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Executive Summary 
This case study's purpose is to report on teamwork and communication within the workplace and how to apply the main theories relating to group dynamics.
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Introduction
Communication involves conveying and receiving information through a range of verbal and non-verbal means. When you deliver a presentation at work, brainstorm with your coworkers, address a problem with your boss, or confirm details with a client about their project, you use communication skills. They are an essential part of developing positive professional relationships.
While it might seem like communication is mostly talking and listening, there is more to it than that. Everything from your facial expression to your tone of voice feeds into communication. Coursera Staff December 2023
In this case study we will go over what communication skills at work look like and discuss ways you can improve your skills to become a more effective communicator. 













Communication:

Often, businesses evolve and grow over time, and managers grapple with the hiccoughs as they are stretched to the limit, affecting their staffing duties and morale. It is important that team members work to their full potential and that all members understand their role and do not perform the same role.
Dr Meredith Belbin (1981) defines a 'Team Role' as one of nine clusters of behavioral attributes identified by his research at Henley as effective in facilitating team progress. Belbin suggests that, by understanding your role within a particular team, you can develop your strengths and manage your weaknesses as a team member, and so improve how you contribute to the team. The team manager at Janet Williams ladies fashion store in Swansea City can use Belbin’s team role theory to identify the team members roles.
Belbin identified nine team roles, and he categorized those roles into three groups: Action Oriented, People Oriented, and Thought Oriented. Each team role is associated with typical behavioral and interpersonal strengths.

Figure 1: Belbin's Team Roles
	Action-Oriented Roles
	Shaper
	Challenges the team to improve.

	
	Implementer
	Puts ideas into action.

	
	Completer Finisher
	Ensures thorough, timely completion.

	People-Oriented Roles
	Coordinator
	Acts as a chairperson.

	
	Team Worker
	Encourages cooperation.

	
	Resource Investigator
	Explores outside opportunities.

	Thought-Oriented Roles
	Plant
	Presents innovative ideas and approaches.

	
	Monitor-Evaluator
	Analyzes the options.

	
	Specialist
	Provides specialized skills.




The team leader should use Belbin theory to understand the separate roles that will give greater insight into individual team members’ strengths and weaknesses, improving conflict and team performance. Belbin also defined characteristic weaknesses that tend to accompany each team role. He called the characteristic weaknesses of team roles the "allowable" weaknesses. As with any behavioral weakness, these are areas to be aware of and potentially improve.

The team manager should ensure that an action-oriented, people oriented, and thought-oriented member is at work all the time. Each team should recognize that the strongest teams have a diversity of characters and personality types. Each member of the team and new employees should be given an individual team role. This is established through a 'Self Perception Inventory', a questionnaire designed to establish their preferred way of working in a team environment. 

The observer assessments will provide independent evidence about an individual's team roles. Members should be placed to complement each other’s strengths and weaknesses. 
The team should have a healthy balance of all 9 team roles. Each team should have a strong coordinator, a plant, a monitor evaluator and one or more implementers, team workers, resource investigators or completer finishers (Belbin). A shaper should be an alternative to a coordinator rather than having both. In practice, the ideal is rarely the case, and it can be beneficial for a team to know which of the team roles are either overrepresented or absent and to understand individual's secondary roles.
 
The Team roles will develop and mature and change with experience and conscious attention. The team should share their team roles to increase understanding and enable mutual expectations to be met.
Bruce Tuckman Stages of Group Development
Dr Bruce Tuckman (1938 – 2016) created the FORMING, NORMING, STORMING, PERFORMING Team Development Model in 1965, and a decade later added a fifth element, ADJOURNING, to describe the break-up of a team after its project is completed.
According to West Chester University journal, Tuckman’s stages are commonly known as: Forming, Storming, Norming, Performing, and Adjourning. Tuckman's model explains that as the team develops maturity and ability, relationships establish, and leadership style changes to more collaborative or shared leadership.
Tuckman's theory described the way he had observed groups evolve. Based on Tuckman’s theory the team manager should recognize where her team is in the developmental stage process and assist the team to enter a stage consistent with the collaborative work put forth. Her team is forming and changing, and each time that happens, they can move to a different Tuckman Stage. The new team members may send them back into Storming stage. The team members need to have regular structured meetings (Carol Wilson). 
1.  Forming
Each member of the team should focus and accept only the leader’s guidance and authority and maintain a polite but distant relationship with the others. The leader should answer many questions, listen to and empathies with the others, expectations and job descriptions should be clearly laid out, and the leader should role model the behavior they want the team to exhibit.
2.  Storming
Team members should focus on delivering as much sincere positive feedback to the others as they can, working towards stable relationships where suggestions will be viewed as contributions rather than criticisms. 
   3.Norming
The roles and relationships are established, freeing people to concentrate on exercising the talents that got them into the team in the first place. The leaders should use a coaching style and ask the team for their solutions before giving the leader’s own; they should be encouraged to broaden their scope through strategic partnerships and succession planning.
4.  Performing
 The leader and team members should recognize the contributions of others and ensure that credit is awarded were due. 
5.  Adjourning
The leader is to show recognition of individual achievements and reflection on how far the team has come. Members are to be rewarded.
Two-way communication allows professionals to interact with others and build relationships. Two-way communication comes from both parties in the form of a conversation. Professionals can benefit from two-way communication in a variety of ways, including team building, solving problems, and increasing engagement with others.

