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Executive summary
Enclosed in this report is how effective communication is vital in an increasing workforce in a Grocery store in Neath. Included in the findings are different models and examples of how communication is sent and received by employees in the organisation. Also included is recommendations on improving productivity and examples of communication relayed to the workforce. Finally, an action plan including time plan to ensure feedback on communication in the workplace and ideas to boost productivity.
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Terms of reference
Jessica Shore has requested a report to advise Terrence Thomas who owns a grocery store in Neath to structure a team of people to facilitate and enable effective channels of communication with an increasing workforce to overcome problems in the future. The submission date is 05/07/19
    

Procedure
The researcher has used a variety of books and websites to identify areas of effective communication in teams



Introduction
Terrence Thomas employs a total of 27 people in a grocery store in Neath. The work is divided between the stockroom, cleaners and sales assistants. There two security guards and further staff work in the night to stock shelves. There are three managers who have different responsibilities and the opening times are 7 am to 10 pm. In recent years there has been a rapid expansion and the importance of effective communication is vital for the store to operate smoothly.








Findings
What is the difference between a group of employees and a team? A group is a collection of people who coordinate their individual efforts. On the other hand, a team is a group of people who share a common purpose and several challenging goals. Members of the team are mutually committed to the goals and to each other. This mutual commitment also creates joint accountability which creates a strong bond and a strong motivation to perform.
For Terrance Thomas to have an effective team the starting point would be to have effective communication between employees. Two examples would be verbal and nonverbal. A successful team would have goals based on outcomes and results. A clear objective would give clarity and gives the team something to aim for collectively. Mutual accountability will ensure that all the team contributes their fair share, and they are really committed and care about the business.
“In some ways, it would be wonderful if communication was just made up of the words we use and everyone interpreted those words in the same way “ ( Morgan P 2017 p 250 ). When you communicate with someone only 7 % is received as what is said and 38 % is voice or tone and 55 % is gestures. When communicating speed of speech is important and the volume. Pitch and intonation are important to get your message across. Face to face communication is the richest way to communicate and your message is more likely to get across. “What we do with our head, our arms and our hands to other interpretations of a message that we give. “ ( Morgan P. 2017 p 253 ). When managers deal with the staff all these components of communication are vital for the staff to encode the message accurately.
 The three managers working in the store always need to look professional and act professional. What clothes they wear and their non verbal actions will ensure that any communication relayed to employees is effective. There are several reasons why bad teams fail and a good starting point is poor leadership. “Leadership can be poor in that the leader does not provide goals, fails to communicate, contradicts their own values and has no vision for what needs to be done “ ( Morgan P. 2017 p 213 ). One issue provided in the report is one employee is on long term sickness leave. This brings extra responsibility on other workers to do the work of the employee that is missing. Failure to replace this employee would mean that the store managers would have to prioritise workload, or by leading by example the manager on duty could provide help in the store.
Using Shannon and Weaver model of communication ensures that any form of communication is received as the main sender of communication says. This model identifies who originally came up with an idea. The loophole of this model is to identify any errors in the message as different people interpret messages in different ways. This model of communication can make a team more productive and makes sure that you have effective communication in the workplace.
Feedback is also important in communication in the workplace. In two-way communication feedback is vital to justify employees are being listened to and be given the chance to respond. To make feedback effective positive and negative feedback can ensure there is no conflict and issues are being dealt with. Furthermore, without feedback the store is not going to improve and communication between employees becomes difficult.
Using visual aids in the workplace can also convey a message to the workforce. This is another example of nonverbal communication. Having rotas put in place can assist the employees know what tasks they got to do. Interaction between night shift and day shift is also important.
 Appointing team leaders on every shift will ensure communication is passed on between shifts. Also, pictures or signs that encourage staff to work well in the team it operates in. Important instructions on health and safety and keeping the work environment effective. In the office space having furniture positioned well will make it more welcoming for staff to discuss issues they face. “Team leaders are essential to executing your vision for your business and in setting the tone for your staff. Leaders offer guidance to all members of the team to ensure they are fulfilling their roles. Effective team leaders ensure that team morale remains high and that workers are motivated to perform well.” (smallbusiness.com).

