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[bookmark: _Toc3884703]Executive summary 
This report provides a case study in workplace. This report includes main theories relating to group dynamics, teamworking and communication, it also includes an insight into case study a medium sized store that employees 27 employees looking at a team structure to identify effective channels of communication amongst rapidly expanding work force. This report has been requested by lecturer Anthony Burns at the University of Wales Trinity Saint David. The assignment title is a report on communication within the workplace. The module code BMSK4002. Submission deadline is 12/04/2019. The purpose of the report understanding communication within a workplace. And covers the following effective communication, the importance of two- way communication, effective methods, specific to this case study and team work theories that can improve team work in the organisation.   
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1.0 Introduction
Michelle Sullivan owner of a small sized toy store. With total twenty-seven employees. People of varying ages and experience, working varying hours including part time during 8.00 am until 10.00pm, with six employees in a stock room. Fourteen sales assistants. One staff on the sick. There are no formal team in the business, only adhoc based on who may be working a particular shift, it can be seen that this can lead to a breakdown in communication and information not being shared effectively, maximum eight workers working in the store. New staff are trained on the job by the manager on duty at the time.
However, the business has grown rapidly since it was a small store employing five people before. The business needs a more formal process to ensure the business runs more smoothly. It appears that the business needs a team structure to facilitate and enable effective channel of communication. To expand business workforce and resolve small issues becoming a bigger problem.
2.0 Main Findings 
  2.1 Group v Teams
Morgan (2017, p204) suggest that a group usually defined as ‘a number of people sharing something in common meeting together in relation to shared characteristics. Team Morgan (2017, p204) also suggest that ‘a team is a number of individuals working as one to achieve a goal to which they are mutually committed.’
Changing from a group to a team will benefit the toy store in Swansea. In a team, each person must work together with other member in order to achieve the common goal. Belbin (2010) argues that individuals need to come together to develop a well balance team. This can be achieved with a full set of complementary skills required to complete a task, job or project. Belbin (2010) advises that there are nine different roles that people take in team. 
 Belbin evaluated that any individual potential contribution to a team could be assessed according to following traits: Intelligence, Dominancy, Stability/anxiety
Fig 1Based on these traits the individual has 9 distinct team roles which are the following:  
Fig 1 Belbin (2010) 9 distinct team roles:
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Fig 1
Dr Tuckman created a model back in 1965 to create awareness Tuckman’s (1965) suggest that there are stages delivering, successful teams which are: 
Fig 2 Tuckman model (1965)
Fig 2[image: ]
Fig 2 
1.Forming – When a team get together and look at each other roles. Each person will decide how each other looks and behaves and have a first glimpse of judgement.
2.Storming – This is when the team are draftly looking at each other’s behaviours and can some time perceive each other, and each person is described at this time to take on responsibility’s and where suggestions are reviewed. 
3.Norming – When the team have been set a task to resolve a problem and communicate their ideas forward this is when they will all work together, if the team reach this stages they are likely turn in to reality and are a stage of working together and achieve their common goal
4.Performing- This is when the team have had all their roles set and will put their ideas forward for it to become reality their discussions are now more powerful and are continuing to work as a team and everyone has contributed to the common goal.
5.Adjourning -The team have successfully negotiated the first four stages there is now bonding between them and have now put their common goal forward to be evaluated and have made progress and each team member rewarded for their contribution to put action forward if that is work or class presentation or an assessment.

