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Executive summary
Janet William’s Ladies Fashion Store has twenty employees, and most of them prefer remote working due to the Covid-19 situation. Janet is seeking to hire two more employees to oversee the store's digital marketing. To train the employees, on the job training is being used in Janet’s Fashion Store. Two managers are responsible for the training of the employees.
The purposes of this report are as follows: 
-	How to improve teamwork in the organisation using Tuckman and Belbin’s theory
-	What is the importance of communication in the organisation
-	Recommend ways to enhance work in the organisation
A team can succeed through good communication, whether the team is a company, a school, a home or a sports club. Effective teams have members who are constantly talking to each other. Communication increases the commitment and connection between employees, which fuel the action.
Keywords: teamwork, communication, communication theory, communication skills.















Terms of reference
As a student at the University of Wales Trinity Saint David, in the program Skills for the Workplace, our Lecturer, Melaine Squire, requested to do this report as part of my studies for Effective Team Working & Communication.
This report must be completed and registered in the Turnitin software by March 18, 2022, at 15:00.

























Procedure
I used documentation tools and images from various sources such as online search engines, specialised websites, academic books, and academic journals for writing this report.
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[bookmark: _Toc98443862]Introduction

Janet Williams is the owner of a ladies' fashion store in Swansea city centre, and she's looking for advice on possible team structures to facilitate and enable effective channels of communication amongst the rapidly expanding workforce. There are no official teams in the workforce; some meetings are conducted using Microsoft teams, but not regularly. In addition, some in-person meetings take place ad hoc depending on who can work in a particular shift, which may disrupt communications.
A team is composed of people to achieve a common goal together. Teamwork is described as a collaborative effort to achieve that common goal. Teamwork improves effectiveness and efficiency. It can be helpful for any organisation (Bolman and Deal, 2012). 
A good way to prevent issues from becoming big problems is to use Tuckman and Belbin's theories with two-wais communication based on Shannon and Weaver, Berlo's and The Schramm communication model.
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1. [bookmark: _Toc98443864]Tuckman Theory

To form teams, Tuckman's theory is used widely. Tuckman's theory emphasises the process of developing a team to accomplish a project. Forming, storming, norming, performing, and adjourning are the five stages of Tuckman’s theory of team development. (Tuckman and Jensen, 2007)
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Figure 1: Tuckman's Theory of Group Development (Tuckman and Jensen, 2007)
Forming: It is the first stage of Tuckman’s theory where the group is formed with members who did or didn’t work together before. In this stage, the members know each other and their relationships. The most important part of this stage is that all the activities the group will accomplish should be divided carefully, and the KSA’s of the employees need to be analysed so that person-job fit is ensured (Tuckman and Jensen, 2007). Janet can categorise all tasks and sub-tasks the employees perform daily and divide them. She can create different groups to achieve certain objectives and describe all the roles and responsibilities of the team members. 
Storming: As everyone is different, the group members will face conflicts in the second stage. Due to bad relationships, they will find lower cohesion, understanding, lack of empathy, cooperation, and low performance. On the other hand, conflicts can be good if they compete for rewards or personal ambition that produce greater results (Maples, 2018). Janet should allow team members to use their preferred way of working and communication to identify their strengths and weaknesses. However, their roles and responsibilities should be communicated to avoid choosing the wrong path.  
Norming: The team gradually moves to the norming stage, where they understand others and generate better cohesion. Members appreciate each other, empathise with each other, help each other, and collaborate every activity to achieve the team's objectives (Tuckman and Jensen, 2010). Janet will use these advantages by using team-based work where all the team members will push each other to produce high performance. 
Performing: In this stage, the team achieves its goals and objectives. All the members perform according to their roles and responsibilities (Tuckman and Jensen, 2010). Therefore, all the members of different teams formed by Janet for her fashion store will be performing properly. They will arrange a timely meeting, collaborate, communicate through a common channel, and report to the team leader. In this way, the problems faced by Janet will be resolved. 
Adjourning: It is the end of the team because the goals and objectives of the team are fulfilled. Janet will be able to create teams whenever necessary by using the first four steps of Tuckman’s theory and improving the performance of her store (Tuckman and Jensen, 2010).
2. [bookmark: _Toc98443865]Belbin Theory

