


Executive Summary
The purpose of this report is to discuss the importance of effective communication and teamwork in an organisation. The report discusses the various ways of communication that are available, including the significance of non-verbal communication. Also discussed is the importance of two-way communication, the importance of consulting and employee voice. The topic of how the teamwork theories can improve teamwork in the organisation is also discussed.
The report concludes that employee communication is essential in order to maintain effective teamwork in the organisation. It also highlights the importance of how an effective team is formed and how the leader’s skills can get the team to the performing stage.
















Table of Contents

Executive Summary...............................................1
1. Introduction......................................................3
2. Findings............................................................3
2.1 Effective communication...........................................3
2.2 The importance of two-way communication.............4
2.3 Effective methods of communication........................5
2.4 Non-verbal communication.......................................7 
2.5 Teamwork in the organisation...................................7
3. Conclusions......................................................9
4. Recommendations...........................................10
5. Action Plan......................................................11
6. References.......................................................12









1. Introduction

Communication is a precise system of interaction where information is transmitted and shared between partners. The information can take the form of opinions, affective states, orders, value judgments, movement impressions which influence the behaviour of the members in the process. (Tomescu-Dumitrescu, 2016, p. 41)
Effective communication is important because the message is sent in relevant words and is accompanied by a set of non-verbal behaviours.
Within the organisation, the communication between the managers and the employees must be built on attentive listening, empathy and constant feedback. The context of the relationship between the manager and the employee must be based on trust, respect, listening, mirroring and attention which will help solving the existent problems. (Tomescu-Dumitrescu, 2016, p. 46) 

2. [bookmark: _Hlk531640387]Findings

2.1 Effective communication
[bookmark: _Hlk531635680]Holtzhausen (2002) stated that employee communication is essential in order to maintain effective teamwork in the organisation.
In an organisation, effective communication is vital to remaining competitive, maximizing profit, keeping employees engaged and happy, and making sure all members of the team are focused on the precise goals and objectives. (Hill, 2018)
The elementary functions of management (Planning, Organizing, Staffing, Directing and Controlling) cannot be achieved without effective communication. 
Effective communication in an organisation includes constant flow of information. Because the organisation has a number of 20 employees and there are various levels of hierarchy, effective communication between all members of the team can be difficult. Communication has a significant role in the process of directing and controlling the members of the organisation and it is crucial for the success and development of an organisation. (Juneja, 2018)
The organisation is currently facing some social-economical changes and has become more complex in terms of structure and the employees are looking for personal satisfaction in work.
As the business has grown rapidly, the information must circulate more rapidly at all levels between the employees, the managers and the CEO. (Daneci-Patrau, 2011, p. 488)
For the organisation to be successful in the future, effective communication is necessary.  Achieving this, the activity of the managers may be handled with bigger effectiveness and the relationship between the managers and the employees or between the employees on the same level will be improved.
Good skills in communication will increase the motivation of the staff and the job satisfaction, and also the employee’s confidence in the organisation. Effective communication will help understand better the need for change and it will reduce the process of resistance to change. (Daneci-Patrau, 2011, p. 489)
2.2 The importance of two-way communication
In two-way communication process, the sender transmits the message to the receiver, the receiver gets the message, decodes it and it provides feedback to the sender. 
This procedure is a complete communication process because the information flows in two-ways: 

The cycle of two-way communication[image: Imagini pentru cycle of two way communication] business-commstudies.blogspot.com
 In order to achieve organisational goals, the communication must be a two-way process. When the managers need to transmit instructions, policies or new procedures to the subordinates the two-way communication helps implementing the superior’s directions because if the employees fail to understand any instruction, this process allows them to ask for further clarification.
The employee voice is important for the continued success of the organisation. This process encourages the employees to give suggestion to the management and develop and improve organisational plans and policies. The employees are also encouraged to carry their complaints, attitudes, feeling, interests and opinions to their managers, this resulting in increasing the job satisfaction.  
It creates a democratic environment in the organisation and is very useful to overcome ambiguity and therefore it creates informal relationships between the managers and the employer and the result is a better relationship between them. (The Business Communication, 2018)
The employees are able to express their voice through face-to-face communication, or in written messages (letters or email). It would be helpful for the employees to have a nominated person, who can have access to talk to the management at all time, and any problems, questions or enquires will be presented and resolved promptly. Also, the questions or the problems raised can remain anonymous if the employee who asks them is not comfortable dealing directly with the managers. 

