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Executive Summary 

The aim of this report is to provide guidance about how the workplace should be structured so that it can be run smoothly. The report is based on the case study in which, the importance of effective communication has also been discussed. Moreover, the recommendation to reshape the team structure and communication is also provided. 
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Introduction
The report is based on the communication at the work place along with the application of the relevant theories. The communication is very important and one of the major factors with in the work place. The communication is the most significant tool to achieve the level of productivity and to maintain the relationships at the work place. The good communication skills at the work place help the person to communicate with the other staffs at work place. There are many different reasons which the people can communicate very effectively. The reasons of the communication involve the building of a good team. When the people in the team communicate effectively, it helps the team to improve at the work place. Moreover, the reasons of the good communication also involve the innovation (Rajhans,2012).

The effective communication at the work place with the team can bring more and more innovative ideas for the betterment of the organisation or for the betterment of the workplace. The good communication is very important for all the level of employees to perform better and better at the work place. Furthermore, the good communication between the employees of the organisation brings the growth and advancement to the organisation and helps the organisation to grow in the industry or in the market place (Greenaway, 2015).

The good communication also helps the organisation to main very strong management which avoids many of the conflicts that usually takes place at the work place because of many different issues and reasons. Consequently, the good communication is the very much important tool when it comes to the growth and advancement of the organisation. In this report, the significance of the communication along with the application of the team work has been discussed in depth (Key ton, 2013).
  

Background of the case

Michelle’s business and employee structure
Michelle Sullivan is an owner of a medium size toy store, there are almost 27 employees working under her however it is essential to note that currently there was no formal structure of management in the in the rapidly grown business which will definitely cause the business to deteriorate and there are many reasons which will likely effect the reputation. One of the significant problems this business is facing is the lack of effective communication which needs immediate action. There are no appropriate communication channels between the managers and workers which is indeed an alarming situation for Michelle (Blume et al.2013)

The building of an organizational structure is considered to be one of the hardest things which Michelle have to do. No doubt that building organizational structure takes time, but it is very necessary for the smooth performance of the business. It can be seen that Michelle’s business and employer structure is badly impacting the business. The employees are working in a work group without effective communication between them.

Group vs Team
How can changing groups to team benefit an organization?

There is a great benefit of changing from groups to the team in an organization. The employee really needs to learn to work together as a team, and this is one of the important elements in the organization. It is a fact that when employees start working together and understand the roles of each other than both motivation and productivity likely to increase. However changing groups in to team requires time, and it is gradual process to build a team in an organization. The group will become more cooperated, effective and cohesive when they convert them into an effective team (McQuil and Windhl 2015).


What do Tuckman and Belbin say about the team?    
In 1965, Dr. Tuckman conducted experiments in the fields of dynamic of the group. This study was conducted at Ohio, U.S. However, after few years later Dr. Belbin also started his first experiment on observing different behaviours within the team. He conducted his study in Cambridge U.K. The Tuckman gave the information about how effective team can be built from its origin to the final stages. He also distinguished the number of different phases that occur in the life cycle of the team such as forming, storming, norming, performing, adjourning. Whereas in the research of Belbin, he made different observation of teams which leads to the number of roles in the team. The Belbin observation was known as ‘9 Belbin team roles. The Belbin’s observation also described that what should be the unique contribution of an individual member in a team (Bull and Brown 2012).

What roles does group dynamic play?

In 1940, a change management expert and social psychologist named Kurt Lewin proposed the term ‘group dynamics. According to him, people can perform better and distinctively in their behaviours and roles when they start to work in a group. With the help of ‘group dynamics’ it can be understood how an individual’s behaviours and roles effect the other group members and on the group as a whole.

There have been many types of research done on Lewin’s idea and is considered central to good management practise. It is found that in a group dynamic, every team member trusts one another, collective decisions are taken by them, and there is accountability among them which helps in making things happen. It has also been found that if the team has positive dynamics, the team members are more creative as compared to an average team (Dzurec and Bromley 2102). 

