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A Report on Communication within Workplace
1. Teamwork in an organization is an essential element in the company's success and in achieving its short-term and long-term goals. Teamwork refers to the coordination and co-operation between various employees in the organization to enable the completion of tasks to fast, thus contributing to the organization's success. An organization that applies teamwork in its activities grows fast and motivates its employees to work hard as they share ideas, help each other, complete assignments on time, and present quality work (Tripathy, 2018, p.5). Teamwork in an organization helps in reducing unnecessary costs in that when employees integrate their ideas in a task that is challenging to one employee, they end up solving the problem and thus achieving the desired results. Creativity and innovation in an organization are achieved when employees work together to find solutions to the issues that exist and need to be solved. This helps the organization reduce costs of hiring experts in that field, which is an advantage. The second importance of teamwork is that it helps achieve quality work because the employees adapt the experiences from different departments and develop a single well-studied solution with fewer chances of flaws. Teamwork also improves the speed at which assignments are completed. This is because many hands are involved and thus create ways to accomplish the tasks on time.
Teamwork is the backbone for effective communication in an organization. When employees implement teamwork in their tasks, they communicate among them to avoid doing the wrong things in the tasks by deviating from each other. For example, if an employee does not communicate with others about a process being inappropriate, they will continue using it, and in the end, productivity will decline significantly (O’Neill & Salas, 2018, p.328). Organizations must ensure that teamwork policy is implemented in their processes because of the various advantages it creates. Various teamwork theories have been developed to help organizations improve their teamwork aspects in their activities. The fashion business of Janet Williams can use the Tuckman and Belbin theory of teamwork to improve teamwork in the business. According to this theory, the online retail fashion business should follow the five stages of teamwork: forming, storming, norming, performing, and adjourning. These five stages are essential if any organization wants to achieve functional and successful teamwork in the company.
The first stage is the forming stage, whereby the team is introduced to each member to know each other well and exchange ideas, goals to achieve, and roles of each member in the group. Therefore, the fashion business in the case study can allocate the task to the team to discuss it. In this stage, the team members' strengths and weaknesses are identified, and the roles of each member are known in the team (Hildebrandt & Marr, 2020, p.214). For example, some members are good at coordinating, implementing, and investigating, which helps the team to appoint members to their area of strength. This stage also assists in building trust as the members do not know each other before they start working on the task. The second stage that the fashion business should follow is the storming stage. Here, the team members of the fashion business are supposed to find a leader within the team to guide it because the task has been identified. The team members show their concerns and views towards the task, and a coordinator is required to keep them together. The third stage is the norming stage, whereby the team in the fashion business knows the roles that each member in the team is playing after they have brainstormed about the strengths and weaknesses. At this stage, leaders, implementers, and investigators are given work in the team to ensure every activity progresses smoothly. Disagreements may appear in this stage due to new tasks, but the team is already established, and it overcomes these conflicts easily (Flores et al., 2018, p.4). 
The fourth stage is the performing stage, whereby the team in the fashion business is fully aware of the goals, and they keep on communicating with each other to be a high-performing team. The members are motivated and full of confidence because the team has already started the task and is working hard to ensure it is completed. By applying this stage, the team in the business supports each other, which also increases the chances of creativity. The last stage is the adjourning stage. In this stage, the team members have worked together for a period, and thus they can expand by recruiting other members in the team to build on the success of completing the task which has been allocated to them. Assessment is done in this stage, and the fashion business should implement it to ensure that the team members' roles in the task are seen and recognized. Recognition of these achievements helps motivate the team and prepare to undertake future tasks involving the team. This online fashion business of Janet Williams can implement this teamwork theory by Tuckman and Belbin, which comprises of the five stages and which help in improving the business through employees working as a team. 
2. 
Two-way communication in an organization refers to the process by which information and ideas are passed from one employee to another or the supervisors and managers. Then feedback is received after the process. In this kind of communication, there is a circular flow of information which shows it is a process of sending and receiving information that makes the communication complete and effective (Mero, 2018, p.213. Two-way communication takes more time because the ideas in this communication need to be understood. Feedback is given to enable the parties to act accordingly to the issues that prompted the communication. Two-way communication in an organization is the best strategy to communicate because employees are included in it and make the company grow because employees build a company. Without effective communication among employees, managers, supervisors, the communication process is not complete and may lead to various problems which might be risky for the organization. For example, an employee might have a solution for a particular organizational process. Still, because the organization does not support two-way communication, the issue will continue to impact it negatively. 
