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Executive Summary
Teamwork and communication skills are amongst the fundamental parts of workplaces of any successful business organisation. These not only help them in maintaining balance in the workplaces but also help them in improving their understandings on their employees by which they can maintain and enhance their employees Morales and performance levels. By developing an effective and balanced team and organisation can overcome any kinds of conflict situations and conclude their organisational objectives. In the initial stages of this assessment various types of modern communicational models are going to be discussed along with effective communicational skills. In this assessment a case study on communicational models in the workplaces of an organisation is also going to be discussed.
[bookmark: _Toc80361494]Introduction
Team working and establishment of an effective communication culture have an integral role in workplaces as it assists both business firms and their employees in enhancing their performance levels by which they can accomplish their distant future goals. This also allows individuals to create opportunities in developing bonds in workplaces which can help them in improving their understanding and concluding their tasks as a unit. In this context, various communication skills along with models are going to be discussed. In this report various case studies on communication and team working are also going to be analysed. In the lateral part of this assessment examples of poor communication skills are going to be provided as per personal perspectives along with suggestions for further improvement. In this context, ASDA is selected as a retailing organisation and the whole assessment is based upon analysing their effectiveness of communication skills and team work in their workplaces. 
[bookmark: _Toc80361495]Discussion of communication models and skills
Communication models
Communication is amongst the fundamental traits in succeeding in business sectors where both managers, leaders and employees need to develop their communication skills in order to accomplish their organisational objectives in an efficient and productive manner within their allocated budget and time period. In this context, ASDA also utilizes various effective communication models which can help them in enhancing their performance level and makes them more productive and efficient (Seguin et al. 2020, p.980).  In this part of the assessment modernized communicational models are going to be discussed which can help an organisation in enhancing their performance levels and developing their employees bonds in their workplaces by which they can be more productive and efficient in their practices.


Figure 1: Effective Communication models required in workplaces
(Source: Self-Created)
Two way communication
This is amongst the most effective models of communication which not only help an organisation in improving the morale of their workforces and enhance their performance levels but also helps them in bringing innovation in their practices. This type of Communication model is mainly based upon feedback facilities where the hierarchies ask their employees on their hornet’s feedback over their operations and practices and ask for suggestions for further improvement (Mero, 2018, p.205). This can either take place by verbal or nonverbal conversions which can help hierarchies in understanding their employees and take specific steps and measures if required.
Circular model of communication
This is also an effective communication skill which is mainly focused upon a constant process of exchanging thoughts and messages among different parties. This type of communication model is mainly focused upon the linear model which is associated with decode, encode and interpret along with adapting processes including transmitting and receiving messages among both parties (Noamna and Kiattisin, 2020, p.103). This type of communicational model also emphasizes separations among decoding and interpreting where this type of communication model allows individuals in decoding languages along with transmission and interpretation of messages.
Grapevine communication
This type of communication model also plays a useful role when the hierarchies of business firms tend to boost their operations and productivity levels in an unusual manner. This model is also known as an informal communication model where the business firms tend to provide information knowledge to individuals by bypassing the traditional and conventional or formal communication structures (Kast, 2019, p.181). This type of communicational model assists hierarchies in enhancing their operational speed, feedback processes and developing unity among individuals in the workplaces. Though the advantages of this type of communicational model it also have some of its own critiques which includes their lack of precision and hostility. As in this model an enormous amount of knowledge enclosed to individuals could develop conflicts or complexities which can hinder their precision and accuracy levels. On the other hand it can also develop hostilities in workplaces against organisational executives which can further develop conflict situations. 
Horizontal communication
This type of communicational style or model is also known as lateral communication model due to its advantages in exchanging and transmission of various ideas and information among individuals in workplaces. Due to these advantages it may also develop lots of opportunities to both the organization and to their employees by which they can accomplish their tasks by applying innovative approaches which can help them in improving their precision levels and efficiency. Moreover, this also can help individuals in developing their creativity which can help them to be more expressive and efficient in their practices and improve their values towards the organisation.  As this model is mainly based upon transmitting various ideas and knowledge in workplaces it can also help individuals in enhancing their learning capabilities by which they can be more productive in their workplaces and conclude their responsibilities with more precision and adequacy (Seguin et al. 2020, p.980). 
