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[bookmark: _Toc151663800]Terms of Reference.

At the request of my lecturer Melanie Squire on September 25th of 2023, I have prepared this report as part of the assessment for the Effective Teamwork and Communication module. This report has been written by Elena R Barreto and will be submitted on November 24th, 2023.

[bookmark: _Toc151663801]Procedure.
Websites, Academic Journals, Academic Books, and Lecture contents were used to compile this report.

[bookmark: _Toc151663802]Introduction.
[bookmark: _Hlk151641261][bookmark: _Hlk151640925][bookmark: _Hlk151641628][bookmark: _Hlk151641433]In this report the question of what makes good communication will be discussed. The report will begin with a definition of Communication and then this will be followed by an outline of Belbin’s Theory of Communication explored in his book Teams Roles at Work (1993). Strengths and weaknesses of this theory will be identified, and other theories of communication, like Tuckman (1965) and Thomas-Kilmann (1978) will be considered. This will be followed by a workplace example on how to overcome difficulties when communicating with colleagues.








[bookmark: _Toc151663803]Main Findings.

[bookmark: _Toc151663804]What are the Key Factors that makes effective Team Communication?

Workplace communication is the exchange of information between employees. It can happen face-to-face, over email, chat, videoconferencing, or phone. Nonverbal cues like eye contact, body language, and tone of voice also matter (Coursera, 2023).
According to Zambas (2023), effective communication in the workplace plays a crucial role in the success of any business. It helps to build strong relationships within the company, with clients, and boosts employee engagement, leading to improved team effectiveness. 
Jolaoso (2023) provides in her article for Forbes Advisor a number of Tips for Effective Communication in the Workplace. These are to prioritize Two-Way Communication with colleagues, and to encourage employees to acknowledge that everyone in the workplace is unique. In addition, Effective Communication should include One-on-One Interactions, Weekly Team Meetings, and sufficient time for members of the team to interact and Team Build. It is also a good idea to have Team Communication App Get a Team Communication App to better organize Training Sessions.
Understanding group behaviour is crucial in managing a team effectively, and there are various models that explain how different personality types work in a team. One of the most widely known models is Belbin’s Theory of Team Roles (1993). 



[bookmark: _Toc151663805]Belbin’s Theory.
This report will explore Belbin’s ideas about effective communication and consider the strengths and weaknesses of this theory.
Belbin (1993) believes that when working as part of a team, individuals can be categorized into nine different team roles (see more in the appendices). Everyone possesses three preferred team roles that come naturally to them and three manageable roles that can be performed on a limited basis. Additionally, three roles that are difficult to perform, requiring much more effort, are least preferred by most people. Each role is associated with strengths and contributions but may also have associated behaviours that do not contribute. ‘Allowable Weaknesses’ is the term used by Belbin to describe these behaviours, which should be managed to ensure they do not negatively impact team performance (Smartt Strategies, 2019).
[image: ]

(TU/eSkillslab, 2023).
Some of the main strengths from Belbin’s theory are, that it promotes Team Productivity and Increases Effectiveness through a better use of the strengths of every individual in the team by allocating them with the task they are better prepared to perform (Belbin, 1993). Furthermore, Rosseland (2023) says that this creates Cohesive, Stronger Teams by recognizing their own and their colleagues’ strengths and weaknesses, and therefore can collaborate effectively towards a common goal.
However, there are shortcomings to Belbin’s theory. These include Stereotyping, Falling on Biases and the lack of Flexibility and Adaptiveness are some of the most notorious cons of this Theory nowadays, (LinkedIn, 2023). 

[image: ]Other Theories that work well in conjunction with Belbin’s Theory (1993) are Tuckman's Stages of Group Development (1965), which proposes that teams progress through five stages: forming, storming, norming, performing, and adjourning. By understanding these stages, teams and leaders can navigate the development process more effectively and achieve greater success (Teamwork Theory, 2023). 
(Linkedin, 2015)
[image: ]In addition, Thomas-Kilmann identified five Conflict Management Styles (1978): competing, collaborating, compromising, avoiding, and accommodating; these styles vary in terms of assertiveness and cooperativeness, (Salama, 2023).


(Landers, 2017)

[bookmark: _Int_mnwIwnFw]In summary, these theories are linked to Belbin’s team roles (1993) in that they provide valuable insights into team dynamics and individual interactions within teams. They can be used to evaluate individual roles and preferences, as well as to gain a deeper understanding of how teams function. Familiarizing oneself with these alternate approaches can assist teams in achieving greater effectiveness and productivity (Satro, 2023). 




