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[bookmark: _Toc89369497]Executive summary
The report of case study outlined the importance of effective communication and team working in Andrea’s business. As Andrea’s business is growing rapidly she requires prioritizing the effective communication in her business to build workers’ relationship and increase turnover figure. The report discloses the key points of effective communication covering all the business benefits and aspects that effective communication has to offer.


[bookmark: _Toc89369498]Terms of reference 
The report is requested by Andrea who is currently growing her retail business rapidly. Andrea approached me to consult her remedies of the future communication challenges that her business may face in the future. I, being a business consultant, presented her this report which is covering the areas of effective communication and team working. 


[bookmark: _Toc89369499]Procedure
All the information is gathered from reports and research papers available on importance of effective communication in business. This information includes the sources such as online article, website reports, documented report, journals etc.


[bookmark: _Toc89369500]Introduction
In this report of case study I, being a business consultant, helping Andrea’s business by providing the proper information regarding the effective communication and team working. I presented one communication theory of Tuckman and Belbin and one model of communication of Shannon and Weaver which will help in highlighting the importance of the effective communication. Further, I presented why the communication in business is important factor in today’s life. This report provides a genuine suggestion for Andrea’s current business needs. 


[bookmark: _Toc89369501]Findings
1. [bookmark: _Toc89369502]Theories relating to group dynamics, team working and communication to their own workplace examples
[bookmark: _Toc89369503]Tuckman and Belbin theories
Tuckman and Belbin theory reflects four key steps that describe the team development process. These four steps are forming, storming, norming, and performing. All of the steps are discussed elaborately in the followings – 
Forming: this is the initial stage of structuring a team. In this stage the team members show politeness and respect towards the other members but no establishment of mutual trust is being made. In this stage members are busy finding their roles and position in the team. A good flow of communication can bring the team together and promote them into the next stage (Brown, 2021).
Storming: this stage encompasses with the competition between the team members. Members start to engage with the team by sharing their ides, thoughts, and opinion on the projects. They start t get closer during this process and gather information about one another. The increasing interaction may lead to conflicts. In such cases, managers require to generate a working relationship report to identify the reasons of the confliction.
Norming: in this stage team members started get connected with each other in a greater scale; the consensus in building the decisions becomes greater too. Members get to know about other member’s strengths and weaknesses which help them allotting a particular task they are good at. This improves the overall performance of the organisation (Dioso, 2014).
Performing: at this stage the team members produce high productivity and they share and understand the collective goal of the organisation and help in achieving that. In the absence of the team leader the team members take decisions on majority basis and any confliction taking place in between can be resolved with mutual understanding.
With this discussed theory and the case study I can conclude that what Andrea Jones team lacking right now is the communication activity in the team. Moreover, as the new five members are employed recently they put the whole team in the ‘Forming’ stage, leading poor communication in the management. They require practicing good communication through more interactive activities. This can lead them to the storming stage. Keeping an eye on the team communication and uninterrupted positive flow the management can produce working relationship report to identify the key areas of confliction (Brown, 2021). This practice will lead them to the next stage, Norming. This stage can be risky as the team members may start contributing more and more opinions and ides while underperforming the tasks. Therefore, a strong hold and conduct of management is important in this stage. The last stage will help Andrea’s team to succeed in managing the members effectively and smoothly, leading to further growth for the business.
[bookmark: _Toc89369504]Shannon and weaver communication model
This model is widely known and used in management for communication. The model talks about sender, encoder, channel, noise, reception, and receiver. Before discussing the model t is important to understand these concepts (communicationtheory, n.d.). 
Sender: the person who is sending the information is termed as sender. For better understanding let us assume the sender is the manager(S). The manager(S) will communicate with the team members.
Encoder: the tool which is used to convey the message is called encoder. This coverts the information into waves or binary digits and send it to the decoder through channel. In our study, this may be refer as online communication platforms or telephones that are used by the manger(S) to communicate with the stuffs via video conferencing, telephoning, and chatting. For this the team is using Microsoft team application. However, as per the model the operating encoders do not come under this (Al-Fedaghi, 2012).
Channel: this helps to connect encoder and decoder while playing role as a bridge. Let us assume the channel used in the case study is cable(S). The information gets encrypted into waves or binary digits and passes through the cable.
Decoder: this decrypts the information and helps in converting the signals into former messages. For the sack of the case study we can compare it with the software used by the team members.
Receiver: this is the final destination of the information. In our case study the receivers are team members.
Noise: the disruption that may occur in transit of the information.
From the above concepts we can understand what part is doing what. This Shannon-weaver model of communication is not a great fit for the case study. As seen in the above part, we understand that the discussion is describing a team communication and not one way communication (Al-Fedaghi, 2012). Shannon-model communication can be a great fir if there is a person-person or one way communication taking place. Hence, the appropriate combination theory would be Tuckman and Belbin communication theory.


