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Executive Summary
Terrance Thomas the owner of a grocery store in Neath has asked a business consultant to advise on possible team structures to facilitate and enable effective channels of communication amongst the rapidly expanding workforce. 
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Effective communication
Terrance Thomas, who owns a grocery store in Neath, had only four employees a year ago but since the growth of the business this last year Terrance now employs 27 staff. Communication between four members of staff is easy but now with 27 it become more difficult. Effective communication is essential for this grocery store to continue in its success. Out of 27 staff only seven staff are working at any one time and any issues that arise need to be communicated with the rest of the staff not working that day. Terrance Thomas should hold weekly meetings with all 27 staff to bring them up to date with any issues. But day to day communication is a must. Firstly, the communication between the three managers is paramount, at the end of one shift the manager should email the manager due on shift next explaining how their shift went and if any issues were raised and how they were resolved. This way if the issue is still ongoing the next manager knows all the details and is fully equipped to deal with the situation. At the beginning of each managers shift, the manager should start by reading the email from the previous manager and is then able to relay this information to the team working that day. Stock room staff who work night shifts with no manager are likely to have few issues but should use the same procedure of email to report any issues that they faced. Its also important to communicate with staff whilst on shift, this can be verbal or nonverbal. Verbal communication is when staff speak to each other, nonverbal is facial expressions and actions. Verbal communication is easier to understand, its direct with less misunderstanding and quicker to get the point across. With nonverbal communication it can be mis-interpreted, with a lack of clear information issues may not get resolved effectively. 
Excellent verbal communication is a key to maintaining successful business relationships. Effective communication causes productivity to increase, errors to decrease and operations to run smoother. The way employees communicate with each other portrays an organization’s image and this image could be the first impression or the last. Good verbal communication skills of the employees of an organization foster excellent business relationships with other organizations, customers, suppliers, etc. Good verbal communication at the workplace is critical to the companies with a workforce from a diverse background. It helps reduce the barriers produced because of cultural and language differences. Many multinational companies arrange training to inculcate effective communication skills in their employees which prove very beneficial in the long run. Effective verbal communication between employer and employee also increases job satisfaction level. Employees feel secure when they are communicated effectively. Receiving the right and updated information from their superiors boost their confidence and productivity. Excellent verbal communication skills increase the ability of the individuals to share ideas, thoughts and concerns with each other. 
(Cleverism 2019)
Excellent communication creates a happy workforce, which then creates happy customers and essentially a thriving business. Without this sort of communication, the staff wouldn’t feel valued and that would then show to the customers, if the customers don’t have a good experience in the grocery store, they are likely to shop elsewhere.  
Nonverbal communication between staff and customers is important, customers want to see happy smiling employees, appearance is important, eye contact is important and gestures, the willing to help. 
Here are few more examples of nonverbal communication. 
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(media writing 2016) 
Two-way communication 
Two-way communication is when one person is the sender and they transmit a message to another person, who is the receiver. When the receiver gets the message, they send back a response, acknowledging the message was received.
(study.com 2003) 
[image: Two-way communication model]

Two-way communication is important in any workplace, between, employers, employees, customers and other stakeholders. Two-way communication must have a response, without a response it is not effective communication. 
Terrance Thomas should have daily two-way communication with his three managers, this would resolve any issues promptly. 
The three managers should then have further two-way communications to pass on any relevant information. 
Communication is also required regularly with the member of staff that is currently off on long term sickness. This ensures a healthy work ethic and gives feedback as to when that employee may return.  
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This is an example of two-way communication. 
The idea or issue is raised by the sender, it is then written and decoded and then sent. The message gets received at stage four, it is then decoded by the receiver and the receiver sends back feedback via the same method of transmission. This type of communication is between two people and therefore can be easier to solve or deal with. 
1. Idea sender
The First stage during the process of communication is an idea originates within the mind of the sender. The sender must decide how to communicate-orally, telephonically, through writing or email or fax, etc.

2. Encoding
The Second stage is of encoding the idea. To encode means to put a message in a set of symbols known to the sender and the receiver. The success of communication depends on the way the message is encoded.

3. Medium
The Third stage is the actual transmission through a medium / channel. The medium /v channel establishes the link between the sender and the receiver. The choice of a medium depends upon the availability of a common code or language.

4. Decoding
In the Fourth stage during the process of communication is the decoding of the encoded message by the receiver. To decode means to interpret the set of symbols transmitted. This stage is considered the most important part of the cycle. Successful communication depends upon the receiver’s skill and ability to interpret the code; that is, to listen, read and understand properly and timely. Hence, the sender encodes, and the receiver decodes.