2.2 Group dynamics 
Group dynamics is interaction in the team, group members behaviours individual it can be a team   in a workplace. It is important knowing what each role in the team player offers to the table, a group will always need a leader everyone needs to take part in the group for the purpose to be successful, once put into a to group to resolve a problem. There always going to be always various personality and conflicts. 
Research suggests that due inability to get along with each other team working causes someone to not participate there has been time of greater conflicts where changed to through two existing companies into one new company, people with different back grounds. Characteristics of individuals and communication, culture and lack of ability in organisations. This can cause group dynamics in a workplace environment. Many of today’s workplaces, organisational have more team-based work. Bowler & Brass (2006) suggest that “Team working can give a team member a sense of identity, support, and friendship” 
2.3 Communication 
2.3.1 Effective Communication
[bookmark: _Hlk1829438]Effective communication is important for continued success in a workplace. Communication helps you to express your feelings, emotions and job results in a work place. Effective team working and competent communication within group settings is essential in the contemporary workplace (Worley & Dyrud,2001), widely recognised as essential to quality practices (M. W. Allen & Brady, 1997).Creating a team that is united and working together will go long way towards fulfilling some of the characteristics that Katzenbach and Smith (1993) referred to in their work on high performing teams. We have identified that there are many theories on how individual in a group react in a workplace. And how to match personality. And how each member plays a vital role in a group the team has come to come to a conclusion that each person needs to communicate and build team working efficiently to reach the common goal for it to be successful and achieving results.Based on a well-known communication model by Shannon and Weaver (1949)
[bookmark: _Hlk5555879]Fig 3.0 The communication cycle model Shannon and Weaver (1949)
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Fig 3 the model there are senders and receivers. The sender wishes to communicate with the receiver. The manager wishes to communicate with staff, the sender would communicate its relevant thoughts to receiver explaining what would need to be done or changed the receiver is the encode the message. The process is rather like sending a radio transmission where the message would need to be encoded by the receiver. it can be used to communicate with a team or a one to one basis for any conversation there must be at least two people involved, involving a sender and receiver message. The message of thought, information, or idea that’s result in mutual understanding but also the non-verbal messages exchanged such as facial expressions and body movement is equally important process of communication. Fig 3 is showing a feedback loop allows the receiver to acknowledge the message and ask for clarification from the sender this type of communication is always is termed the ‘two-way’.     
2.4.2 Verbal and Non- Verbal Communication

Fig 4 verbal and non- verbal communication
[image: ]
Verbal communication is when using words, either written or spoken. Non verbal communication which uses other means such appearance. To communicate is essential in workplace to be able to get the job done and ‘get your point across’. Duck (2015) suggested ‘communication is the transactional use of symbols, influenced guided and understand in the context of relationships.

Benefits of communication  
  Fig 5[image: ]
Fig 5 It allows you to communicate and to convey your feelings to others and appreciate another’s feelings. To relay a request or instruction or to receive such an instruction or request. To explain something or something have explained to you. And to achieve task and to collaborate with one another. Which are the benefits of communication skills. 

3.0 Conclusion 
From examining the findings, effective communication is important verbal and non- verbal in a workplace. To be able to communicate with a team and facing different characteristics and solutions, it can be widely seen by Belbin as well as Tuckman’s theory. Each step it takes for a team grow, puts you in better understanding. How well a team can perform and how to deal with different situations. Two-way communication is important. In a workplace to be able to identify different characteristics and the four stages forming, storming, norming and performing and how personality will impact the team. As well understanding, what can cause group dynamics and how the team can move from strength to strength and how it is important for the business.
4.0 Recommendations
 Michelle to reshape the team structure and communications: 
· The fig 1 process which a team develops has been tested in practice and tells you that team go through development introduced by Tuckman’s (1965) is well established training model that teams go through a series of stages in development forming, storming, norming performing and adjourning. It can only be when going through these stages that the team can begin performing.  
· The five key areas required for team skills are given by Steven and Campion (1994,1999) as:
1. Collaborative problem solving;
2. Communication-listening effectively;
3. Conflict resolution;
4. Goal setting and performance management;
5. Planning and task co-ordination.
·  Two-way communication Fig 2 The communication cycle model Shannon and Weaver (1949) to be able to relay your information to a team, to be able to persuade and to coordinate task and to collaborate with other to achieve the task. 
5.0 Action plan 
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