[bookmark: _Toc89369505]2. Prepare and deliver a short presentation on team working
[bookmark: _Toc89369506]Importance of two-way communication
As discussed above in the Shannon and Weaver communication model the one way communication is best suited for those situations where the team leader is instructing the team and not communicating. This can be perceived as ordering someone. However, in our case study the two way communication relevant to the Tuckman and Belbin theory. It is important, as described in Tuckman and Belbin communication theory, as the managers and team members are required to maintain a smooth workflow to meet the optimum outcomes. In the following section I organised some key points of the importance of two way communication in the team.
Exchange of information: a healthy two way communication allows the team to share information and opinions which helps in building strong plan and proper execution. As Andrea’s team is growing, it gradually becomes important to communicate smoothly with the members to maintain the workflow (qsstudy, n.d.).
Eradication of ambiguity: the new recruits in Andrea’s company may find it difficult to understand the process or the daily tasks. Two way communications allows them to interact with the managers and eradicate the confusions.
Job satisfaction: when the managers are maintain two way communications and interacting in an appropriate manner, team members enjoy the interaction which builds the job satisfaction. This ultimately adds on to the increase in production.
Building democracy in team: when two way communications takes place in teams, the environment of workplace becomes proactive. When members and managers sharing their ideas, opinions, and thoughts on a particular topic they engage more emotionally which also helps in promoting trust on each other. As mentioned in the theory, ‘Norming’ stage can be created with trust building.
[bookmark: _Toc89369507]Importance of effective virtual communication and team working
Increase in productivity: if the team is following virtual communication, as discussed in the case study, the organisation is going to get benefited with the increased effectiveness. The virtual communication helps the members present the information virtually which is an easier way to understand the information. Further, when you can understand information properly you can make the best use of it. This helps in increased productivity.
Faster communication: virtual communication is a lot faster way to communicate than organising a physical meeting. This helps in interacting with the team effectively and reduces the time consuming process (MACLACHLAN, 2009). This also helps in better team work as any disruption in daily operation can be mitigated with the help of faster communication. This was not possible before without virtual communication.
Reduction in cost: organising a physical meeting includes certain overheads. This cost can be reduced if organising the meeting virtually, at the comfort level of their homes. As per the case study, those managers who could not manage to come at the workplace can operate from their homes.
Better work life: in the trend of work-from-home era, everyone prefers to operate tasks from their homes. This brings the comfortable life of their house and allows them to perform the office works. As for the case study, the managers can effectively operate from home and guide the team members to lead the tasks.
Provides personal space- in an organisation virtual communication can provide personal space as well. The work life at office provides effective work environment that helps to build personal space in office. However, virtual communication can build more personal space for the team (Brower, 2020). 
There are more reasons which can support the importance of the virtual communication and team working in the context of productive environment. However, these are the most important ones for which one organisation should opt for virtual communication to build better team work.
[bookmark: _Toc89369508]Effective communication is important for the continued success of the organisation
For any business in market effective communication is the key to success. As for the case study, Andrea is lacking this in her business. With increasing number of employee the business leader requires to keep in mind why the effective communication is important for her expanding business. In the following section I presented some of the important reasons for which a business requires to develop effective communication.
Builds employee engagement – an effective communication can help in building a healthy environment in the workplace. This results in increasing employee engagement. In our case study the team is already lacking good communication, which may become a troublesome issue very soon. Therefore, building effective communication is important for the business to increase employee engagement (matric, 2020).
Eliminates misinterpretation of information – when operating a retail business, as per the case study, it becomes important to channel a clear and transparent communication flow among the different departments, any misinterpretation may lead to affect the flow of management. This clear information flow inside the interdepartmental business helps in managing the business with proper conduct. Thus, it becomes important for Andrea to conduct effective communication in business as it can eliminate any possible misinterpretation taking place in the organisation.
Enhance communication with remote employees – so far as the case study suggested, Andrea’s business is practising virtual communication for their remote workers. Effective communication bridges the gap of physical distance with great productivity rate. As there are new recruits in Andrea’s business she needs effective communication to guide them and her remote workers.
Develop healthy business culture – effective communication is important for building a better workplace. The transparent and clear flow of communications help in building job satisfaction, promote motivation and positivity all of which leads to a healthier business culture in workplace (Kelvin-Iloafu, 2017).
All of these improve the success rate of a business. Andrea’s business also requires effective communication in her workplace for continuous success.


[bookmark: _Toc89369509]Conclusions
Andrea’s business is certainly growing rapidly and with the discussion above I can conclude that the only thing she requires for the time being is an effective communication strategy which will support in the team working. This report also helped in highlighting the key areas that requires the special focus while building an effective communication strategy. The importance of team working and communication can help Andrea’s workers to communicate with the interdepartmental managers to ensure the workflow is effectively operating. Further, Andrea requires monitoring the progress continuously to ensure the communication strategy is working. This will help in improving the workers’ relationship, daily operational activities, job satisfaction of the workers, and build employees’ motivation to devote their hard work. 


[bookmark: _Toc89369510]Recommendations
Andrea’s retail business is growing rapidly over years. This emphasises the fact that the business requires an effective communication than ever. Andrea requires setting the effective communication at her top priority list as it can make drastic changes in her business and the turnover figure. Andrea needs to identify whether the managers are capable of conducting virtual communication, if otherwise then she needs to search for new and efficient managers who can manage her employees effectively. She requires to ensure that the communication strategies are working, if not she needs to bring changes, and the employee relationship; and the transparency between the workers are effective.
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