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Introduction
[bookmark: _GoBack]Communication is considered as an imperative task for carrying out organizational as well as personal activities. Effective communication can provide a certain number of benefits to a business organization. Communication can be defined as the way of exchanging information and feelings with the surrounding parties. This report is going to be prepared based on the process of developing effective communication within an organizational context by applying a range of models and theories. Importance and advantage of effective communication in an organization will be discussed here. Different communication methods will also be discussed in this report. Another focus of this report is to discuss the process of team building and personal experience within an organizational context. 
[bookmark: _Toc24384306]Brief of workplace role
Workplace communication is the process of sharing important information and ideas with the different parties within the organization. Manager of one of my friend’s workplace works as a mediator for conducting communication functions of the organization. They build a communication flow than can be upward or downward communication. They receive instructions, rules, regulation and objectives of the organization with the subordinates. On the other hand they collect information, ideas, thoughts and performance of the individuals from the employees and report to the top authority of the organization. My friend is working as a team leader in Associated British Food Limited in London. His role is to receive information and instruction from the top manger of the organization and instruct, monitor, motivate and report performance of team to the top manager. 
[bookmark: _Toc24384307]Team formulation
It is being said by different scholar that works of two individuals are always better than a single individual. Formulating team is not an easy task for the manager of Associated British Food. They consider some factors like lending strength, diversity and performance capability of the organization. Team development process is going to be discussed here with the application of Tuckman’s team development theory. 
[bookmark: _Toc24384308]Team development stages of Tuckman
This model considers five different stages of effective development process. It has been identified by that developing team by following Turkman’s model can increase performance and efficiency of the team. These stages are forming, storming, norming, performing and adjourning. These stages are elaborately discussed here. 
Forming: Team development stage begins with the forming stage. In this stage members are selected and gathered in a single platform. In this stage members of a team are not aware of their role and responsibility (Jeong et al., 2016). They are also not very accounted to the other member of the team. Manager of Associated British Food take almost all the decisions at this stage. Introducing with the team member and their responsibility are the major focus of the manager or leader of the team. Members focus on copying with the new environment with new responsibility within Associated British Food. 
Storming: In this stage members are enlightened with their role and responsibility. Members of a team struggle with the acceptance of responsibility and also face conflict with their skills and responsibility (Turner et al., 2018). Combination among the members of a team is still low in this stage in Associated British Food. 
Norming: Commence of understanding among the team members starts in this stage. They start to understand individual’s differences (Bucci et al., 2019). Role and responsibility of the team member of Associated British Food become clear to each other. They also understand others capability and expectation of the team member. 
Performing: This is the stage where team member works with their complete productivity without acing many barriers. They also become skilled in terms of performing same role and function. 
Adjourning: This is the final stage in which objective and goal of team is being achieved. Individual members are rewarded according to their performance and contribution to the team in Associated British Food.
[bookmark: _Toc24384309]Team role
Team role is clearly defined by the team leader or by the manger of the team. According to the assigned responsibility team member perform their duty. Member of a typical team are responsible for performing two types of role. One is team role and another is individual role (Yu et al., 2019). Both of these roles in Associated British Food are discussed here by applying Belbin’s team. 
Resource investigator: Resource investigator is the active, optimistic and open-minded member of the team (Stratton and Tan, 2019). Innovative and creative thinking are the major characteristics of this type of members in Associated British Food. 
Team worker: Team work is an important role for the overall team. It is true that every person is not born with the team working capability (Schwilk et al., 2015). In this regard they need to practice and also need to achieve team working capacity to work properly in a team. Associated British Food arranges workshop and on the job training method for improving team work skills. Members need to have sacrifice, balance and helping mentality. 
Coordinator: A coordinator of a team mainly works as a neutral supervisor of the organization. Coordinator of a team inspires or motivates the team member of Associated British Food to achieve the goal of the organization. They also help members who faces work overload. 
Plant: Plant individual of a team is the most creative person within the team (Kron et al., 2017). They are freethinker and responsible to solve difficult as well as generate suitable solutions to the major problem of the team. 
Monitor evaluator: Evaluator of Associated British Food measure and evaluate the performance of the team member. They are also responsible for judging performance and outcomes of individual member of the organization. 
Specialist: Specialist of a team is highly skilled with technical skills. Technical and expertise task of the team are performed by this team member. 
Shaper: Individual member of a team who is responsible for facing difficult and obstacle situation (Overall and McNulty, 2017). They expect to fulfil their entire requirement. Sometimes they become furious and aggressive if their requirement is not fulfilled. 
Implementer:Implementer is dependable and efficient individual person of Associated British Food. They are responsible for implementing action plan of the organization. 
Finisher: This type of team member is highly experienced and perfectionist. They are responsible for checking completed task of other team members. 
[bookmark: _Toc24384310]Workplace communication
Workplace communication process is a critical pathway that requires effective design the flow and channel of the communication. Some communication models are described here. 
Communication model of Shannon and weaver’s 
Thus model has been developed by Shannon and weaver for demonstrating six different stages of communication model. This model is being used by Associated British Food for communicating with the internal and external parties of the organization. First stage of this model is information source where sender encodes the message of communication. Sender of Associated British Food selects the media of sending the message. Transmitter is the channel of message through which message is sent to the receiver of the message (Street et al., 2017). Next stage of this model is decoding the message. After this stage Associated British Food gets the message after being decoded by the receiver. Receiver understands the message and after receiving the actual message and send feedback to the transmitter of the message. Another fact of communication model is noise that can be occurred at any stage of the communication model. 
[image: ]
[bookmark: _Toc24384355]Figure 1: Shannon and weaver’s communication model
Source: (Yu et al., 2019)
Schramm’s communication model
Understanding the message of communication is the core of area of this model. Encoder, interpreter and decoder are the three parties of this communication model. Encoder remains on the first stage of communication in Associated British Food. They send outline the content of the message and develop the content. Interpreted is the device or channel of the communication through which message is sent to the receiver of the message (Lafata et al., 2017). According to this model communication process only become successful if proper feedback is received by the sender of the message from the receiver of the message. 
[image: ]
[bookmark: _Toc24384356]Figure 2: Schramm’s communication model
Source: (Street et al., 2017)
[bookmark: _Toc24384311]Different methods of communication
There are different methods of communication. Some of the major forms of communication are verbal communication, non-verbal communication, written communication and visual form of communication. 
Verbal communication 
In this communication process words are used by the sender to the receiver of the message to communicate the objective of the message (Jeong et al., 2016). Most of the communication within Associated British Food is done in this process. Face to face communication, meeting with the employees, video conference and presentation are some of the forms of verbal communication within Associated British Food. In addition to this, informal communication is conducted in verbal method. 
Non-verbal communication 
Without using words non-verbal communication is conducted. Body language and gestures are used by the parties of communication in this method (Turner et al., 2018). Both of the parties of communication process must be presented at the time of communication. It is also essential for the both of the parties to understand the body language, signs and gesture. 
Written communication 
Reliable and formal communication is conducted in written communication process. Documents, writing paper or other written forms are some of the modes of written of communication (Bucci et al., 2019). Major benefits of written communication are evidence and reduction of ambiguity. Letters, emails, documents and prospectus are some of the examples of written communication in Associated British Food. 
[bookmark: _Toc24384312]Workplace communication and employees performance improvement process
Some of the development area of workplace communication is identified here and a action plan in developed here for Associated British Food to improve their performance.
Application of digital technology 
Current communication of Associated British Food is mostly depends on the application of advanced and digital technology. Some of employees of this organization are not highly skilled to use digital technology.
Establishing effective flow of upward communication 
In Associated British Food upward flow of communication is not highly effective. Lower level employees are facing much barriers and stages to communicate with their seniors. It has become important for this organization to develop an effective upward follow of communication. 
Developing two way of communication method 
Two way of communication is a process in which both of the parties can communicate and can share their information and thoughts (Yu et al., 2019). Associated British Food needs to develop a two way communication process. 
Adopting inclusive communication strategy 
Under this strategy all the parties of an organization can take part in decision making process. Following this strategy will increase organization efficiency by developing the performance of team. 
	Problem identified 
	Reason of the problem 
	Necessary steps to overcome the problem 
	Resources to be used
	Expected timeframe 