In the case study about the online fashion business, the organization is not doing well in terms of two-way communication. This is evident in the methods of communication it employs in its communications channels. The business uses poor-structured communication methods whereby some meetings are conducted using Microsoft while others are done in person. This causes challenges in communication as the employees are not informed altogether, leading to ineffective sharing of information. The ineffective information sharing has led to the number of employees working in-store and online being poorly managed. Therefore, this online retail fashion should adopt two-way communication, which will bring various benefits to the business. One of the advantages that two-way communication will bring to the online retail fashion business is that it will help in driving employee engagement.
 According to the group communication model by Collin and Guetzkowr, a group of people engaging in communication has a higher advantage of agreeing on a solution to a problem or having different opinions. When the various views are combined, they form a single strong idea that is beneficial to the group (Chun & Cho, 2018, p.99). A group may be an employer and employees who have combined their ideas to solve a business problem to ensure the business progresses. When the communication is based on sending information and getting feedback, the employees in the fashion business of Janet Williams are satisfied with the job because they are engaging themselves in group communication. This group communication will ensure that all information shared is known by every employee and share tasks according to the need (Chun & Cho, 2018, p.99). For example, if the business had implemented two-way communication, the number of online and in-store employees would be balanced to ensure smooth business activities. This will lead to improved coordination in the business; thus, customer satisfaction is enhanced. 
According to the circular model of communication, communication in business involves employees sending information to the employer and other employees and getting feedback on the information. To ensure result-oriented effective communication, feedback is the primary determinant in this model because it is needed to ensure things are done. When there is no feedback, the tasks assigned will not be completed as expected hence a drawback. In the case study, this fashion business can implement a circular communication model to help employees improve performance. After all, processes and procedures are communicated effectively as feedback is received immediately (Tu et al., 2020, p.4146). This will assist in ensuring things are done fast, such as online selling and in-store tasks. The circular model also ensures that the updates, objectives, and new business projects are known to every employee. In this case study, this model will ensure that the existing employees are conversant with the introduction of online selling and digital marketing, which require new employees whereby this information is communicated and necessary action taken to enhance the new goals. It will also help the employees have specific duties to reduce the chances of a mixture of responsibilities created by a lack of two-way communication. 
The interactional model by Tubbs and Moss argues that communication is the process of exchanging information among different parties. According to this model, the sender of information sends it to the receiver, who then sends feedback. The receiver now sends the information to another person, whereby this process continues until the required objective of the communication is achieved (Franceschi, 2020, p.268). This model can be used in the fashion business to ensure that the desired goal is achieved. This model will ensure employees in the fashion business are engaged because through this model, a solution must be reached due to the communication. When employees are engaged, good relationships are enhanced, and continuous communication will move the business to greater levels because they aim to achieve results by communicating tirelessly until they reach the intended results. When employees are given the opportunity to share ideas freely in the business, this makes them have a supportive environment that will translate to the company's success.
.
In this case study, effective communication in the fashion business is important because communication is the most crucial element to steer the business to higher levels. Effective communication in business means information is shared, and feedback is available at the end of the communication. Without feedback, the communication is ineffective and can be very risky to the business. Some of the tools that this business can utilize in its effective communication include e-mails, video conferencing, phones, and face-to-face communication. These tools will depend on their effectiveness to the business (Adiguzel, 2019, p.142). Effective communication will ensure the employees in this online fashion retail business have a strong team because communication creates a team bound together by similar objectives. When the employees communicate together effectively, tasks will be easy to accomplish, such as processing orders, advising customers, and replenishing stock. The team will be assigned these tasks, and specific employees will tackle their best tasks. This will improve coordination, and hence productivity will increase. 
The other importance of effective communication is that it will help the fashion business avoid mistakes and wrong procedures in their operations. In this case study, lack of communication has led to an imbalance of in-store and online employees. This creates confusion which affects the sales in the online platform because it has very few attendants, and workload may be higher compared to the in-store operations. With effective communication, the employees will be deployed in a balanced manner according to the customers' needs, improving overall effectiveness. Effective communication will also strengthen the coordination in this business. This is because communication will ensure that employees work as a team in business operations. The employees can be assigned shifts and working days according to their flexibility after discussing these issues (Chen & Min, 2020, p.108). Some may prefer working on specific days and areas, which is essential to consider because it will affect their production. When their needs are considered, they will have better performance than when pushed to work at any shift and hours which are not fair to them. 
Janet Williams as the owner of the fashion business should ensure that teamwork and effective communication is implemented in her company for it to succeed. These two elements are vital to a business to perform better. By applying the teamwork theories, two-way communication systems, and effective communication, they will boost the company to higher levels, enhance better performance, and finally, the rapid expansion of the business. 
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