources. The resources used are academic books, the worldwide web, and academic journals.
Introduction
The aim of this report is to demonstrate how effective team working can have a positive impact on an organisation that will lead to a successful team and a profitable business. Having good communication skills is key to employees and to consumers, as an effective team can improve an organisations reputation and increase productivity. Having a good team will give an organisation high credibility and increase consumers and sales, as the public are always willing to refer a good business to other members of the society. Customer service is the pinnacle as this is the first step that a consumer connects with and team working must have an input to gain a good reputation. There will be healthy work relations if there is a good team working and good team communication cooperation in an organisation.
Findings
According to Griffith, B.A. & Dunham, E.B. (2015) Essentially a team must be real, groups of identifiable people and each member will have a definable role within the structure of the team. They work together to meet and achieve a clear set of objectives. They must all pull together in the same direction and must also endeavour to embrace a common sense of purpose. Another important aspect is that a team needs to involve the correct number of people and the kind of people on the correct task, this is known as enabling structures. 
They must all share the same values and objectives. Teams rely upon and need a supportive organisation as this further enables their effectivity. This is extremely vital for success and must become embedded within the culture and fibre of an organisation, various systems and processes must be put in place. An organisation must also undertake to support the team working within it. It is also essential for teams have access to expert coaching and a third party must always be involved to ensure that the coaching is carried out effectively and guidance must be provided at key points to further any groups evolution, which then becomes the overwhelming culture of the organisation. 
Companies now rely on a flatter structure, which is more horizontal in approach and takes away the need for several layers of management therefore leading to a far more streamlined structure within that company. It may be argued that this could be a far more efficient method of organisation as well as being more cost effective.it can be said that a more streamlined approach such as this may also be more efficient. Responsibility for the completion of tasks and projects lies within the team. In other words, an ethos of collective responsibility as opposed to individual responsibility is implemented. A structure such as this also gives each member of the team a far greater sense of identity and a greater sense of autonomy when undertaking a task. A team structure will also promote a high level of support as well as friendship, both attributes being vital to success. However, this has been found to not always to be carried out in practise.
According to Bowler and Brass (2006) working as a team can give each team member a clear sense of identity and offer a high level of support as well as creating a relationship of friendship.
According Griffith & Dunham, (2015, P.3) Tasks orientated teams can be found almost everywhere. Firstly, if one takes into account the example of factor assembly line it is evident in that working environment that all workers who are part of individual teams will be interdependent upon each other in order to complete the task set effectively.
This principal may also be applied to large cooperate industries such as Google and Microsoft, where there is a great deal of reliance upon project teams. 
Throughout today’s working environment teams will be encountered in every industry, but one must examine and call into question as to how effective they are, as it is well known that teams are only effective if it is indeed the case that they are able to function at a high level. One can argue that synergy is vital to effective teamwork, as this involves everyone working together for the common goal or purpose or “gelling” together as a whole. One can certainly ascertain that if any individualism within the assemble team comes into play then the overall effectiveness and productivity of that team will be compromised somewhat. 

This is what makes Teams effective
There are various important elements which ensure that teams operate both effectively and productively. Firstly, it maybe suggested that sharing common goals is highly important as each team member is part of a collective and must share the same vision and must united in this approach. One must also consider the question of leadership as each team player must benefit from sound leadership, as members must be able to look to a strong leader to further enable them to achieve the common goal of the entire team. The first question a manager should ask before he/she delegates a task to the employees is ‘what would you like to achieve from the delegation?’ The aim of delegation would have to be clear to both the delegator and the delegate before a task is delegated (Mullins, 2007). One can conclude from this that these two aspects go hand in hand with each other and are not mutually exclusive. This leads us to consider recruitment as certain skill sets held by an individual can both enrich and enhance the team’s performance. Besides this, when undertaking recruitment for a new team member it is also essential that the individual concerned will possess the necessary qualities both professional and personal to be a good fit and to be able to establish positive working relationships with other team members. 