	Lack of digital technology 
	Not using modern technology in communication process
	Application of digital technology in communication process
	Digital communication tools
	One to two weeks 

	Ineffective upward communication 
	Unwillingness of top manager 
	Involving individuals in decision making process and creating effective upward communication chain 
	Team leader and manager need to develop this communication chain 
	Two to three weeks 

	Lack of two way communication 
	Current communication process of Associated British Food
	Changing decision making process and giving individuals to share their though and ideas 
	Development of effective decision making process
	One to two weeks 



[bookmark: _Toc24384339]Table 1: Action plan

[bookmark: _Toc24384313]Conclusion
Well-defined communication process can enable an organization to establish proper communication flow that can increase overall organizational performance and effectiveness. Performance of overall organization largely depends on the effectiveness and efficiency of the team of an organization. Proper team formulation can increase productivity, effectiveness, efficiency, and strength as well as performance quality of the employees in an organization. In this report team formulation method has been briefly discussed. Communication model, team role model of Belbin, different communication model as well as mode of different communication has been discussed in this task. An action plan has also been developed for Associated British Food for increasing effectiveness and efficiency of overall communication process within this organization. 
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LONDON BMSW4002
In-class exercise 1

% Trinity Saint David Effective Team Working and Communication — Term 1
%

Student Name: \/\ e \x L\ n Sk nrs Student ID: 4 g 03 2 0 f

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow
workers.
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