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Executive Summary
     
     
[bookmark: _Hlk42788472]      The main subject of the repot is a short analysis of Matthew James organization regarding the team work and Communication Effectiveness including theories that can improve the team work, and the importance of two-way communication ensure the business runs smoothly.
      In this report will highlight the importance of effective verbal and non-verbal communication with the tools that can improve relations between employs at the workplace and to prevent issues and problems appearing.
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[bookmark: _Toc43032992]
1.0  Introduction


[bookmark: _Hlk42785699]     A grocery store, located in the heart of Swansea owned by Matthew James and currently 25 employs covering different departments in the company that includes:15 assistance,3 cleaners,3 security guards and 4 managers. The store’s opening hours are 8:00amd to 6:00 pm Monday to Saturday, the employees working varying hours as they are part time. The Sales assistant jobs are represented by a mixture of primary duties, including advertising customers, taking payments and stock duties including replenishing. 
     By missing one of the sales assistants that is on long-term sickness and no teams formed, the business is risking a breakdown in communication and knowledge sharing effectiveness. There's a maximum of 8 employees working in one shift, new workers being trained by the duty manager at that point.
     The business has started by employing only 5 people and after a year of rapid development the necessity for more formal processes to confirm a smooth run including team structures for effective communication, attending to prevent small issues to accentuate, has increased.


[bookmark: _Toc43032993]2.0 Findings
     

     It can easily be observed from the beginning that in organization of Matthew James like most of the owners of grocery started his small business with only 5 employs at that moment and the business grown rapidly in only a year that is proving us the excellent management skills of the owner, but this is not enough for ensuring long term success, he needs a strong team workers approach, win-win,, situation and effective communication.




[bookmark: _Toc43032994]2.1 Team-work theories in organization


           Based on the Case Study research presented in section 1.0, it has been identified that by applying the two theories of teamwork (Tuckman and Belbin) will improve teamwork in the organization as followed below in sections 2.2 and 2.3.
a) Differences between Bruce Tuckman (1965) and Meredith Belbin’s (1993) theory
The main difference between Tuckman's and Belbin's theory is that Belbin focuses on an individual’s psychology within the group and Tuckman focuses on groups from formation to completion of a task and identified crucial stages in a team’s life cycle (International Journal of Conflict Management,2005).
b) Similarities between the two theory’s 
Both of the theories are vital for the company they go hand in hand give teams opportunity to achieve successful results and improve teamwork in the organization, depends from which point of view is the analyze realized the situation general or deeper.  


[bookmark: _Toc43032995]2.2 Bruce Tuckman’s theory


     Based on a long research, that he conducted on team dynamics, Bruce Wayne Tuckman(Developmental sequence in small groups,1965) discover  four stages that he considered every team goes through, that are inevitable in order for a team to grow to the point where they are functioning effectively together and delivering high- quality results. By applying the theory, Tuckman Stages, which clearly can be observe the evolution of our organization.

2.2.1 Forming (Formation) this stage is taking place when people begin to understand and know each other. The group can stay at this stage for an extended period of your time.
2.2.2 Storming (Disagreeing) is taking place when group conflict appears. Group conflicts are essential as they highlight the differences between the group members likewise as their frustrations and their skills.
2.2.3 Norming (Developing ways of working), the stage where the group members are valued for his or her knowledge and skill, the group moving from a gaggle of people to a novel community of learners who show an excellent appreciation for the variety offered developing a better relationship in the group.
2.2.4 Performing is the final stage where groups start to perform at higher levels, recognizing the abilities and contributions of one another, and focus on reaching the goal as a group.
     By using Tuckman’s stages of group development to spot the stage a bunch faces at a specific time will significantly improve the interventions of management, maintaining a continual progress and avoiding issues and conflicts. Improvement of the teamwork is evolution without return to previous stages is to make a combination of qualitative and basic quantitative members with certain duty and to not try to mixture duties with only one member for this require investments and time (Small Group Behavior ,1975)


[bookmark: _Toc43032996]2.3 Meredith Belbin’s theory

     Dr. Meredith Belbin (Team Roles at Work, 1993)  believes that each individual possesses a pattern of behavior that characterizes one person's behavior in relationship to another in facilitating the progress of a team is defines as: "A tendency to behave, contribute and interrelate with others in a particular way." ."(Management Teams, 2003). In 1969 he identified the nine-team roles as a part of a unique study of team behavior and classified in three important categories Cerebral roles, People- oriented role, Action-oriented roles (Team Roles at Work, 1993), all of this being created as an answer to the question: “Why some teams perform better that others?”. (Isaac and Carson, 2020).
a) Resource investigator-This role is used as a result of good skills of searching for new ideas, development or resources in and outside of workplace.   
 
b) Team worker-This role in general is used to prevent issues in the organization and the members who is occupied this place there are not considered a threat for others instead they are most accepted in the organization, improving the morale and the co-operation between people when they are around.


c) Co-Ordinator-For the exceptional skills co-Ordinator can take easily the position to be in charge of the team because he treats problems with calmly.


d) Plant-innovators-Plants are used major of the times to provide ideas with the scope of solving problems and issues and often they are used in the initial stage of forming the organization.

e) Monitor/Evaluator-They are main used in the position of analyzing and evaluating situations and ideas. They can appear as non-color person but in the same time occupied a key position.     

 
f) Specialist-Their part in a team is to provide the rare skill upon which the company service or product is based.
      
g) Shaper-is best suited for a manager position in an organization for the reason that they can work under pressure and being excellent at sparking life into a team.


h) Implementer-They are more than welcome in the company because of the efficient capacity of doing what needs to be done.

i) Complete/Finisher prove skills such as attention to details and preferring to tackle all tasks themselves.
In the company there are noticed for the high standards and precision and offering attention to details.
 
