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Executive Summary
On 12th june2018 Melanie Squire report from Romi Begum, to be submitted on the 13th of July 2018 the report covers effective team working and communication. 
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1.0 Terms of Reference
In this case study Melanie Squire has requested Romi Begum to investigate and address the problems on the social worker case study report to be submitted on the 13th July 2018. There are number of issues employees turn over and absence were high, which  meant that team managers were having to deal with new team members and less of staff on a regular basis, absence was ‘increasing’ they also reported that they were under stress with no permanent  manager  around. Relationships between social workers were very poor leading to busy workload, leaving work early, no trust, poorly written reports and case being open longer than usual. Also not addressing serious matters and bad performance and too busy fighting to pick up on such issues there weren’t any no team meeting to discuss real problems, new employees given big case loads of paperwork right away without no supervisor, training and no support. The last head of service was very touchy that he would communicate via email lack of respect to others was too busy to reply to any questions. There weren’t much team manager left to help other teams on they work and the head of service was too busy to reply back to any emails or messages then later on team member felt angry that work was un- noticed. Andrea address the problems to HR TEAM to fill in more team managers positions to each team that way will properly directed.



2.0 Procedure
2.1 The procedure of what a student needs to be using for the case study is articles books, internet, books, and journals the alexx Lloyd organisation theory including Berol’s model of communication, argyle(1962),tuckmann theory and john Adair (b.1934) for the communications and effective team work.















3.0 Finding    
3.1 There wasn’t any permanent team managers to cover each team which leads to other team members struggling without no training with no communication it will lead people unhappy and that way no trust and doing work by themselves can lead to stress. You can sense someone by facial expression and body language and smell that will affect on how you work that can cause frustrating on other team members leaving them confused, Unable to work in a team or alone because having no training can lead to mislead cases and poorly written reports without any help by anyone By using the Alexx Lloyd organisation can help with communication and effective team working. 






By using this four step method: Communication skills- read, write, speak, and listenOne must have good listening skills and how to speak correctly and have great spelling that can help working in a team or within alone. 
Attitude – How to speak to people it can affect the team from body language and facial expressions and can cause fights and silence.
Knowledge- gathering information from a person via face to face, email, and phone that the person receives the message ASAP.
Social system – Laws, rules, religion can affect the sender to the receiver
Culture- Background of the person of the sender or the receiver 
Message this step is sending a message is also called encoding is putting words in a message to the sender to the person it can be by email, phone, text or video.
 Content - To the beginning to the end of the message.
Elements- Non verbal communication like language, facial expression.
Treatment- Getting feedback from the receiver and seeing on how the message has been sent.
Structure- On how the message been structured in parts has it been worded correctly.
Code- has the message been sent properly and correctly to the sender.
Channel on how the message been sent by technical machines might been used by telephone, internet
Hearing- Receiving the message from hearing 
Seeing- Non verbal messages by seeing.
Touching- Touching hands non verbal communications 
Smelling- Smelling is one gathering information if she or he is right for the job 
Tasting- By taste can provide information to the sender.
Receiver is when a person receive a message and trying to send   and responds when needed the person must have good listening skills Berol’s believed that it was affective method on good communication skills between the sender and the receiver 
3.2  There wasn’t any commutations between the team members also  absence was increasing high and staff members would leave early ,which meant  that needed to employ new team members to cover  they shift while each staff was under pressure and unable to focus on they work without no training provided which was a big problem. Staff member wouldn’t able to trust between them so they have to work by themselves. No support or training can leave team members confused and leaving cases open for longer with any experience or knowledge.
3.3 Here will be showing some communication and effective ways in working in a team:
This is a communication cycle which let people get the message across in a two way process. It is to understand the cycle by what it said and to reflect on it, a way to learn easily and working on how to respond to the sender this cycle can be repeated.
Cycle: idea occurs- see somebody 
Message coded- what method is used ? verbal or non- verbal
Send message 
Message received 
Message decoded- make sense of the message
Message understood- body language or eye contact
Feedback sent to the massager 

 

Argyle (1962)


