RUNNING HEAD: - Workplace and communication
 1 | Page
Workplace and communication


 9 | Page 


Communication Within Workplace
Student name:- Wahid 

EXECUTIVE SUMMARY

Communication is the process of transferring information, opinion, ideas and views from one person to another with help of effective channel of communication. The given report is based on case study of Jane Collins who is planning to expand their business and prevent all tiny issues and problem faced at time of expansion. The different teamwork theories are discussed to make team for expanding business. There should be two way and effective communication for success and growth of business at marketplace.
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INTRODUCTION

Communication is defined as procedure of transferring information, message and opinion, view from one person to another (Al-Jenaibi, 2017). While performing communication, one party is sender who send information and other is receiver who is liable to receive data provided by sender in effective manner. This plays an effective role in success and growth of business and organisation at competitive market to gain positive outcomes in most appropriate way. The give report is based on case study of Jane Collins who wanted to expand business by using effective channel of communication. This report discuss about teamwork theories for improving work of team in organisation. It also highlights about importance of two way communication along with their effective for success of business at competitive market.
FINDINGS

How teamwork theories improve teamwork in organisation

For improving teamwork in organisation, it is very important to implement different theories of team so that positive results are attained (Bonaccio and et. al., 2016). Jane Collins wants to expand their business at market so it has to form various team to achieve success and growth at competitive market. Some of the theories which can be used by them are as follows:
Tuckman Theory


It is the theory which was developed in 1965 by Bruce Tuckman which is regarded as important model for development of team. This theory mainly focuses on completion of provided task in given time period undertaken by team (Brink and Costigan, 2015). In case study of Jane Collins, they want to expand their business with help of team which is possible through respective theory. It has five stages which are described below:

Forming- In this stage, team is formed by Jane Collins and task is allocated to them. Each of them behaves in independent manner as they don’t know each other and lack of trust among one another. Time should be spent for planning, information collection and bonding (Tuckman: Forming, Storming, Norming, Performing model, 2019). Here, team is formed for business expansion, so they should be allocated with their roles and responsibilities.
Storming-This is second stage where team formed provide suggestions and ideas to manager. Different types of ideas are generated and in case of bad management team leads towards destructive phase. Relationship among team members will be made broke and may not be recovered. Jane Collins has to focus on making team for their business as member of team has to present their ideas and view regarding given project work.
Norming- In this phase, member of team work harmonious working practices to agree on same rules and values. There is contribution of each and every members and leader goes back from team as each of them are liable to carry out their roles and responsibility for business expansion.
Performing- This is the stage where member of team are performing work and focus on shared vision in most effective manner. Each of them is already aware of their roles and responsibilities and performs in respective stage. For example, there are team member of eight people where all of them are aware about their skill and accordingly task is assigned to them. For expansion of business, plans and policies have to be made and work on it for attainment of common goal and objectives.
Adjourning- This is the last phase where team ends or adjourn. Here, failure or success is determined by leader of team (Collins, Shiffman and Rock, 2016). If they success then it is great achievement for them and on other hand if it fails then they have to learn from it. Leader has to arrange party for team members,
 Belbin Theory


This theory was formed by Dr. Raymond Meredith Belbin in order to lead roles and responsibility of team (Belbin Team Roles: Theory and Practice, 2020). Successful team comprised of members having various, compatible roles and characteristics of members. It is categorised into three roles with nine types of members which are described below:
Action-Oriented Roles


This role focus on improving performance of team, putting ideas into action plan and meeting with deadlines (Fieseler, Meckel and Ranzini, 2015). It is very important for Jane Collins to form such team so that they achieve their goal and objectives in an effective and efficient manner.

Shaper- For business expansion, Jane Collins requires member of team with shaper who is extrovert in questioning about assumptions in effective manner for attainment of business goal and objectives.

Implementer- One of the member of team has to be implementer so that they bring discipline in team for accomplishment of business expansion of Jane Collins.

Complete Finisher- This type of team member focus on small task and ensure about doing things in most effective and efficient manner. Jane Collins needs such types of member so that work is completed in given time period.
People-Oriented Roles


These roles bring both ideas as well as people together (Huang, Baptista and Newell, 2015). These role people have various types of member such as:

Coordinator- Jane Collins should have coordinator team member who can easily coordinate with member of team Jane Collins in most effective manner.

Resource Investigator- For business expansion, outside contact is very important which is possible by creating relationship with them.