  In the reason to achieve in creating an effective team work is by combining the two theories details in sections 2.2 and 2.3 of M. Belbin’s Theory of Team roles and B. Tuckman’s Stages of Group Development.
  

[bookmark: _Toc43032997]3.0 The importance of two-way communication


     In the organization there are used both verbal or nonverbal communication to establish a good relationship and a better understanding between the members to exchange of thoughts, information or ideas (Research on Managing Groups and Teams,2003) :  ,,We do not communicate identity-relevant informational solely for the benefits of others….When we bring others to see us in a favorable light we tend to boost our own self-image as we bask in their approval,,.
Using the models taught on the course to illustrate your points, illustrate the importance of two-way communication at the organization in the case study.

[bookmark: _Hlk42966859]      Two-way communication can be defined as the interchange of information and ideas from the sender to the receiver and vice versa. (https://content.wisestep.com)
      With the aim of illustrating the importance of two-way communication the researcher has identified three models of communication as followed:
By using the models presented at the course  of two-way communication at the organization in the case study can be defined as interchange of information or ideas one to each other (https://content.wisestep.com).In the reason to illustrate the importance of two-way communication the researcher has identified in the models of communication below:
a) Shannon Weaver model of communication, created in 1948 and designed to ensure an effective communication between the sender and the receiver. It was first developed to improve the Technical communication, consisting in:
· Sender-the person who creates the message
· Encoder- converts the message in signals
· Chanel-the way is sending the signals
· Noise-can affect the transmission of the message
· Decoder-converts signals in messages
· Receiver-is receive the message and offering his feedback

b) Berlo’s SMCR model of communication describes different forms of a basic process of communication. The effectiveness of Berlo’s model of communication is built on the idea that the Sender and the Receiver need to be on the same level. The model includes several factors:
· Source-where is created the message
· Encoder-where the message is encoded
· Message-which is the information encoded
· Channel- following by the factors such as hearing, seeing, touching, smelling and tasting
· Decoder-where the message is decoded
· Receiver-the person who receive the message and must take in consideration all the elements of source to be able to respond efficiently.

c) Schramm’s model of communication is classic and has its roots from Shannon Weaver model. This model is used to observe how the communication works between two people and can be recognized after followed:
· Encoder-the person who encodes the message
· Decoder-the person who is receiving the message
· Interpreter-the person who analyses the message


[bookmark: _Toc43032998]3.1 Effective communication

   Effective communication is the method of trading data and in the same time ensure a continuous progress for organization otherwise can lead to un-motivated staff .There are multiple factors that can improve communication, such as using the correct technology, training the staff in the correct way to use the technology provided and the tools for the messages that need to be sent order to ensure fast and precise communication (Fielding M. 2006).


[bookmark: _Toc43032999]3.2 Communication Tools


   In the reason to help the organization to improve communication the researcher has identified few tools that can build on great way to communication, such as:
•	Email
•	Direct messaging
•	Video call/conversations
•	Human conversation



[bookmark: _Toc43033000]3.3 To maintains a continuous success for organization


To improve communication and to ensure a continuous success, researcher offer ideas such us:
· Define goals as there must be clear and achievable for the teams, outlining the with every 
requirements of the project that was given
· Deliver your message clearly can help the team to have a better understanding of what is expected from them according with the objectives of projects
· Face-to-face communication is the best tool that can express the right message 
· Make sure that everyone stays involved in the communication, encourage people to engage in conversations and help the messages to get across faster.
· To be able to listen and receive feedback or suggestions is crucial for a business to succeed (https://www.michaelpage.co.uk)


[bookmark: _Toc43033001]3.4 Verbal communication in the organization


Advantages of the verbal communication are:

· Saving time in communication.
· Faster in obtaining feedback.
· Complete and better understanding

Disadvantages of the verbal communication are:

· Cultural differences 
· Language differences or accent







[bookmark: _Toc43033002]3.5 Non-verbal communication in the organization


[bookmark: _Hlk42978233]Advantages of the non-verbal communication are:

· Compliments a verbal message by adding to its meaning.
· Can express easily the information using visual and audio-visual.
· Reduces the wastage of time



            Disadvantages of the non-verbal communication are:

· Cultural differences 
· There are no rules.
· Distant conversations are not possible.
· -It is not preferred by everyone.
















[bookmark: _Toc43033003]4.0 Conclusion


     An excellent communication is transforming teams work more efficiently and motivate, improves the relations with customers and partners in the same time between colleagues ensuring success on a long run. The principal factors that lead to an effective teamwork and communication are listening, understanding, responding and accepting suggesting or advices. The technology has evolved over de years allowing individuals to communicate with each other at any distance choosing the right tool to communicate.
           The traditional method of sending written messages will always help express ideas that need to be delivered with the disadvantage of losing valuable information on the way. This valuable information consists in the non-verbal language, which can show facial expression, the gesture such bogy language (hands or legs) that can be interpreted as part of the feedback.
     The most popular method is face-to-face conversations will always send the exact information with the benefits of creating and improving interpersonal relations and building self-confidence.
      
 


       



[bookmark: _Toc43033004]5.0 Recommendations
   
   Based on the sections 2.0 Findings and 4.0 Conclusion in the report, the following recommendations are made:

      1) By applying Tuckman’s Theory of Group development will help the team to become more complex and completed mechanism, capable to adapt every situation.

      2) Using Meredith Belbin’s Theory of team roles will help the team to achieve a better understanding of their skills and knowledge ensuring a continuous success of the business.

      3) Using the communication models presented by the researcher in section 3.0 will help individuals or organizations to understand the verbal and non-verbal communication processes.
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