5. Response
The Fifth stage is the response from the receiver after he decodes the message. The moment the communicator gets the Receivers response; he interacts with the Receiver by conveying to the Receiver his sense of appreciation if the message has been received and decoded accurately by Receiver. The communicator may modify his communication or try to simplify or explain a little elaborately, in case the Receiver's response reveals that the Receiver has failed to understand the communication fully.

6. Feedback
The Sixth stage during the process of communication is the feedback. Feedback is a measure success of the message.

(articles junction 2013)

Teamwork theories
There are two theories that can help improve teamwork in the workplace. Tuckman and Belbin. 
Bruce Truckman
Bruce Tuckman’s theory on stages of group development consists of four categories. Forming, Storming, Norming and Performing. 
Forming – during the first stage, forming, team members establish interpersonal relationships, become familiar with the assigned task (the group assignment) and create ground rules. 
Storming – the second stage, storming, marks a time of intragroup conflict due to lack of group unity. Because team members still see themselves as individuals rather than as part of a team, they may resist the formation of group structure in favor of expressing their individuality.  
Norming – the third stage, Norming, is characterized by the emergence of group harmony as group members begin to openly express ideas and opinions. Members begin to accept teammates for who they are, and task-related conflicts are avoided in an effort to preserve harmony. 
Performing – the final stage, performing, reflects a period of productive collaboration in which members demonstrate support for each other and assume roles that will enhance task activities. Constructive attempts are made to resolve any issues related to the completion of the task. 
Real KM (2015) 
This theory turns a group into a team. In the forming stage when a group of people are put together, they often feel confusion, uncertainty and anxious as they try to get acquainted and assess the situation. Some will leave at the next stage, storming, where personalities clash or conflict can’t be resolved, some will struggle for leadership which builds tension and hostility and for them the process starts again. In the norming stage all roles have been decided, including a leader, this builds trust and co-operation. Once the team have made it to the performing stage, they have successfully completed the task. This process can take any amount of time depending on the size of the team, how often the team meet and the nature of the task.
This theory was created by Bruce Truckman back in 1965, ten years later he added a fifth element, Adjourning. This described the break down of the team after the project or task was completed. Team members will look back at how they contributed to the task and may also feel a sense of loss from relationships that have formed. 
This theory is probably in a few different stages within the grocery store, as staff often work different shifts, and with new staff being trained, they will be starting at the forming stage of a group that could be in the middle stages. It can be harder to join a team that is already at its norming stage, trying to fit in and find your place can be dauting, the managers should help to ease new employees into the team, with clear communication of this new job role. 
Belbin
Belbin believes there are nine types of behaviors in a team and to have a successful team ideally there should be one of each behavior. Most people will have two, three maybe four of the behaviors. The nine behaviors are – 
Plant – innovators and inventors. Highly creative. independent and clever. 
Resource Investigator – enthusiastic extroverts. Natural communicators. Natural negotiators. 
Co-Ordinator – mature, trusting and confident and they delegate. 
Shaper – have drive and energy. Highly goal orientated. 
Monitor Evaluator – serious minded, over enthusiastic, carefully think things over, deal with facts and logic. 
Implementer – practical, self-control and disciplined. Work hard and loyal. 
Team worker – sociable disposition, supportive, flexible, diplomatic, caring and tent to be good listeners. 
Completer/Finisher – attention to detail, strive for perfection, introvert, trusted, high standards and meet deadlines. 
Everybody has a tendency to behave in a particular way when working with other people, which doesn't mean, of course, that they'll always behave like that.  Meredith Belbin and his colleagues found that that are common clusters of these behaviors, and these clusters are stable enough to be separately identifiable.  Everybody seems to have a preference for one or more of these 'Team Roles' when behaving naturally in a group.  If you have more than one 'natural role', then you can switch between them if you choose, and this is useful knowledge if you ever need to fill a different role in a team. 
Business Coaching (2003) 
Using the Belbin questionnaire Terrance Thomas can begin to figure out which team role each of his employees have. By finding this out Terrance can use these skills to better increase the productivity of his business. Also making employees aware of their abilities can make them work better in those particular areas. 
Conclusion 4.0
Using the two theories will enhance the grocery stores business, its customers, employees and employers. 
Two-way communication can often be a better way of dealing with situations to effectively resolves any issues. 
Recommendations 5.0
Team building courses
Monthly team meetings with all staff
Complete the Belbin questionnaire. 
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