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1.0 Introduction 
In this assessment I am going to write a report in which I will apply problem-solving tools and techniques to identify and propose solutions to a work-based problem to include an evaluation of possible solutions. I am going to define and summaries a complex problem in the workplace and its impact.                                                                                                                                                I will analyze information on the identified problem and give a reason of the problem. I will mention the advantages and disadvantages of my chosen problem and give an example of how to resolve it. I am going to give examples and explain 7 steps to problem solving.
In part 2 I will use a decision-making technique to evaluate a range of solutions to identify the most appropriate option. I will describe what a decision is and write about types of decisions.    In this part I will also write about the factors affecting decision making and aspects of good decision making. I will use fishbone analyses, and PESTEL analyses.
In part 3 I will propose solutions, evaluate them, and consider the strengths and weaknesses of the proposed solution.
In the last part I will assess an appropriate implementation plan and review techniques to ensure successful implementation of the solution.














Part 1: Problem at the workplace 
1.1  Chosen problem   
I am going to write about the communication problem and its impact on the workplace.  Ineffective communication can be frustrating to employees, creating a breeding ground of distrust and confusion. If workers do not have good lines of communication with each other and management, and do not feel like they are being heard, their loyalty and commitment to the organization may suffer. 

1.2  Reason of the problem
The reason why communication barriers are one of the most common problems factors in the workplace is because it can lead to job dissatisfaction. Lack of communication can refer to unhappy feelings and have a negative impact in the workplace, some of these factors can lead to poor working conditions, loss of motivation, lack of interest, and frustration. This may result in poor productivity, a bad sleeping pattern or even absence.

1.3  Advantages and disadvantages of communication
An advantage of communication might be the opportunity to:
1. engage with other people
2. Motivation
3. Job satisfaction
4. Exhange of ideas
Disadvantages of communication:
1. Conflicts
2. Waste of time
3. Unqualified assumptions
4. Negative Acknowledgement - Sometimes communication might have a negative impact on a person






1.4 How to resolve the problem
Employees need to feel comfortable voicing their opinions, offering ideas, reporting issues, asking questions, and sharing criticism. Creating a safe space of communication could be one of the ways to resolve this problem.                                                                                                      
Organize meetings can be another good example If you are seeing communication issues in the workplace. Simple but effective strategies can include keeping meetings short, sending an agenda ahead of time, staying on a topic, inviting only those people whose presence is truly needed.
Make internal documents easily accessible. Help employees easily access policies, procedures, guidelines, and other crucial information, making everything readily available and easy to find. Not only will this improve communication in the workplace, but it will also empower employees to be informed.

1.5 My experience of the problem at workplace
When I first moved to London, I found a job as a sales executive. The main job is canvassing techniques that are generally used for sales, marketing, advertising, or campaigning, in which I was walking from the door of one house to the door of another, trying to sell or advertise a product or service to the public. Because my English language and my communication skills were not good enough, I had problems talking to people. I had poor communication skills, so I had difficulty advertising my products. That led me to have minimum or none sells which it was hard for me as I was self-employed. If i did not sell anything I did not get paid.
That made me feel frustrated and worried about how I will pay my bills and how I will survive. My sleeping pattern was bad as I was thinking all night about the next day and I was not happy going to work. Each morning I was waking up in a bad mood and had negative thoughts. I had a bad experience of this problem and it affected my workplace. In the end I had to leave this job. 
Today if that happens again, I believe that everything would be different. I would use my knowledge of problem solving and decision making by finding out the root of the problem, finding a range of solutions and use decision-making techniques to identify the most appropriate option and develop a plan for implementing the right solution. 





1.6 Seven step problem solving
Problem solving with a standardized, disciplined, and methodical approach is by far the best way of understanding root causes, exploring influences and implementing solutions that not only work, but also stay effective over time. The best solution to a problem is not always the most obvious and only after careful thought and assessment can the most suitable solution be implemented. I will use example of 7-step problem solving guide provided by Dr Shoti Shiba that has been created to help solve problems.
Step 1 Define the problem: First step is to know about the problem and what the problem is. We need to have a clear understanding of the problem in which we are going to find a solution. Lack of communication in our case. 
Step 2 Data collection: Second step is to get detailed data about the problem. It will help us understand the nature of the problem and find the possible ways out.
Step 3 cause analysis: Next step is to ask Why this is a problem. We need to find the cause of the problem. In our example the cause might be the language barrier, lack of communication, not confidence to ask questions.
Step 4 solution planning and implementation: After 3 steps that mentioned above, we are ready correctly solve the problem by planning and implementing the solution; One of the most important aspects of comms to consider is how it is received and understood by other people. We must be clear in our communications so the end reader or listener can easily digest information. It is important to understand our audience and use the right tone in our contents for people to understand us better. Using feedback or surveys can also be an appropriate solution to solve our comms problem.
Step 5 evaluation of effects: The main question here is “DID IT WORKED?” After using feedback and surveys from other people, it can help us to see what we have done better and if it worked.
Step 6 standardization: Once: We have found the right solution, we can see how widely we can use it.
Step 7: evaluation of the process: Ater implementing the right solution we need to know about the steps we been through to solve this problem. Did it help, are these solutions good enough for our problems? We need to evaluate these steps and see if we can use them again in future.