Two-way communication is a conversation between two people. Typically, both parties are involved in transferring information between one another. There are four main components of the two-way communication model. These include the:
1. Sender

2. Receiver

3. Message

4. Response

Effective communication between two people is when a sender and receiver deliver information over verbal or written communication, listen to each other, gather their thoughts, and provide feedback or answers relating to the conversation. 

According to Tuckman (2023) Team communication is essential for any successful project, but it can also be challenging to establish and maintain. How can you help your team members communicate effectively and overcome potential conflicts, misunderstandings, and differences? One useful tool is the Tuckman model, a framework that describes the four stages of team development: forming, storming, norming, and performing. Using Tuckman model to improve team communication and facilitate team growth. As Tuckman 2023) have other ways of how his four stages work. I have mentioned them twice in this case study to show the diverse ways that his four stages work.


Forming stage
In the forming stage, team members are introduced to each other and the project goals. As a facilitator, it is your role to provide clear guidance, direction, and expectations, while creating a safe and supportive environment. 
The Tuckman model can be used to improve team communication by encouraging team members to introduce themselves and share their skills, interests, and motivations. You should also clarify the team vision, mission, objectives, and roles to ensure everyone understands and agrees with them.
 Establishing ground rules and norms for communication, collaboration, and feedback is essential in this stage. Also, provide regular and constructive feedback and recognition, and inviting questions and suggestions.
2Storming stage
The storming stage is when the team members start to express their opinions, preferences, and perspectives, and may encounter disagreements, conflicts, or power struggles. As a facilitator in this stage, it is your role to mediate conflicts, foster trust, and promote cooperation and diversity. To improve team communication, the Tuckman model can be used. This includes acknowledging and addressing sources of conflict and tension, emphasizing common goals and values of the team, encouraging active listening and empathy, and providing support and resources to help solve problems and make decisions. Additionally, it is important to highlight the strengths and contributions of each member.

3Norming stage
The norming stage is when the team members start to develop a sense of cohesion, harmony, and mutual respect. They become more comfortable with each other and the project, and are more likely to collaborate, compromise, and share ideas. 
As a facilitator, it is your role to reinforce positive behaviors, facilitate learning, and stimulate creativity. You can use the Tuckman model to improve team communication in this stage by celebrating achievements and milestones, providing feedback and coaching, facilitating team reflection, and learning, and encouraging experimentation, innovation, and growth. Recognizing individual efforts and improvements is also essential for effective team communication.
4Performing stage
The performing stage is when the team members reach a high level of performance, productivity, and quality. They are self-organized, autonomous, and adaptable, and can handle complex tasks and challenges. 
They may also feel proud, engaged, or fulfilled. As a facilitator, it is your job to monitor progress, provide support, and ensure sustainability. 
To improve team communication in this stage, the Tuckman model can be used to track and measure team outcomes and impacts to ensure alignment with project goals and expectations. Additionally, you should provide support and assistance to ensure team members have the resources they need. 
Facilitating team feedback and evaluation is also important so that team members can celebrate successes and learn from failures. Finally,
You should prepare team members for project closure and transition while ensuring knowledge transfer and continuity.
According to (mindtool 2023) on the SWOT Analysis can help you to challenge risky assumptions and to uncover dangerous blind spots about your organization's performance. If you use it carefully and collaboratively, it can deliver new insights on where your business currently is and help you to develop exactly the right strategy for any situation.
For example, you may be aware of some of your organization's strengths, but until you record them alongside weaknesses and threats, you might not realize how unreliable those strengths are.
Equally, you have reasonable concerns about some of your business weaknesses but, by going through the analysis systematically, you could find an opportunity, previously overlooked, that could more than compensate.
According to Belbin (2023) One of the great strengths of an effective team is its blend of talents and abilities. It is useful to understand the blend within your own team so you can ensure each team member is playing to their strengths and working with others most effectively.
For example, one team member may consistently produce innovative ideas, while another may excel at turning ideas into practical action. This is why encouraging everyone to work together in an idea generating workshop would be a valuable way to harness each of their strengths.

According to my case study on Janet, the business owner and how her business has grown rapidly. A year ago, it was a small lady's fashion store, employing only five people. This rapid expansion has driven the need for more formal processes to ensure the business runs smoothly. As a result, Janet has asked, as a business consultant, to advise on team structures to facilitate and enable effective channels of communication amongst the rapidly expanding workforce, to prevent small issues becoming big problems.

As mentioned before about communication, according to Belbin and Tuckman with their stages and theories on effective communication within the workplace. If Janet follows these structures and advice and puts them in place to support and have weekly and monthly meetings to ensure they are working well, and effective communication skill is practice. 
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“...effective communication
requires more than an exchange
of information. When done
right, communication fosters
understanding, strengthens
relationships, improves
teamwork, and
builds trust.”

~Liz Papadopoulos, OCT ’
“Let’s Chat”, Professionally Speaking: The Magazine of the Ontario College of Teachers,
March 2014 &).