2.3 Effective methods of communication
Organisations have access to many methods of communication, from the traditional meetings to videoconferencing. 
The best communication methods are the ones that deliver the right message in a clear, unambiguous way to the audience and saves time and costs. (Business Case Studies, 2018)
Verbal communication can be oral or written. It involves the usage of words and transmitting a message face-to-face, over the phone, videoconference, letter, e-mail. 
The face-to-face method is usually preferred because the feedback is immediate, and the message is being transmitted as clear and detailed as possible in order to clarify any issues. (EDUCBA, 2018) 
It is a very effective form of communicating because has the capacity to emphasize passion, commitment and feeling straight to an audience. It can be used talking to one individual to another or through group meetings. Ethic, this is the most professional way to transmit important news or bad news that is crucial to the organisation. (Hill, 2018)
· Oral communications - phone conversations between employees.
For example, with the sales assistant who is on maternity leave, phone conversation seems to be the best choice. When the moment will come for the employee to come back to work, information needs to be exchanged in order to have a comfortable return. Then, a face-to-face meeting will be necessary to let the management know about the flexible working hours and to inform the employee about the new changes in the organisation.
· Face-to-face - team briefings, meetings and presentations. (Business Case Studies, 2018)
Written communication involves any type of message that makes use of the written word. The main forms of written communications used internally in organisations are: internal memos, reports, job descriptions, employee manuals, staff magazines, notices or posters on staff notice boards, emails or instant messages.
 Advantages of written communication 
· No need for personal contact – employees can be announced to work overtime by email instead of face-to-face.
· Saves money – emails are cheaper than phone calls.
· Written proof
Disadvantages of written communication
· Delay in communication – the feedback is not immediate
· Lack of confidentiality (Manker, 2018)
· It is less personal that phone or face-to-face communication and it can be misinterpreted or misunderstood (Hill, 2018)
Online communication can be easily edited and shared between the employees working together: internal e-mails and intranet. (Business Case Studies, 2018)
For the elderly employees, a printed letter will may be a better option than the email because of the way the message is transmitted. The management has to make sure that no matter what is the way the information is sent, all the employees will have the resources they need to receive it.










2.4 Non-verbal communication 
“Non-verbal communication can be defined as all the signs produced in interpersonal oral interaction except those which are explicitly verbal (words) and excluding the rules which govern these verbal signs – syntax, morphology.” (Santi, 2000. p. 446)
When communicating with the employees, the leaders and the managers use gestures, specific tone of voice, visual signs, posture that contain information that is sent to the employee. This information is significant and may complement, approve, throw doubt on or even negate what it is said in words. (Santi, 2000. p. 447)
The manager must pay attention at his facial expression, body language and posture when delivering a message to an employee. Also, the manager has to make eye contact all the time and pay attention to the tone and other paralinguistic aspects. 
Paralinguistic represents vocal communication as inflection, pitch, pacing, pauses and loudness. 
[bookmark: _GoBack]It is a fact that nonverbal communication affects the communication, therefore it must be used in order to complete the message and not to send mixed messages. It is a skill that the managers need to develop to communicate effectively. (Heathfield, 2018) 