Tuckmann Theory - understanding the basic stages of team works about the model an psychogist bruce tuckman was the first one to come up with the memorable phrase forming,storming,norming and performing in his 1965.  
Forming – at this stage many teams members are happy and polite, some maybe nervous as they don’t know what and how a team is or do, others are easy  going and excited about the task that they have given. Your role is to start to work together and make effort to get to know they team members. 
Storming- the team where people starting to push against the limits and established in the forming stage. At this stage where there are difficulties with other staff members, some can work in multi ways in different working habits feeling down storming can help other matters, people can challenge you to see the ability and strengths and others can be weak and feeling threaten it is important to finish the task on time at any stress with as they are working alone.
Norming- the team is into the normal stage when you start to notice your strengths and weaknesses and respecting you team members. Now you know your staff well, better relationships, giving help and good process at work.
Performing- the team reaches the performing stage, hard work been noticed, better attuide, lots of achievements in the team as a leader you dedicate so much of your work. 
Adjourning- final stage is good team skils,has developed good routine and build good relationships with the staff members and feeling confident .




John adair (b.1934) is of the British authorities’ leadership in organisations. Before adair and arguably still today people associated leadership with the so called great man theory.
Adair approached leadership for a more practical and simple way to make action to understand the cycle his model was based on a three staged over lapped circles represents 
Achieve the task
Build and maintain a good relationship with your team
Working alone or with in a team 
This creates derision between leadership and management the three circles in Adair model over laps because 
The task needs a team because one person alone cannot achieve
If the team needs are not set the task will end uup failing and people will be upset and annoyed.
Individual are not met in the team members will end uo effecting the team and thinking skills.  


Adair (1986)










4.0 Conclusion 
4.1 The main issues was the increasing absence staff   and no training with no staff in, the senior manager would hire new team members to cover them and by that they didn’t receive training leaving cases open for longer than necessary and no relationship with the manager because there was only one on the main building which meaning dealing they problems by themselves was very risky. 
4.2 Recommending  the Berol’s communication model because following that its been claimed that many people spend 70 to 80 percent of the time in communication skills in the life’s, writing,reading,talking,listening,smell and taste. This suggest its the easiest method for success for team work skills. Seems like almost everyone is talking about it family,friends,co worker.  Communication is needed for everyone.
0.5 Recommendation 
5.1 On how to improve your  the management communication  is by having more team meetings ,setting a routine for the team members for the absence ,more training and addressing the problems straight away by the higher senior managers. Hiring more team managers for  each team can get more help and advice and hiring a head of service who can give more support and replying back even if too busy. Giving credit to team members for them achievements can boost they can be more confident at work and bring brilliant team skills to the table, working in a team can help with your confidence and strengths work on your weaknesses and build up your work career.
5.2 Develop management teams by professionals, higher senior team management someone who’s much organised, confident, mainstream, workdriven and more experience on the job role that way won’t be having any problems or complications with other team members also  can train other team members when they finding it difficult with what task they been provided, Building strong team members  begins out the good in them, Building   trust and clear communication. When team’s members trust everyone and communication is clear and frequent, teamwork starts to see people attitude is changed. 
5.3 By setting a routine can help the team members on the busy schedules so they won’t be under stress during work and not putting big workload on the desk with no training and share the work between the team members if stuck and it can also cause problems with the team and can give poorly written reports, leaving them confused by that suggesting a good routine with the staff and being organised and sharing ideas when someone is in stress or just email the senior manager if required. Evaluate each other ideas together, be clear when hearing each other while in a team meeting, encourage other staff members to trust each other. Setting ground rules will also help with the staff member by being strict on time and work.




6.0 Appendices /Acknowledgements
6.1 Organisation chart- here below is a example diagram that shows the structure of the organisation and communication skills with positions/jobs to help on what the best for you.


7.0 What helped me on this report was the books in the local libery and the internet for the research e.g. Google journals, and articles’ on communication and team work and how important it is to have it at work,school,home and how it became very successful for  building  confident and good relationships with our co workers,familyand friends. 

.
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Fig 2: Team Development stages
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Figure 1: Adair's Action Centered Leadership Model
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