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[bookmark: _Toc49698533]INTORDUCTION
This report aims to apply recognised problem-solving tools and techniques to identify and propose solutions to a work-based problem, to include an evaluation of possible solutions. The problems defined and analysed in this report are lack of communication and lack of planning and time management at the workplace. The choice and reasoning of notified problems are drawn from my current workplace and based on personal experience.
Presently I am working in a Care Home as lifestyle coordinator. For this job position is important to have a good communication skills and ability to plan and organise events also routine effectively and timely by contacting all Home departments and local authorities.  Working in this position I faced and identified most common and main problems as low communication level between Home units and lack of planning and poor time management. 




[bookmark: _Toc49698534]DEFINITION, SCOPE AND IMPACT OF COMPLEX PROBLEM IN THE WORKPLACE
Communication 
Main driving forces in each organization are communication and information. To be informed at all the time and share necessary information between individuals is important for all   institution departments as in professional environment also in daily life. Communication process importance includes the information exchange between group of people (Maund, Schriek and Tinkler, 2017). 
In case of communication at the workplace, people must to have same goals and strategy to reach company’s targets by working together as a team (Kozlowski and Bell 2003, cited in Maund, Schriek and Tinkler, 2017). Good communication skills are the basement for effective working process and good team working. 
Planning and time management
Time in all life aspects is more vital and necessary element for task completion. Impossible imagine personal living also professional environment without time limits and ability to maintain planned activities timely. Time management is the skill of using time adequately, according the planned tasks and deadlines. Importance of time management is fundamental as it gives the opportunity of controlling professional and daily life, to work efficiently without stress and strain (Morgan, 2017). 
Effective time management includes planning skills - the skills what helps to set the small, obtainable goals to attain company’s vision and main targets (Doyle, 2019).  Planning and time management are the main skills to organize workload efficiently and complete the tasks on time according the time frame to meet organisation needs. 
Lack of these skills and knowledges can fetch and disturb whole working process at the workplace. If the tasks are unfinished, or completed at wrong time and wrong way, it is negatively reflecting entire organisation. 
[bookmark: _Toc49698535]CAUSE AND EFFECT ANALYSIS (Fishbone method)
Cause and effect analysis were developed by Professor Kaoru Ishikawa, in the 1960s. The diagrams created are known as Ishikawa Diagrams or Fishbone Diagrams. This technique can be used to: 
· identify the main cause (root) of a problem
· reveal and analyse the major factors
· investigate possible causes of the problem
· analyse the Diagram (Wales, 2020).
Related to a Care Home, present working place with multinational employees, the root problem identified is lack of communication, what affect planning and time management. 
As a first main cause can name communication barriers. What includes different employees also employers background as a cultural, ethnic, religion, language, experience (Frost, 2018). 
Mingle work and personal conversations. Unprofessional communication involving personal conversation can cause a huge distraction, embarrassment and disturbance into a work process. It can be a reason for gossips at the workplace, what outstands for weaken morale or false accusations (Frost, 2018).
Misunderstanding and Inference. As communication is an open process some of the employees can interpret information wrongly and make, their own judgements incorrectly. What can cause the false information passing to a wider group of people with work task completion indirect way (Frost, 2018)
As Listening skills are required communication process component, at the workplace important is to be able to listen while communicating. These skills are essential to receive and understand information, in other way the message will be accepted mistakenly (Frost, 2018). 
Negative attitudes and favouritism take an important place in the employee’s communication process (Frost, 2018). Some individuals may dislike each other and avoid the information exchange. Or they can ignore each other and involve the third parts in communication creating more problems for rest of the team. 
Difficulties in communication between all organisation departments complicates whole institution work process. The members of staff and the management must to know and understand clearly their job responsibilities and must to follow instructions, their job description. Communicate well means good teamwork, what ensure good time management, information and work compliance in pursuance of in organisation policies. 
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The main solution to improve communication at the workplace is providing healthy and friendly atmosphere, by reducing potential stress and pressure, as the work in a Care Home is already challenging and stressful. 