Meredith Belbin found that successful teams are made of different behaviours that give a unique combination in a team to produce high performance (Belbin, 2012). He identified nine behaviours that are also called Belbin’s roles which are described below: 
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Figure 2: Belbin's Nine Team Roles (Belbin, 2014)
Resource Investigator: The resource investigator role is described as the quest for ideas to improve team performance. Janet will investigate the employees' abilities and distribute work according to their capabilities so that everyone performs at their best. 
Team worker: A team worker work for the team and subordinate his interest to the general interest. A team worker collaborates, coordinate, and help others when necessary. A team worker thinks as we, not me. 
Coordinator: The coordinator role is very important in a team. As a team comprises different persons with different capabilities and roles, their work must be coordinated to achieve the team goals and objectives. Janet can analyse the employees’ strengths to develop perfect teams. 
Plant: It is described as high creativity. It is an individual who can solve complex problems and generate creative ideas. As Janet uses traditional and online channels to sell her products, employees with high creativity will create new ideas to boost sales. 
Monitor Evaluator: In a team, a leader must monitor everyone’s performance and guide them if necessary. A team leader also provides crucial feedback with the proper evaluation to learn quickly to improve performance. Janet must keep an employee within a team who will monitor others’ work and provide necessary feedback. 
Specialist: A team sometimes requires a specialist who has in-depth knowledge of tasks that others don’t have. It enables the whole team to learn and follow the proper guideline from the specialist. These three are called thinking roles. 
Shaper: It can be called a motivator. A shaper guides and motivates team members to keep going, give their best, pursue greatness, and not be complacent.  
Implementer: An implementer plans properly and implements according to the plan. He uses different strategies to ensure efficiency. 
Completer Finisher: It is the end touch to ensure work standards. It is done to control the quality of the project or activities accomplished. 
These last three roles are described as acting roles. Janet can search for these abilities and roles while forming groups in her organisation so that every team have these roles as much as possible and thus produce high performance (Belbin, 2012).
Assigning employees in the fashion store to the right values helps form a perfect team, and in this way, she can reach the goal (Belbin, 2014).
[bookmark: _Toc98443866]The importance of two-way communication at the organisation