[bookmark: _Toc151663806]Workplace Example.
As the manager of a small hotel in Tenerife, I faced an issue with the check-in system. It was not working efficiently, and clients were being missed, leading to customer dissatisfaction. The different departments were resistant to change and had communication issues, causing vital information to be missed or inaccurate, impacting the efficiency of all departments.
[bookmark: _Hlk151641348]With hindsight, I can recognize Belbin's team roles (1993), in every member of my team and the variety of approaches and priorities for each of them, related to their team roles. For example, the "Resource Investigator" focused on creating an engaging check-in experience, while the "Completer Finisher" aimed to prioritize thoroughness and accuracy in processing the client's experience from check-in to check-out. Leveraging these distinct strengths could have led to a more organic response where everyone was more effective and happier.
Our team went through Tuckman's Stages of Development Theory (1965). We were already a group, so we skipped the Forming Stage. We experienced the Storming Stage, where disagreements and conflicts arose as individuals expressed differing ideas about the best way to manage the issue. We settled on a new protocol, started to apply it, and celebrated the improved results after leaving all the tension behind.
To do that, we had to address the communication issue. I encouraged the team to find a collaborative solution, applying Thomas Kilmann's Conflict Resolution Theory (1978), in our own way to achieve that and foster an open and collaborative environment, helping team members to come together and share their ideas and concerns about the check-in process.
While going through Tuckman's (1965) Storming Stage, we competed, avoided, collaborated, accommodated, and finally compromised with a collaborating solution with which we were all happy.
Integrating Belbin's Team Role Theory (1993), you can encourage each team member to contribute based on their strengths and expertise. Additionally, considering Tuckman's Stages of Development Theory (1965), you can better guide your team through the storming stage to normalize these dynamics and encourage open dialogue to reach the following stages faster.
Applying Kilmann's Conflict Resolution Theory (1978), the team can collaborate to address communication issues. By using the collaborating style, team members can work together to understand each other's viewpoints and collectively develop a comprehensive and effective solution.

[bookmark: _Toc151663807]Conclusion.
In this report examples of good communication have been defined, and Belbin’s theory of communication outlined. Strengths and weaknesses were discussed and considered in relation to other theories of communication. To conclude, a workplace example has been provided to illustrate how communication issues can be overcome in the workplace. 
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[bookmark: _Toc151663812]Resource Investigator

An inquisitive team member who uncovers fresh concepts and ideas adding value to the organization by enhancing team performance and contributing to its growth.
Strengths:  Passionate and Open. Always seeking new opportunities and contacts to benefit the organization.
[bookmark: _Hlk150712734]Weaknesses: Demonstrate tendencies to be overly optimistic, which may lead to loss of interest once the initial enthusiasm has faded, (Mind Tools Content Team, 2023).
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[bookmark: _Toc151663813]Teamworker

Helps the team to gel, using their versatility to identify the work required and complete it on behalf of the team.
Strengths: Collaborating, insightful and conciliatory Listens attentively and prevents any potential conflicts or disagreements.
Weaknesses: During critical moments, this person may struggle with making decisions and is inclined to avoid conflict, (Mind Tools Content Team, 2023).
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[bookmark: _Toc151663814]Co-ordinator

Prioritize the team's objectives, identify individual strengths, and delegate responsibilities accordingly.
Strengths: Prepared, Secure, good at making points clearer and to spot talent.
Weaknesses: They may come across as manipulative and tend to avoid their fair share of the workload, (Mind Tools Content Team, 2023).
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[bookmark: _Toc151663815]Plant

These individuals tend to be highly creative and is skilled at solving problems in innovative ways.
Strengths: Original, ingenious, progressive, can produce creative ideas and find solutions to challenging problems.
Weaknesses: May overlook minor details, and at times, struggle to communicate effectively due to preoccupation with other tasks, (Mind Tools Content Team, 2023).
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[bookmark: _Toc151663816]Monitor Evaluator

Provides impartial judgment and dispassionately weighs team's options.
Strengths: Calm, tactical and perceptive. Has the ability to perceive all the available choices and make sound and precise evaluations.
Weaknesses: Will struggle to motivate others and tends to be overly critical in their approach, (Mind Tools Content Team, 2023).
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[bookmark: _Toc151663817]Shaper

Ensures the team stays focused and maintains momentum.
Strengths: Demanding, go-getter, excels under pressure and possesses the determination and bravery required to overcome challenges.
Weaknesses: May be easily provoked and as a result, their actions or words might unintentionally offend other people's emotions.
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It is essential to develop a practical approach and execute it with maximum efficiency.
Strengths: Practical, reliable, efficient. Transforms concepts into concrete plans and execute them by coordinating the necessary tasks.
Weaknesses: Can be rigid and may not quickly adapt to new opportunities or possibilities, (Mind Tools Content Team, 2023).
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[bookmark: _Toc151663819]Completer Finisher

Best at quality control, can thoroughly review work at the end of tasks to scrutinize and refine the work, ensuring it meets the highest standards of quality control.
Strengths: Scrupulous, meticulous, uneasy. Refines, improves, and pays attention to detail.
Weaknesses: Tends to worry excessively and may feel hesitant to assign tasks to others, (Mind Tools Content Team, 2023).
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[bookmark: _Toc151663820]Specialist

Possesses extensive knowledge in a specific field which can be beneficial to the team. 
Strengths: Stubborn, determined and committed. Their expertise and specialized skills are unbelievably valuable. 
Weaknesses: Tends to focus on a specific area and may get caught up in technical details, (Mind Tools Content Team, 2023).
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