Relationship Trust
It is abundantly clear that for any team to function effectively trust must be a key element. Well established trust forms the foundation of any successful team. Mutual trust and support are both fostered and implemented by taking a collaborative approach. Trust may be established in a variety of ways, such as by demonstrating a directness of approach and creating transparency. This maybe achieved by addressing various issues that arise both directly and head on. Clarity of ideas can also help to form a shared vision for an entire team. One might also suggest that it is imperative to implement and embed excellent and sound communication skills within the ethos of the team. In other words, one must always endeavour to listen first before speaking and understanding and on no account should one make presumptions regarding any given situation. Each team member should equally assume responsibility and share accountability for performance related issues and results. They must also ensure collectively that all commitments and deadlines as strictly adhered to. Covey, S.M.R. (2006)
Rewards and Recognition 
Employers should and must demonstrate that the contribution that their employees make a valuable contribution the business that they are part of. It is a well-known fact that if an employee feels that their input and contribution is valued it will in turn increase both their confidence and self-worth. Roy F. Baumeister (2003). If one experiences both gratitude and praise within the workplace then this will increase their motivation and job satisfaction. This is also an effective method of retaining one’s employees. One must therefore concur that high staff turnover will indeed lead to low staff moral and may increase a level of instability within the said organisation. Incentives and rewards are also powerful tools that increase both engagement and loyalty and help with staff retention. It will also help to build the psychological contract between the employee and the organisation. This in turn aids the establishment and enhanced team culture. 
Herzberg’s Motivation - Two Factor Theory 
According to (https://expertprogrammanagement.com/2018/04/herzbergs-two-factor-theory/) Herzberg’s Theory of Motivation attempts to target as to what is the core of motivation in any working environment. One can use this theory to put into practice gaining one’s best performance for their team. 
The theory explores and demonstrates which factors motivate and encourage employees to perform well and experience job satisfaction. Primarily the theory deals with two factors, one encouraging and one discouraging. According Herzberg hygiene factors demotivate, and motivators motivate. In eliminating the hygiene stresses the following systems can be applied. Firstly, one should endeavour to rectify any company policies which might be deemed as petty or bureaucratic. The working culture should be supportive; thus, each team member must feel supported but not micromanaged. Bullying should never be tolerated under any circumstances as everyone has the right to be treated equally and with the utmost respect. Cliques should always be actively discouraged. Regarding salaries, competitivity should be evident within the industry itself however, there should never be any major salary disparities between employees who perform similar roles, as this can lead to disputes and a possible breakdown in working relations. Jobs should also be constructed in such a way that each team member will apply their role meaningfully and fulfilling, thus leading to a greater sense of satisfaction and appreciation. 

Belbin’s Theory
According to Mackechnie, P. (2003) Everybody tends to behave in a certain way whilst working the work environment with different people. This does not mean that they will always behave like that. Meredith Belbin and his colleagues discovered that there will be common clusters of these behaviours and these clusters are stable enough to be identified separately.
Belbin’s theory enables individuals to obtain a better grasp of what their own strengths and weakness and it will also identify various personality types. This leads to far more effective and constructive communication between colleagues and managers and will enable the formation of great new teams. It also gives existing teams a far greater sense of improvement and understanding. 
The researcher has found by completing the Belbin’s questionnaire that he has identified his personality type which is an implementor (IMP). Implementors are practical, have a great deal of common sense and possess a great deal of self-control and discipline. They are hardworking and can tackle problems in a systematic fashion. On a wider front the implementor is a person whose loyalty and interest lie within the Company and who is less concerned with the pursuit of self-interest. However, implementors may also lack spontaneity and show signs of rigidity. By discovering Belbin’s questionnaire, the researcher has found it astonishing as to how correct his personality has been identified. This is a brilliant questionnaire as it will analyse your personality in depth. One can use this questionnaire with new employees to see if they fit into a team in the workplace. This will also reduce conflict and promote a healthy working environment amongst team members. This will lead to tasks being completed more efficiently and increase productivity.
The lowest score that the researcher obtained was a zero for the co-ordinator (CO) personality type. The researcher agrees with the outcome of the analysis as a co-ordinator.
Tuckman Theory 
According to Wilson, C. (2017) Dr Tuckman created the model in 1965 and in 1975 added a fifth element of adjourning which describes the breakup of a team upon completion of a project. This model came into being as part of a growing awareness that was led by organisational psychologists at that time, about the extent to which the success or failure of a business depends upon the relationships between employees.
The first four stages of Tuckman’s Theory (https://www.businessballs.com/team-management/tuckman-forming-storming-norming-performing-model/ ) as described as follows:
Forming – In the forming stage most team members are positive and polite, but some of them might feel anxious.
Storming – This is when people push against boundaries. Conflict may arise around personalities and working styles. Some terms never progress beyond the storming stage.
Norming – This is where people start to resolve their differences, build on one another’s strengths, and respect you as a leader.
Performing – The performing stage is when team members can achieve the group’s goal without friction. As a leader one is then able to delegate more work and spend time developing each person so that they may reach their full potential 
Adjourning – This is the fifth and final stage and it occurs when a team is disbanded. 


The researcher found adjourning is the best stage as people tend to notice one another’s work ethics and accomplishments. At this stage, the teams are more likely to perform better as a team for future tasks. An employer can put together this team as they have already established the previous four stages which is time efficient for the employer and trust has already been established as well strong and positive working relationships. 

The Definition of Teams as opposed to Groups  
Whereas a team works interdependently to achieve their specific goal collectively. They all share an equal responsibility for the success or failure of a venture to achieve the final common goal and this works better as everyone shares the same vision and direction in executing that final goal. 
On the other hand, a group takes a more individualistic approach that success or failure is initially the responsibility of an individual. Which will not always ensure success. As it has been subsequently proven time and time again that groups do not always deliver well on their goal for an organisation. Motivation is not there as one is independent when achieving the common goal.
Conclusion 
The researcher has learnt that there are stages that will appear in a working environment life and in a university life. Passing the storming stage is vital for success. The researcher also finds that completing the Belbin questionnaire has identified his own unique personality traits and shall be using the information from this report to forge a far more positive and professional working relationship with colleagues and fellow peers. It has also enabled him to identify his own strengths and weaknesses. 
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Belbin’s Self-perception Questionnaire Analysis sheet
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