Part 2: Decision making
Decision making is the act of making a choice between two or more options. Decisions are the judgment that helps in choosing the right solution for the problem. Decisions are made when there is a problem, and it is mainly focused on the future. Decision making is an important skill for business and life. Decision making must be creative, directional, and done at senior levels but could be done at a lower level of organization.
2.1: Types of decision
There are three main types of decision that management can be faced with:
1. Routine decision 
2. Adaptive decision
3. Innovative decision
Routine decision: Routine decisions are related to the general functioning of the organization. These decisions are when problems are well defined and common. They do not require much evaluation and analysis and can be taken quickly.
Adaptive decision: The concept of adaptive decision-making is best understood as the mental process of effectively reacting to a change in a situation. In the simplest terms, it refers to problem solving.
Innovative decision: We might define innovation as a decision-making process that leads to the identification of a problem and of a solution that addresses a major imminent want or need that people have, something they know they want, or need, or that they will want or need once we provide it.

2.2 Factors affecting decision making
There are several important factors that influence and affect decision making. Significant factors include past experiences, stress, money, energy, and time available, writing guidelines, personal ability, etc. These things all impact the decision-making process and the decisions made.





2.3 ingredients and how to improve good decision making and problem-solving skills
We can improve our decision making by the following few steps, for example: 
· We can set criteria for success beforehand
· Interpret information in more than one way
· Ask other people for their decision
· Change our way of deciding and reevaluating our time and learning from experience.
· Be rational and objective
Problem solving skills
· Simple way to recognize, investigate and analyze the problem
· Brainstorming and creative thinking techniques
· How to evaluate options
· Providing facts and evidence 
· Monitor and review techniques to evaluate the outcome of problem-solving activities

2.4 cause and effect/fishbone analysis
Fishbone Analysis was devised by Professor Kaoru Ishikawa, a pioneer of quality management, in the 1960s. Cause and effect analyses is the technique for identifying all the possible causes associated with all problems before arrowing down the small number of main root causes. Fishbone diagram was created to discover the root cause of the problem, to delay or slow the process and to identify where and why the process isn't working.                                       Fishbone analysis is drawn as part of brainstorming session, the central problem is visualized as the head of the fish with the skeleton divided into branches showing contributing causes of different parts of the problem.









2.5 PESTEL analysis
PESTEL analysis or PESTLE analysis is a framework or tool used to analyze and monitor the macro-environmental factors that may have a profound impact on an organization's performance. This tool is especially useful when starting a new business or entering a foreign market. It is often used in collaboration with other analytical business tools such as the SWOT analysis and Porter's Five Force to give a clear understanding of a situation and related internal and external factors. PESTEL is an acronym that stands for Political, Economic, Social, Technological, Environmental and Legal factors.

Part 3 solution
3.1 solution 1 
Use the right communication tools 
The first solution and the first step to overcoming communication problems in the workplace could be by making sure we have the appropriate infrastructure in place for healthy communication. Such as the basic communication tools like group chat, employee directory, suggestion box, surveys, social messages, and more. We must have the right software to support all channels. For instance, email and skype or teams would be the best solutions.
3.2 solution 2 
Focus on consistency
The delivery method for communication with the right employees should be the best for effectively and efficiently conveying the meaning of the message. Create a structure for each process – who reports to whom? Who uses which tool? What kind of data is needed in the report? It’s easy to miss regular check-ins when work becomes busy, but these consistent check-ins are the best way to maintain workplace communication. It becomes an easy way for employees to stay on track with projects and tasks and you can share feedback on their work as they go along.





3.3 advantages and disadvantages of the proposed solution
Advantages: Using the phone can be beneficial if we want to talk through ideas or discuss a subject at length. It is more personal and enables us to express ourselves and clarify points that may be misconstrued using other communications.                 
 Disadvantages: The phone may not be appropriate for a quick resolution and maybe the person is not available, so you have to leave a voicemail and wait for them to return. Unless you record the call, you have no evidence of the communication.

On solution 2 I will use a PMI decision making tool to see if the decision is worth making. PMI stands for pluses, minuses, and interesting points of the situation.
Using consistency pluses
· Allows for measurement
· creates accountability
· Establish reputation
· Makes you relevant
· Maintains your message

Using consistency minuses
· The consistency principle restricts the enterprise from following the same accounting policy or practice over a period of time. For example, technological changes may require a change in accounting policy, but the consistency concept does not allow such a change.

Interesting points using consistency
· To be consistent means to fully dedicate yourself completely to a task, activity, or goal. It means to fully stay engaged without distraction.







Part 4 implementation 
By using the PMI decision making tool I have decided to choose solution number 2 which is consistency. I chose this method of communication as it shows as that is the better solution to a problem. From the PMI model we can see the strengths and weaknesses of the solution.

Conclusion 
I have defined a complex problem in the workplace and the impact. I propose a range of alternative solutions to the problem. I used decision making techniques to evaluate a range of solutions to identify the most appropriate option. I have explained cause-and-effect analysis or fishbone analysis. I have also explained what the PESTLE analysis stays for. I used the PMI technique to identify the strengths and weaknesses of the solution I have chosen.
	
	
	