2.5 Teamwork in the organisation
Kozlowski and Bell (2003) define teams as groups of individuals “who exist to perform organisationally relevant tasks, share one or more common goals, interact socially, exhibit task interdependencies, maintain and manage boundaries, and are embedded in an organisational context that sets boundaries, constrains the team, and influences exchanges with other units in the broader entity.” (Maund, Schriek and Tinkler, 2017, p. 4)
While teams can achieve goals and extraordinary results, they can also decline into an ineffective and restrained group of frustrated people if the manager does not have the successful skills to form an effective team.
The present team has 20 members and it is classified as a large team. It is a formed team and some of its members have already been going through the storming stage. Because the business has grown rapidly, and new members have been added in the last year, the current team is between the storming and norming stages of Tuckman’s Model.
The manager must get the team to the performing stage where the team is focused on getting work done.  Using interpersonal communication skills, the manager has to make sure the relationships and cohesion will be built, optimal strategies constructed, and the underlying group structure solidified. (Maund, Schriek and Tinkler, 2017, p. 12)
As the team is trying to achieve a common goal, members fill different roles and responsibilities to bring their contribution to the group effort. “Roles within groups are considered to be a set of prescriptions that define the behaviours required of an individual member who occupies a certain position.” (Bray and Brawley, 2002, p.234)
By evaluating the behavioural contribution a person makes in the team, Belbin’s Team Roles identifies how the individuals truly behave in the workplace and which roles are appropriate to take on in a team environment.
Belbin identifies nine clusters of behaviour which help to develop a team in a high performing team. Each Team Role has its strengths and weaknesses and have equal importance. 
1. Resource Investigator: Uses their intrusive nature to discover ideas to help the team;
2. Team worker: Helps the team to form, identifies the work and finalises it on behalf of the team;
3. Co-ordinator: Delegates work and focuses on the objective;
4. Plant: highly creative and good at solving problems;
5. Monitor Evaluator: Strategic and discerning, sees all the options and judges accurately;
6. Specialist: Provides knowledge of a key area to the team;
7. Shaper: Overcomes obstacles and does not lose focus;
8. Implementer: Plans a strategy and carries it out as efficiently as possible;
9. Completer Finisher: Polishes and perfects the work for errors, high standards of quality control. 
Most people will have two or three Team Roles that they are most comfortable with, and this can change over time.  (BELBIN Associates, 2018) 
















3. [bookmark: _Hlk531640594]Conclusions

In conclusion, in the organisation, communication between the higher and lower levels must be built on attentive listening, empathy and constant feedback. Employee communication is essential in order to maintain effective teamwork in the organisation and includes a constant flow of information.
A two-way communication is necessary in improving organizational performance. This is the only complete communication process. 
The best communication methods are the ones that deliver the right message in a clear, unambiguous way to the audience and saves time and costs and can be oral or written. Non-verbal communication is extremely important and must complete the message. 
Using interpersonal communication skills, the manager has to make sure that is leading an effective team where its members trust each other and achieve their common goal.













4. Recommendations 

In an organisation with a large team (20 members) a team leader is needed. The team leader will create an environment oriented to trust, open communication, creative thinking, and cohesive team effort. 
The team leader position will be announced at a meeting where all the employees will be present, and all the members of the team can apply. A covering letter with a CV will be required and forward, if the application will be accepted, there will face an interview. 
Every day should start with a brief meeting, no longer than 5 minutes, where the manager and the team leader will present the tasks for the present day. At the end of the brief, the manager will express thanks the employees for their presence at the work.
A Belbin Team Report will be applied to all the employees in order to self-understand their strengths which will lead to more effective communication between colleagues and managers. 
The managers will present weekly the feed-back for every employee and will ask if any problems or issues are on their concern and present solutions. 
Every month, an “employee of the month” will be chosen based on the attendance, personal achievements and relationship between the other members of the team, which will receive a 5% bonus on their wage. This will show recognition and it will increase the trust within the organisation.










5. Action Plan

	Strategic Action
	Responsible
	Priority
	Frequency

	Designate a Team Leader
	Manager
	High
	One Time

	Apply Belbin Team Report
	Manager
	High
	Every 6 months

	Keep staff informed of organisational changes and updates

	Manager and Team leader
	High
	Weekly

	Choose employee of the month
	Manager
	Medium
	Monthly

	Brief meetings 
	Manager and Team Leader
	High
	Every day
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