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EXECUTIVE SUMMARY
Jane Collins who is owner of grocery mainly employs 25 people within the store who works on part-time basis. Due to long term sickness, there are no formal teams within the grocery store and there is lack of workforce. This has led to breakdown within communication and information and due to only 8 workers working within store, the information is not shared effectively. Main aim of this report is to train the employees about effective communication and developing channels of communication. This report gives an overview of application of teamwork theories, importance of two-way communication and importance of verbal and non-verbal communication.
INTRODUCTION
The term team-work is used where a group of people form a team and work together to achieve the common goal. Team work is a process of work collaboratively to achieve a goal, putting together ideologically different people to cooperate with each other using their skills, knowledge, talents and abilities. 
To understand more about teamwork in this case scenario we will discuss two famous team work theories and how they can be helpful to solve the problem Jane is facing.  
FINDINGS
· [bookmark: _Toc36053061]Application of teamwork theories
Meredith Belbin theory 1960s - 70s
This is basically the team theory which is being used by organizations for improving co-ordination among the team members. This theory can be used by Jane in order to improve the teamwork. The nine roles in this team will assist Jane to bring a greater co-operation among employees (Mohanty and Mohanty, 2018).

· Monitor evaluator
These are the ones who make decisions on basis of facts as well as rational thinking as opposed to the emotions and instinct. The team for the grocery store should have one monitor evaluator (Constantinou, 2016).
· Specialist
This is the team member who is basically an expert within the specific field. They generally have the in-depth knowledge within narrow subject and form an important part of the team.
· The plant
These are mainly free thinkers as well as creative people who mainly produce the original ideas as well as suggest the innovative ideas. 
· The shaper
These are mainly extroverts team members who generally tend to push themselves as well as others for achieving outcomes. These are usually dynamic and goal-orientated  individuals who motivate team members (Giudici and Filimonau, 2019).
· The implementer
These are organizers who mainly are focused towards maintaining the order. They are generally practical people and thus make the concrete plans from various abstract ideas. 
· The completer
These are which are also finishers are mainly the introverted individuals who primarily performs the quality assurance during the main stages of the project. They are the perfectionist to notice the fine details. 
· The co-ordinator 
Coordinators are mainly mature people who have the excellent interpersonal and communication skills. These are usually at the management position and their styles of management differ from shapers (Dirks, 2019). 
· Team worker
These are the people in the team who normally are extroverts along with friendly dispositions. They are good listeners and consider team together as the unit. 
· Resource investigator
Resource investigators primarily are the extroverts who have great talent of networking. These are mainly enthusiastic as well as committed people who emphasise on the fresh opportunities as well as investigate new developments. 
Bruce Tuckman Theory 1965
This is the another major team development theory which will help Jane to improve teamwork among employees. This theory focuses towards developing an effective team as opposed to the ineffective team and will help Jane in this case scenario to develop efficient team. 
· Forming
This is the first stage where people mainly meet as well as learn about opportunities and challenges. The team is usually assembled and tasks are then allocated. In this case Jane can first plan for bringing everyone together for developing the team. This will help Jane to decide that who are the competent people who have ability to achieve the goals of the team (Huang and et.al.,2018). 

· Storming
The second stage in which the team begin to address the task and they start to gain trust in each other. In the nutshell, they begin to establish the relation with each other and hence take shape when conflict between the team members occurs. They are normally given responsibility for completing the task and disagreement mainly clashes between them. 
· Norming
This is the third stage which will help Jane to develop a great team. In this stage, people begin to resolve the differences as well as appreciate strength of their colleagues and respect each other. This stage is usually marked by the harmonious work practice and team members provide their vital contribution towards the responsibilities (Brock and et.al.,2017). 
· Performing
This is the fourth stage of tuckman theory wherein the team members mainly focus upon achieving the common goal. Team members begin to give their best for performing the allotted responsibility and role thus emphasising upon attaining high level of excellence. This stage is mainly recognised by high level of the individual. 
· Adjourning
This is the last stage of this theory which will eventually help Jane to develop a competent team for achieving the goals. In this stage, once the task or project is finished team members begin to dismantle and thus the team breaks up. In short, this stage is where team members return to their normal life but they share a close relation at the end of the project (Richards, 2018). 
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· Importance of two-way communication
Effective communication is the process of exchanging the ideas, thoughts, information and knowledge between two or more people. Communication is mainly said to be effective when intended messages are successfully delivered, understood as well as received. There are generally various kinds of communication models which basically address the importance of the effective communication between people and thus help in gaining a thorough meaning of the message. One of the most remarkable and significant model of communication is transactional model.
Transactional model of the communication is exchange of the messages between the sender and receiver wherein each take turns to send as well as receive messages. This model is mainly used for interpersonal communication, senders as well as receivers are mainly referred to as communicators as their role reverses every time within the communication process. In this case study Jane can use this model for understanding the importance of two-way communication (Corbett, 2019). The transactional model mainly shows and reveals that elements within communication process are highly independent. Each and every person within this communication acts as both speaker as well as listener and thus can be simultaneously sending and receiving the messages.  As the grocery store is generally facing shortage of the workforce thus there is no proper channels of communication which will lead to big problems for the business. Therefore it is highly essential for them to understand the importance of two-way communication within their organisation.