Team Worker- In order to expand business in proper way, it is very important for team to work in together manner.
Thought Oriented Role


These are the roles which help in analysing options as well as providing technical expertise. Different roles of thought oriented people are:

Plant- In Jane Collins business, member of team should be plant that brings innovation at business in terms of products and services.

Specialist- Member of team should be expert in subject matter in terms of expanding business in proper way (Ingre and Basil, 2016).

Monitor Evaluator- Each and every thing should be evaluated in proper manner for attainment of positive results.
Importance of two way communication in organisation
Two way communication is defined as interaction which occurs when receiver send feedback or response to message of sender (Karanges and et. al., 2015). In case of two way process, sender transmit message to receiver in most effective manner. Once information is received then it is decoded and then sends back to sender. This is flown in two types such as information from sender to receiver and taking feedback from receiver to sender. It can be taken place in two way such as horizontal and vertical. Two communications is regarded as complete process which has several importances such as:

Ensuring Smooth Flow of Information- In case study of Jane Collins, employees who has received message has to respond on it. This leads towards smooth flow of information among each other. It is important for Jane Collins to have two way communications with their employee for expanding business in appropriate manner.

Providing Acknowledgement- In case of two processes, sender provides data and information to receiver and they give their response to sender (Linares and Breeze, 2015). This leads towards acknowledge reception of message through receiver. Jane Collins has need to communicate with their work force in proper manner so that they understand message in same format send by them for better expansion of business in most effective manner for positive outcomes.

Implementation of Directions- It is the responsibility of Jane Collins to convey different polices plans, instructions, orders and procedures to subordinates for expansion of their business at market (What is two-way communication? Definition & Importance, 2020). In case, if employee or subordinates fail in understanding then two way helps in providing proper clarification to them through implementing directions. In respective case, it is very essential to follow two way communications for their employees so that they will implement positive aspects in expansion of business to accomplish set outcomes.
Why effective communication is important for success of organisation

Effective communication is referred as interaction among two or more persons where messages and information are delivered, understood and received in successful manner. This is exchange of information among two or more people in terms of verbal and non-verbal communication. It is regarded as more than words in terms of facial expression, body language, tone of voice and so on. This is successful when sender as well as receiver understands same data and information. Effective communication is important for success of organisation in following ways: 
Building Relationships- It is very important for Jane Collins to build effective relationship with their employees working in an organisation (Effective communication is key to your business' success, 2020). This will helps in high production and making better business relationship to attain goal and objectives of business. In case of business expansion, relationship should be good among consumers and employees for positive outcomes.
Encourage Innovation- Effective communication among workforce leads towards innovation as they provide new ideas, implement policies and so on for better outcomes (Manuti and et. al., 2015). Innovation is regarded as collaborative process which required innovative ideas and thoughts of more number of employees working in organisation. In case of Jane Collins, it wants to expand business and prevent small issues which are done through help of innovation at place.
Creating Team- This is most important for effective communication to build or create team as individual alone cannot perform itself (Newnam and Goode, 2019). In given case study of Jane Collins, business expansion required team to carryout work and implement new strategy for better expanding of business in most efficient manner.
Managing Employees- For effective communication, employees working in organisation should be managed properly so that common goal and objectives can be attained (Pedersen, 2017). For new expansion of business, it is essential for Jane Collins to manage their work force by providing them with proper training and development session, taking advice from employees along with including them in decision making of business.
CONCLUSION


From the report, it has concluded that communication plays significant role in success as well as growth of business at market. It is very essential to use proper channel of communication to improve teamwork. In business, work is performed on basis of team which required formulation of group by using Tuckman and Belbin theory. There should be two way communications where both sender and receiver should understand each other and make decision for business. Effective communication helps in achieving success of business by carrying activities and work in proper way.
RECOMMENDATIONS

For expansion of business and preventing small issues by Jane Collins at market, effective team should be formed. In order to improve it, some recommendations are provided. They are as follows:

· It is recommended to Jane Collins to provide training and development to their employees in terms of enhancement of skills and knowledge for effective communication.
· This is recommended to take feedback on regular basis from their employees to know about their weak points and work accordingly for better expansion of business.

· It is also recommended to include work force in discussion to make better decision for business expansion and prevent small issues.

· The recommendation is provided in terms of respecting team members so that they feel motivated and encouraged for better performance for business expansion.
Therefore, these are some important recommendation provided to Jane Collins for expanding their business and prevent all tiny issues which come across while performing work in competitive market.
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