When assembling the correct team to work together Belbin investigated the personalities of members of the team. At anyone time there are seven workers in the store. Belbin discovered nine roles that fitted in a team. When forming your different teams’ attention would be to have a range of different skills in each team. Using Belbin’s theory, he identifies which groups of people work better together, and the ones that do not. 
The Plant analogy identified by Belbin would be ideal for this store in management. These people generate ideas and solve difficult problems and are good communicators. The team worker role would be best suited to the staff that deal with the customers daily, these team members are cooperative, perceptive and diplomatic. The resource investigator role could be used as a manager because developing contacts and exploring new opportunities are vital for the store to grow. As part of the the team that reports to the manager a team leader could be employed from existing staff and the implementer role would be relevant to organise the store in the day to day running of the store. The complete finisher role could be applied to the security guards. These people are conscientious and searches out errors. The specialist role can apply to the other manager and are normally dedicated and single-minded people and having these qualities would be good to have as a manager. The five employees working in the stockroom should have qualities of a complete finisher. Making sure that the store has the correct stock requires attention to detail and ensure the smooth operation of the shop. 
The first step would be to use Tuckman’s theory into practise for the new team to get to know each other. By organising a social event people can get to know each other and this would be classified as the forming stage. In the storming stage the managers can start to have a honest discussion to find out any grievances in the group. “The challenge for the leader is to allow such disagreements to take place “(Morgan P. 2017 p210 ). This encourages the team to encourage conflict where creativity could arise as a result of that. When dealing with these problems wisdom and skill is required and good listening skills are required. 
The next stage of this process is developing new ways of working (norming). The team and the leader of the team must develop a process in which conflict is managed to help the issues raised by staff. This can be done in the form of a weekly meeting taking place in the store. The next stage is classed as performing. “there is little to prevent motivated individuals from performing together as a team “(Morgan P 2017 p 211). The last stage to Tuckman’s theory is completion and finish. By using reward and recognition the managers can motivate the staff to generate more profit for the company. When people are rewarded for their hard work they work harder and are more successful. This also reflects the performance of the team in that the staff are all sharing the same goals.















Conclusion
There are a lot of barriers to effective communication, including language, misleading body language, tone of voice and other nonverbal communication. Selective hearing, distrust, value judgement, and power struggles including different personalities in different people.
When forming your team care must be taken to ensure people gel together. Effective communication can occur in several forms, putting up staff rotas, organising weekly meetings with a member of staff to ensure continuous improvement in communication. Having training sessions for staff will also improve productivity. Appointing team leaders from existing staff will ensure that the work gets done and effective communication is passed on between shifts. Encouraging feedback from employees will ensure continuous improvement on communication.  


Recommendations
Request staff to fill in Belbin questionnaire to identify talent in forming the teams.
Using the Tuckman theory organise a social event to bring employees together to discuss ideas.
Appoint team leaders on every shift to make sure effective communication is passed on between shifts.
Request that managers have training in how effective communication is vital in the workplace.
Place rotas, pictures and message boards to ensure staff know working times and days.
Have a monthly reward scheme for best team member including not having sick days, these could include vouchers for local shops.
Request a face to face meeting with the employee who is on long term sick leave.
Position furniture in office to welcome employees wanting to discuss issues affecting homelife and working environment.













Action plan
Week one- arrange meeting with all employees to establish effective teams and rotas.
Arrange training session for managers on how best to deliver effective communication.
Week two- Arrange face to face meeting of employee on long term sick leave.
Week three- Out of existing staff employ a team leader to relay issues with manager.
Week four- reflect working arrangements and arrange social event to use Tuckman’s theory to identify issues around team working.
Every week – arrange meeting with team leader to discuss any issues arising within the store
Every month- Identify best team worker and put picture up on the wall in store to encourage productivity
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