Communication skills
Communication is amongst the most valuable traits when it comes to managers and leaders which helps them to be more productive in their responsibilities and be successful in their career. This can help them in enhancing their capabilities in understanding their associates and their employees by which they can promote teamwork and guide their employees towards an improved project collaboration. Moreover, it also helps them in communication with individuals by better interaction and guides them towards common organisational goals which can help them in enhancing their concentration and performance levels and conclude organisational objectives with maintaining maximum precision levels (Saleh and Murtaza, 2018, p.84). There are some effective communication skills and traits which can help individual in enhancing their interacting abilities these are discussed below-

Figure 2: Effective Communication skills required in workplaces
(Source: Self-Created)
Listening- Listening skills is amongst the crucial traits of a successful manager or leader which allows them in improving their listening capabilities and concentration levels by which they can attain to every individual and understanding their emotional state and take specific measures as required. 
Nonverbal- This is another effective communication skill where the managers allow workers or their associates in stating their complaints or feedback to their hierarchies either through letter or through online communication applications. 
Open mindedness- This trait is mainly associated with creative mind-set where it allows individuals to listen to their employees' creative minds as a suggestion and implement those ideas in organisational practices if they are relevant and appropriate (Okoro, 2017,. p.28). These can also help in providing their employees freedom by which they can bring innovative practices in their workplaces and utilize them in concluding their responsibilities with more precision and accuracy.
Empathy- This trait can help individuals in showing kindness to their employees or associates which allows them to improve their understanding of others and enhance their capabilities of understanding the emotional stages of their employees. As per which it can also help them in mitigating their conflicts in both their private and personal lives which ultimately helps them in enhancing their performance levels.
Respect and Friendliness- Respect and friendliness also amongst crucial leadership traits which helps managers in improving their bonds with others which ultimately helps them in enhancing their understanding of others by which they can develop their strategies and approaches in their workplaces. This also can help managers in enhancing their employees' concentration levels by which they can be fully devoted towards organizational objectives and conclude their responsibilities within allocated time and resources (Tanis and Barker, 2017, p.135).
[bookmark: _Toc80361496]Analysis of case studies on communication skills in workplace
Enhancing communication skills is dependent on the tools used in the workplace. For example, technology has become more advanced than the last 20 years. Using traditional tools can affect the communication process to a large extent. On the other hand, the individuals must be trained with appropriate tools for its effective use in the premises. Lack of knowledge can disrupt the flow of work which hampers the sales parameters. Group meetings act as the most affirmative connotation to ensure effective communication. Different perspectives and notions can be summoned which leads the path towards great decision making. Good communication skills can easily boost teamwork and you can contribute a lot to gain better collaboration in a project. Workplace communication is becoming prominent in order to streamline the internal communication process. It is very important to maintain an effective communication process properly as it is very helpful to ensure management efficiency. Quality communication in every workplace is involved in eliminating every unnecessary problem and can promote better performance. Communication effectiveness should be incorporated in every workplace as it can enhance overall productivity and can easily create strong and collaborative teamwork. It has been observed that if a team fails in communicating effectively then the overall result can be detrimental to the organization. It is very important to implement effective communication skills as they are highly essential in order to understand every relevant information quickly and accurately. Poor communication skills can cause frustration and misunderstanding.

[bookmark: _Toc80361497]Examples of poor communication in workplaces with appropriate suggestions
As per my own perspective, communication skills and teamwork are amongst the essential traits in the workplaces of a business organisation. As an experienced manager in ASDA I am able to perceive several poor communication practices throughout my career which have a negative influence over both employee’s performance levels and their Morales. This lowers both of their productivity and efficiency levels which restrains them from unleashing their optimum potentials. As per examples, as per my experience and understanding in this context, an ineffective leadership skill from hierarchies can affect the morale and performance levels of their employees. This also affects their morale as neither the hierarchies nor the company acknowledges their efforts in concluding their responsibilities or give any kinds of recognition. In this context, the hierarchies can award rewards to their employees on the basis of their performance levels and acknowledge their achievements which can help them in improving their Morales and help the employees in understanding their values towards their company. As per my experience in this sector poor communication among both employees and hierarchies can also develop conflict situations in the workplace due to misunderstanding or misleading which can hinder the quality and standards of their projects. In this context, the managers or hierarchies need to develop a suitable working environment in their workplace which can help individuals in communicating and developing bonds with other associates. This can eventually help them in improving their understanding by which they can deliver their tasks within scheduled time or even bring multitasking in their practices.