Recommendation
[bookmark: _Toc5509761]Shanon Weaver Model
The Shanon weaver model of communication was discovered by Elwood Shanon and weaver in 1948 after writing an article on "A Mathematical Theory OF communication" in Bell Technical system journal (Ramadanty and Martinus 2016).

The Shanon was mathematical whereas Weaver was a scientist. There Shanon weaver communication model is also known as the mother of all models.  In this model, they provided the concept of communication. According to their model, there is :

[bookmark: _Toc5509762]Sender
 The sender is the person who creates a message and sends it through the channel.   
[bookmark: _Toc5509763]The encoder (Transmitter)
The message is then encoded and converted into signals with the help of encoder (telephone/Telegraph).

[bookmark: _Toc5509764]Channel
The message is sent through the channel.
[bookmark: _Toc5509765]The decoder (Receiver)
The signals are then decoded and converted into a message with the help of decoder (machine/receptor).
[bookmark: _Toc5509766]Receiver (Destination)
The receiver is the person who receives the message and then provides feedback after reading the message.



[bookmark: _Toc5509767]Noise
Noise is the disturbances that occurred during the sending and receiving of the message. The noise can be assumed as a barrier which does not let the message get to the receiver.

[bookmark: _Toc5509768]Schramm’s Model of Communication
The Schramm's model was proposed by Wilber Schramm in 1954.  After following Shannon weaver model, he further highlighted the importance of information that is conveyed to others, according to his information should be clearly put into words. He also determined the importance of encoder and decoder which plays a major role in sending and receiving the message. Schramm imposed the responsibility on the sender that he should put clear information into his message so that the receiver can understand what the speaker intends to convey in his message and the receiver must have the ability to understand the message that is conveyed to him otherwise the message will be of no use.




[bookmark: _Toc5509769]Berlo’s SCMR model of communication
Berlo's SCMR model of communication was given by David Berlo in 1960. According to him, there are four main components that make the communication effective and efficient. These four factors are Sender, Message, Channel and Receiver.
The sender is the one who sends the message. The message is the information that is sent to the receiver. Channel is the medium through which the message and the receiver are the ones who receive the message. However, there was no concept of feedback and noise in his model.
[bookmark: _Toc5509770]Why is two-way communication important/better?
The reason that the two-way communication is better because in this communication the receiver is enabled to give his response or answer to the sender by way of feedback. For example, in an organization, if the superior gives various orders or instructions to his subordinate, the two-way communication will help subordinate to ask for further clarification. The two-way communication is very important in an organization because it creates the opportunity for both, sender and receiver to express their views, ideas, and feelings. It is also useful in overcoming and ambiguity and confusion between them. Two-way communication is also helpful in creating a congenial and informal relationship between management and workers. Through this, proper mutual understanding can be developed which leads to effective communication (DeKay 2012).
[bookmark: _Toc5509771]Why/how are communication methods suited to different situations?
In today's organization, different situations can arise when a person has to change his communication method frequently. These communication methods are difficult to learn; however, if once learned, it will help to become an effective leader with having effective and perfect communication skills.  For example, there are many situations where a person needs to communicate aggressively for making quick decisions. Then there is a situation when the person has to socialize during the time of sales. Sometimes a person has to become a mediator and take a decision in a consensus manner (Morgan et al. 2014).
[bookmark: _Toc5509772]Three recommendations for Michelle to reshape the team structure and communication
First of all, The Michelle have to implement two-way communication system in her business which will help her in communicating freely with every worker engaged in the operations of her business. By this, she can effectively communicate with her employees. Implementing Shanon Weaver model will help him in receiving feedback from the employees.
Secondly, there is a great need for structuring her business in an effective manner. This can be done by converting the working groups of employees into effective teams in which each of the employees can understand each other. The teamwork will help employees in discussing
the duties and roles of each other. It will also help employees in distributing themselves into different shift timings.
Thirdly, the management of the business is very important. The managers should be hired by Michelle, and It must be assured that managers are playing their roles in every shift. Because without the manager's instructions, the subordinate cannot work properly. It is very important that the managers must be available in each shift to supervise the employees under them.