· Smooth flow of the information
Within two-way communication, the receiver generally directly expresses their responses with regard to the message that has been received by them. As a result this often leads to the smooth flow of data and information in both the directions. The two way communication mainly involves sender sending the message and receiver receiving the message successfully. Thus, when message is successfully delivered then it results in the proper and effective flow of the information between both sender and receiver (Phillips and Hickman, 2017).
· Job satisfaction
In this case study communication plays an imperative role within the workplace and therefore will act as the major factor towards the job satisfaction within the grocery store. Two-way communication mainly provides employees a great means and way to convey and disseminate complaints, feelings, opinions as well as ideas to their supervisors. Later on, superior take the necessary steps for well-being of their employees. This often leads to high job satisfaction among employees  (Mohanty and Mohanty, 2018).
· Overcoming ambiguity 
The two-way communication mainly helps to overcome the confusion as well as ambiguity. In two-way communication, as the message is successfully delivered as well as received thus this often reduces any confusion between both the parties. As this type of communication generally enables the receiver to convey their responses so the assist in overcoming any type of confusion. This will help the grocery store to build a great relation among employees and other hierarchical level (Firth, 2017). 
· Building informal relation
This is the another importance of two-way communication which will help grocery store to develop a greater efficiency among the processes as well as develop the channels of communication. This two-way communication mainly enhances the informal relationship between both sender as well as receiver.  This will help Jane to develop a great understanding among the employees and help in building a great mutual understanding. Thus, in this way two-way communication helps to create informal relation (Constantinou, 2016). 
[bookmark: _Toc36053063]Importance of verbal and non-verbal communication
Verbal communication
Verbal communication is the utilisation of sounds as well as words for expressing oneself mainly by using the gestures. In short, verbal communication is kind of oral communication in which message is mainly transmitted via help of spoken words. Verbal communication plays a great role within organisation and so it helps to develop a great sense of understanding. 
Verbal communication is highly helpful in maintaining the successful relationship.  The importance of verbal communication in grocery store are:
· Increases motivation
The word of the appreciation from top management mainly boosts up confidence of the employees. Hearing these types of the encouraging words from top management will eventually increase the productivity level of employees in grocery store. Therefore, verbal communication is highly essential and crucial for the success of business as this success mainly lies in the hands of employees. When employees will be highly motivated then they will give their best for achieving organisational goals. The verbal communication in form of the group meetings mainly provides opportunity to employees for learning about their job responsibilities (Giudici and Filimonau, 2019). 
· Foster relationship
The verbal communication basically helps to foster the excellent and outstanding business relationship within organisation. When employees in grocery store will have good skills of verbal communication then they will be able to build a great relationship with various entities like customers, suppliers, shareholders etc. Verbal communication predominately helps to build good relation as this type of communication mainly utilizes sounds, words for expressing. Thus, when employees will effectively express themselves through their proper gestures then this will lead to better understanding of message by another person. This in turn will foster and boost up their relation with the other people (Dirks, 2019). 
Non verbal communication
Non verbal communication primarily makes use of facial expressions for communicating with each other. This type of communication is non-linguistic transmission of the information via visual, auditory and kinaesthetic channels. In the nutshell, non verbal communication involves utilization of facial expressions, gestures and tone of voice between the communicators. In addition to verbal, it is highly essential of grocery store to incorporate skills of non verbal communication among employees due to its great importance (Huang and et.al.,2018). 
· Interacting with handicapped people
The non verbal cues are highly essential and help in interacting with handicapped people. i.e., language of the communication with deaf people usually depends upon movements of hands, face expression and eyeball etc. 
For example in the grocery store people of different disabilities enter every day, therefore it is highly essential to communicate with the non verbal cues. So this way non verbal communication mainly helps interacting with the handicapped people through use of sign language, facial expressions, hands etc. This is one of the major importance of non verbal communication due to which it somewhat dominates verbal communication (Brock and et.al.,2017). 
· Showing empathy
This is another important and significance of non-verbal communication which is highly essential at the workplace. Empathy is mainly stepping into the shoes of other and looking at the particular situation from their perspective. As non-verbal communication involves the use of emotions like anger, happiness, hurt etc. This eventually helps to express the empathy towards people and this helps in strengthening relation with each other. 
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It has been summarised that the two major frameworks which are Tuckman and Belbin theories help in improving the teamwork as well as developing an effective team. These two theories help in improving co-ordination among employees. Besides this, two-way communication is highly important within the organisation to ensure its success. The two-way communication mainly involves both verbal and non-verbal communication and these two aspects are highly important for maintaining a good relation with various entities. The importance of verbal and non-verbal communication is that it helps in increasing efficiency of the operations of organisations. 
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