Two-way communication is described as the communication that generates feedback or replies from the receiver of the message. Therefore, it is seen as complete communication. Generally, in communication, one part informs the other part about something. However, informing others or sending messages through any formal or informal channel is not achieved unless it generates any feedback from the receiver of the message (Park, Wilding and Chung, 2014). 
To ensure the efficient flow of communication, the fashion store can adopt Shannon and Weaver's communication model, which transmits the message through certain stages: Sender, Encoder, Channel, Noise, Reception and Receiver.
Also, a second communication model that can be applied is that of Berlo, which assumes that the message is transmitted in a more efficient way involving the encoder, the transmission of the messages and the decoder.
Another way of communication is the Schramm model. This model explains the flow of communication through a classical approach. The model is that communication is a two-way method with the message passing continuously between sender and receiver. Communication is important for making decisions (Steinberg, 2006). When two-way communication is present, the employees can give their opinions about their understanding of the messages delivered to them, leaving no space for ambiguity (Hargie, 2016). In two-way communication, the receivers can send direct replies after receiving the message. In this way, every employee is connected and give their opinions (Park, Wilding and Chung, 2014). 
The Schramm communication model will be the best option for Janet to use because that includes receiver feedback and can be very helpful.
How two-way communication is significant is described below: 
· Democratic Environment: In two-way communication, the employees can express their opinions about their work and other things that affect their interests. Employees can even share their opinions in management decisions in many organisations. It promotes a democratic environment (Hargie, 2016). Janet’s business is facing growth right now. She should empower the employees and understand their opinions before making decisions possible with two-way communication.
· Higher Employee Motivation: When employees are given freedom and a chance to show their skills and abilities, they become highly motivated to give their best to achieve high performance. If Janet enables two-way communication with proper strategy, the employees will be more motivated and enjoy a higher performance. 
· High Employee Engagement and High Performance: The employees are not engaged properly in Janet's store. Their roles and responsibilities are complex. They can’t perform at their best due to this situation (Park, Wilding and Chung, 2014). When distributing roles and responsibilities, Janet can ask them about their preferred positions and preferred ways to become more engaged with work and give their best. If they don’t get the roles they like and can’t do it with motivation, Janet will not get the best out of them. 
So, Schramm's communication model will help Janet’s organisation in different ways. 
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Effective communication is described as effectively sending messages or information to the receiver and generating necessary feedback. It also involves the efficiency of delivering information, which is the ability to provide a message or information in the shortest time and using the lowest budget (Wertheim, 2018). Business organisations use verbal, non-verbal, and written communication skills for ensuring a free flow of information. Effective communication generates understanding between the sender and receiver. It has five components: sender & receiver, medium, contextual factors, message or information, and feedback. These components must be present and used properly to become an effective communicator. In Janet’s organisation, effective communication is absent. There is no clear guideline on communication. Employees communicate with each other on an ad hoc basis, and they don’t provide feedback many times. The organisation won't have preferred communication media with employees, leaving space for miscommunication and misunderstanding. It can only be solved with effective communication. 
The importance of effective communication for the success of Janet’s Ladies Fashion Store is described below: 
· Building Effective Teams: With effective communication, Janet will be able to create effective teams. Effective teams will have proper communication channels and guidelines to help achieve goals and objectives. (Wertheim, 2018)
· Establishing Transparency: Janet will be able to establish transparency within her organisation by ensuring effective communication. Effective teams will be able to work properly collaboratively and cooperatively so that everyone accomplishes their roles and responsibilities. In this way, a culture of transparency will be created. (Wertheim, 2018)
· Facilitating Growth: Effective communication helps to foster growth. For example, when Janet introduces effective communication guidelines and media in her organisation, all the employees will communicate with each other, which will reduce ambiguity and thus, high performance will be ensured. 
· Positive Work Culture: With effective communication, Janet’s organisation will have a positive work culture where employees will understand their roles and responsibilities perfectly. Every employee will provide important feedback when necessary. They will also communicate with colleagues, leaders, managers, and others through a proper channel. It will create a strong culture where smooth information flow (Radovic Markovic and Salamzadeh, 2018). All employees will be motivated to be a part of this positive culture in Janet’s organisation. It will help Janet’s organisation to grow continuously in the future. 
· Generating Feedback: As discussed earlier in two way communication, there are many advantages of developing employee feedback. It helps in problem-solving, decision-making, managing changes, creating a democratic environment, and achieving the objective of communication. Janet’s organisation will be able to generate necessary feedback from employees with effective communication. It will ensure that everything has been taken into consideration. (Reddy and Gupta, 2020)
· Resolving Conflicts: A large portion of conflicts arises from miscommunication. When an effective communication channel is established, and everyone will use that, the number of disputes will be reduced in Janet’s organisation. (Reddy and Gupta, 2020)














[bookmark: _Toc98443868]Conclusion

It can be concluded that teamwork is important for Janet’s organisation. Relevant theories, including Tuckman’s five-stage team formation theory and Belbin’s nine roles theory, can facilitate teamwork in Janet’s organisation. Two-way communication will help avoid conflicts, reduce ambiguity, increase employee motivation, generate feedback, etc. In Janet’s organisation, it is resulting in high performance and growth. To ensure the continuous development of Janet’s organisation, the implication of effective communication is significant. 
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