	Recommendations

	Who is responsible 
	Completion time
	Cost Incurred

	
Training of communication skills 
	John
	3 months 
	£ 1,000

	
Training of team work 
	Claire 
	3 months 
	£ 1,000 

	
Management of effective Communication
	Claire
	1 month
	No cost 



[bookmark: _Toc5206695][bookmark: _Toc5509773]Conclusion
In this report, the ways of communication and the importance of communication has been explained. Moreover, different models of communication are also discussed along with the importance of the two-way communication. The significance of the communication has also been discussed along with the methods of communication which involves the verbal and nonverbal methods of communication. It has been evaluated from this report that the effective communication plays a very important role in the organization for working in the team to achieve the goals and objectives of the organization (Keyton et al.  2013).




Appendices

Communication
What is effective communication?    

The effective communication cannot be determined that is only used for exchanging the information; it is also used to understand the intentions and emotions of others better (Vaishnavi and Kuechler 2015).  With the help of effective communication, both, the message can be clearly conveyed and listened. Effective communication requires 4set of skills, and that is: 

Become a engaged listener
In order to effectively communicate, A person must be a good listener first. Effective communication is more about listening and less about talking. The good listening not only includes understanding the information and words that have been conveyed, but it also includes understanding the speaker’s emotion who is trying to convey the message. Moreover, there should be a strong focus when listening to the speaker, the speaker can’t effectively listen if you are thinking about something else or constantly checking your phone. 

Pay attention to nonverbal signals
Nonverbal communication plays an essential role in developing effective communication. It is fact that the way we react, move, listen and look tells the other person about how we feel than words alone ever can. The nonverbal communication includes body movement, facial expression, posture, eye contact, gesture, the tone of voice and even breathing (Greenway et al. 2015). 

The skills of nonverbal communication really help in expressing what u really mean. It also helps in connecting with others, building better relationships and navigate situations that are challenging at work and home.  

Keep stress in check
A person should have the ability to control his stress when making effective communication. It is very important to keep calm and relieve your stress so that it makes other people calm too with whom you're communicating. It will help in avoiding regrets. A person must be well versed in managing his stress especially during the time of interviews, business presentations, and high-pressure meetings. In short, he should have the ability to communicate under pressure (Rajhans 2012) effectively. 

Assert yourself
There is a great need for assertive and direct expressions while communicating with someone. The reason for making assertive expressions while communicating is to boost inner self-esteem and decision making skills. Being Assertive helps in expressing your feelings and thoughts in an open manner that creates effective communication.
How effective communication does impact an organization?
Effective communication is essential in the organization in many ways because it helps in the roles of customer relations, product development, managing employees and other business operations. In an organization, employees play the primary role. Therefore, they should be more effectively communicated than anyone else. Effective communication must be done with the employees so that they can be well informed and engaged and as a result, they will further communicate effectively with others (Dozier et al. 2013).
Clear Expectations for Employees
By way of effective communication clear expectations from the employees and customers can be established. By this way, the Employees will perform better, and it can be predicted that they will positively impact the business and achieve positive feedbacks.
  
Building Strong Relationships
With the help of effective communication, strong relationships can be built easily. Effective communication can be very helpful in boosting trust and loyalty within an organization. By this way, every individual need can be focused, important information and positive feedback can be conveyed. Effective communication also builds strong relationships with the external audiences which help the company in selling and promoting their products, services, culture, and values more effectively (Holmes and Stubbe 2015).

Ideas and Innovation
Effective communication can lead the organization in developing new ideas and innovations in a number of areas. If employees are effectively communicated, they will know what's important to their companies and will help in making improvements and spotting opportunities within the organization.  Innovations help an organization to become rapidly successful, and this all can be done through effective communication (Bohatko et al. 2015).
Strong Teamwork and Achieving Goals
Effective communications within an organization lead towards robust teamwork and opportunities for employees of all levels to work and achieve company goals together. Effective communication within an organization also helps employees to gain knowledge, positive environment and structure needed to resolve different issues and conflicts effectively.
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