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1. Executive Summary
This report will be a 2000 word report on communication and teamwork within the workplace, applying relevant theory to a case study provided by Melanie Squire regarding Andrea Jones who is Head of social services for a local council. The report will use teamwork theories by Dr Meridith Belbin and Bruce Tuckman to see how team working can be improved in the organisation. This report will show the importance of two-way communication at the organisation using communication models and why effective communication (verbal and non-verbal) is important for the continued success of the organisation, specific to this case study.


2. Terms of reference
This report is on teamwork and communication in the workplace and was set by Melanie Squire, Lecturer for the University of Wales Trinity St David in April, for the Level 4 Course Skills for the workplace. The due date for this report is 1st July 2022.

3. Procedure
The main sources of information for this report are books, websites, and lecture notes. Also used to complete this report was online material set by the university lecturer.

4. Introduction
Teamwork skills are the qualities and abilities that allow you to work well with others during conversations, projects, meetings, or other collaborations. Teamwork skills are dependent on your ability to communicate effectively, actively listen, and be responsible and honest.
 "A team is not a bunch of people with job titles, but a congregation of individuals, each of whom has a role that is understood by other members." ~ Meredith Belbin
Andrea Jones is the new head of the social services department in the local council. Andrea was appointed to the role due to her predecessor resigning, following the poor performance of the department. There are a number of issues that Andrea is facing, employee turnover and absence were high, which meant that team managers were having to deal with new team members and a shortage of staff on a regular basis. Teams were constantly forming, and as a result, under-performing. Teams had a high turnover and were regularly understaffed. There was no permanent manager and the previous manager only engaged over email. Staff were not receiving feedback. There was no communication and no trust within the department. The teams were in separate buildings and had no clear structure or communication to where they were working. The staff felt extremely under pressure and stressed as a result of no team formation and no permanent manager.

5. Main Findings

5.1 Meridith Belbin’s Team role theory 
Belbin’s theory identified nine team roles to identify behavioral strengths and weaknesses in the workplace. Whether developing people, resolving conflict, or fine-tuning high performance. An ideal team should ideally have a healthy balance of all nine team roles. Strong teams normally have a strong coordinator, a plant, a monitor evaluator, and one or more implementers, team workers, resource investigators, or completer finishers. A shaper should be an alternative to a coordinator rather than having both.
Belbins questionnaire will help Andreas's team to find out what their strongest points are and where they will fit in with the team. When the team has established their roles they will then be able to communicate and work together with greater understanding. 
Using Belbin's team role theory Andrea will be able to identify if there are any gaps within the teams in the department and what the strengths and weaknesses are of the teams. These results, it will help Andrea recruit people with the strengths that the team may be lacking. The theory should show where each staff member might need extra training and development. Applying Belbin's theory will help re-design the team and allocate the tasks according to the specific role type. 


5.2 Tuckman theory of group development.
Tuckman’s theory was first proposed by psychologist Bruce Tuckman in 1965. It stated that teams would go through 5 stages of development: forming, storming, norming, performing, and adjourning. These stages supposedly start when the group first meets and last until the project ends.
Tuckman’s theory is useful because it shows us that teams do not start out being fully functioning, Rick dufor the example of running a marathon says that I can run a marathon and achieve my goal regardless of what happens to anyone else in the race. However, if he was in a team he would have to rely on the rest of the individuals to achieve his goal and they would have to rely on him. 
Using Tuckman's Theory in the case study of Andrea Jones and her team, in the team formation stage discussions will reduce conflict and bring everyone together. The team will have more consistent processes and the standards won't vary so much. The theory will enable the team to have a framework for their journey. Tuckman’s five stages will allow the team and managers to understand the role of conflict. It will reduce the stress of everyone as it helps to identify what stage the team is in. Having this understanding will help to move from the storming stage quickly and progress. When the team transitions into the performing stage, they will be achieving their common goal. The team will then receive the reward and recognition of being successful and will overall have greater trust in the organisation. The morale of Andreas's team will be high and the team will be happier, which will produce a higher standard of results.
Understanding the Tuckman Model of team development can help you intentionally move your teams forward for great performance as a team leader. Project managers can observe group behaviour to identify where teams are and help them move forward by understanding the characteristics of each phase of Bruce Tuckman's model.
According to Maslow's hierarchy of needs, we are motivated by our human needs. If some of the team's most critical needs are unmet, they are unable to move forwards and meet their other requirements. This may help to explain why the team is feeling "stuck" or unmotivated. It's possible that their most basic needs aren't being met, which prevents them from becoming the best version of themselves.

5.3 Why effective communication is important. (verbal and non-verbal.
“Communocation is the transactional use of symbols, influenced, guided and understood in the context of relationships”
Good internal communication is important for developing trust within an organisation and has shown to improve employee relationships and increase productivity. 
A model of communication gives a wholesome understanding of a system or structure by which people can understand similar systems or structure. Communication models help identify and understand the components and relationship of the communication process being studied.
In the case study it shows that there has been a breakdown in communication due to high levels of absence and a high staff turnover. Looking at shannon Weaver mathematical model of communication it says that there should be 6 key concepts: sender, encoder, channel, noise, decoder, and receiver. If one of these concepts goes a miss then it effects the clarity of the information, there for the relationship between the social workers was poor. 
Communication in teams is more than just efficient work. It allows everyone on the team to be educated on any topic that may affect their work. Moreover, it develops trust, builds relationships among the team members, boosts morale, and helps employees stay engaged and focused in the workplace. Poor communication often creates a tense environment where people are not motivated to be productive and not inspired to collaborate. This lack of motivation then affects how employees relate to clients and potential customers, negatively affecting the bottom line. Effectively communicating ensures that you not only convey your message to someone but also let them know about your feelings and emotions. Amongst colleagues, effective communication helps individuals get through the tasks of work life with ease. By communicating properly, it is easy to understand employee requirements to be able to fullfill their role. Effective communication creates trust and encourages continued engagement and provides effective solutions. Hence, it improves employees satisfaction.
Shannon and Weaver model is the most popular model of communication and is widely accepted all over the world.
Shannon and weaver model simply proposes that a message actually originates from the person who gets the thought or has the information. The sender is also called the Source of information or the Information Source. The information then gets transmitted from the brain to the mouth and comes out as a signal which then reaches the recipient after joining hands with several noises and other disturbances. The recipient then further passes on the message to its final destination or other minds of other individuals, now that andrea has been appointed she will be able to keep the team performing because without consistent communication and preventive maintenance to keep your people performing at their best, the team will digress once again.

Berlo’s model of communication takes into account the emotional aspect of the message. Berlo’s model of communication works on the SMCR model.
· S -  Source
· M - Message
· C - Channel
· R - Receiver
Unlike other models SMCR model elaborates the sub sects of major components showing the influence of outside factors like culture, language, text and social system and sensory organs on communication process.
Using this model andrea and the team will be able to present ideas easily and flexable.


Conclusion
To conclude the social work department was not doing well, There was poor communication between management and staff. Staff shortages were high and Employees made their team managers aware that they had lots of great ideas to improve performance, but no way to communicate these ideas to senior management. Team managers felt equally aggrieved that their achievements were going un-noticed. 
Using effective team work theories and communication models  will balance teams with a complementary mix of personalities and skills to fulfil the different roles. By considering the strengths and weaknesses of each individual, leaders can organise their teams in a way that utilises everyone’s talents and creates productivity.
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