[bookmark: _Toc80361498]Conclusion
This part of the project can be concluded on the basis of above observations and their expected outcomes. Teamwork and communication skills both have an interrelation when it comes to workplaces of business firms or organisations. An establishment of effective communication skills can help individuals in developing their common purpose which leads them towards their common organisational goals and assists them towards accomplishing their organisational objectives. Besides, it can also help them in developing their bonds and understanding of each other which can help them in enhancing their efficiency levels and productivity. Moreover, effective communication and teamwork can also educate them on relying on each other which can play a vital role in overcoming complex situations and overcome obstacles as a group rather than as an individual. It also can guide a group of individuals in enhancing their creative skills by which they can develop opportunities for themselves and their associates by which each of them can be benefitted. This assessment can also help individuals in understanding the values of teamwork and effective communication skills by which they can implement these applications in their practices in enhancing their productivity and efficiency levels.  
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In concluding large and complex tasks and projects team work along with an effective interactive skill plays a vital role which can guide them towards success and prosperity. In this part of the assessment how development of a productive team can help a business firm in finalizing their project objectives are going to be discussed.
[bookmark: _Toc80361501]Benefits of team working
The beneficial attributes of team working in workplaces of business firms includes-
· Improvement of productivity and efficiency levels
· Better understandings among individuals
· Improvement in flexibility and introduction of innovative practices in workplaces
· Development of opportunities for further improvement and creativity skills
· Enhancement in conflict resolution capabilities
[bookmark: _Toc80361502]Stages of team development
As per the American Psychologist Bruce Tuckman there are mainly 5 stages of team development which are discussed below-
Formation- This is the development stages where the team members are assembled on the basis of requirements and various skill sets. In this stage individuals are curious, anxious and excited where they have less knowledge on their associates and rely on their team leaders for further guidance’s (Roy, 2019, p.322).
Storming- In this step individuals are still unclear of their or their associate’s responsibilities towards their provided tasks or project as per which various conflict resolutions may occur among individuals which could challenge team management or authority. 
Norming- This is the developmental stage where individuals learn about their associate’s skills, responsibilities and improve their understanding of each other. In this stage team, members feel more comfortable as per which they can devote themselves towards their operations and tasks.
Performing- In this stage associates work as a unit or group where they are focused on a common goal and conclude their tasks with maximum precision and efficiency by unleashing their team's optimum potential (Black et al. 2019, p.65).
Adjourning- This is the final stage of Tuckman’s team development where the team is dismantled after delivering their project.
[bookmark: _Toc80361503]Team roles
As per Belbin’s there are mainly 9 effective team roles which includes-
· Coordination
· Proper resource investigation
· Team workers
· Monitoring evaluator
· Plant
· Specialists
· Implementer
· Sharper
· Completer finisher
[bookmark: _Toc80361504]Conflict management
As per the TKI model or the conflict resolution model of Thomas and Kilmann utilized by HRM professions there are 5 different conflict management styles including collaborating, accommodating, avoiding, compromising and competing. These styles can help individuals in mitigating any type of management related conflicts occurring in workplaces or an organisation by which they can improve their productivity and efficiency levels (Labrague and McEnroe–Petitte, 2017, p.45). 
[bookmark: _Toc80361505]Successful team development
Managers have a vital role during developing a balanced team which have individuals with experiences in different fields and have sufficient skill sets in concluding any types of tasks and overcoming complex situations. As per analysing the leadership style of Hersey and Blanchard situational leadership is the most effective leadership style which allows individuals in shifting between different leadership styles as per the task or project requirements (Bosse et al. 2017, p.605). This can help them to be more innovative in their practices by which they can be more productive and efficient in their practices.
[bookmark: _Toc80361506]Conclusion
This part of the project can be concluded on the basis of above objectives and their expected outcomes. Development of an effective and reliable team plays a vital role behind the success of a business firm which consists of expertise in various grounds. These can help them in concluding organizational objectives and overcoming any obstacles or complexities before their goals and targets. Moreover, it can also help them in developing bonds with their associates which helps them in improving their understanding by which they can conclude their tasks as a group and be more productive and efficient.
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