Positive attitude from management side strengthens the connection between employer and employees. Each member of staff must feel recognized, evaluated and motivated. It is important to keep genuine and honest communication. Openness can be a key in the communication with different characters and helps to build trust and reliability. Encouraging the employees share their experience, asking questions to give them feeling of empower. Organising regular meetings, to keep staff informed of organisation novation’s, routine, changes. Also, to give positive or negative feedbacks, by showing interest on daily basis and same time advise and direct, collecting employee’s opinions and comments. The management attitude must be fair to all employees, despite their position and job description. Providing break time policy to ensure that employee have time to rest himself in separate room without disturbance for psychological and emotional relaxation (HRtechnologist, 2019). 
Activities for team cooperation are helpful to unite different kind of employees. Collective meetings and events can increase staff motivation and integrity, find common interest and helps get to know each other from other side (Heryati, 2020).
Employers are interested in enthusiastic, energetic, responsible workers. Employee’s responsibility is to be productive and useful for organisation. Therefore, for member of staff is important to be maximally motivated to do his job duties on high level.  And best way to improve employee motivation is to let him know what for he is working. That means fair rewards such as his pay rate and bonus system. Regular income provides feeling for clear and secure future, what means happiness and readiness to give his effort for better work performance and be recognised and evaluated as individual unit at the workplace. The appreciation can make employee happier and confident, therefore they will communicate willingly and heartily to each other without excess stress and worries, what provides healthier and calmer atmosphere at workplace. 
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To keep organisation stable at the market, everyday managers and heads of the units make important and less important decisions to keep the business running efficiently. Ability to make balanced decisions is one of the top skills. Decision- making process includes:
· problem identification
This step helps clearly identify and understand main problem to solve by explaining what, how, where, when exactly is happening. Also, must define importance, weight and urgency of the problem solving. 
· root cause and factors of the problem
[bookmark: alternatives]In this part necessary find out the potential causes for this specific problem, by collecting information from internal and external sources. Analyse of the many reasons causing the problem.  
· finding the alternative solution
With help of collected and more important information in this stage can provide theoretically possible solutions.
· solutions evaluation by choosing most effective
By analysing the overall information and founded solutions, must to weight, evaluate and investigate what is the most effective solution.
· action plan of implementing 
Realisation process of chosen solution to solve the problem, and what changes need to be done, resources, who to involve.
· evaluation and monitoring 
After the implementation must to define time period of monitoring- how the situation changing, is the problem solved, is the solution or innovation working, what is the result (Lucidchart, 2020).
Are recognised different problem-solving techniques. In some organisations can be a mix of used strategies. To find solution for problem – lack of communication in a Care Home more effective problem-solving models are Cause and Effect Diagram and Brainstorming. 
Fishbone method help to recognise problem causes and what is the effect of the problem. But to find the best compromised solution to solve the problem in the Care Home the best approach is Brainstorming. This technique is useful as it can combine individual and group brainstorming. Also, it encourages people to think and provide ideas, by itself this approach increase communication level and creativity in a team. It helps to investigate the present situation including the SWOT analyse, find the strengths and weaknesses as well to weight the new opportunities by implementing the new solutions. During the group sessions is important to avoid criticism and judgement as it can prevent flow of new ideas (Mindtools, 2020). 
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New solution implementation is a lingering process with determined action plan and constant situation analyse during introduction period. The changes in organisation can divide in three stages by using ADKAR Model. Current stage or present situation describes what is happening now includes the awareness and desire, readiness to participate in change process. In case, of Care Home, the current situation demonstrates lack of communication and lack of planning skills.  Employees must to be ready for several changes at the workplace, and with their support and following only, the solutions can be realised. Transition stage includes the knowledges and ability to implement the changes. Necessary to know and understand whole changing process, what exactly need to achieve and best way of realisation by providing trainings and feedbacks.  Future state contains reinforcement to sustain the change. showing are the expectations reached, and ability to continue gain the change. It is important to monitor and evaluate employee’s performance during process, as it can take longer time to adopt to a novation’s (Lucidchart, 2020).
As the changes inside the company affects internal stakeholders: employees and employers-management team, external - clients-residents, all the changing plan must to be discussed and previewed before the implementation.  Lack of communication between the management and staff influences the quality of service provided to the residents. And as in a Care Home most of residents are elderly and vulnerable people, extremely important to change the situation for their best interests. The way of describing the present situation by using ADKAR model. The first stage as Awareness could include the feedbacks and questionnaires from secondary stakeholders as relatives and inspectors. Desire to participate involves employees and management positive attitude and willing to change the situation, as they are care providers. Knowledge can be reached by organising trainings, meetings. Actions for healthy and friendly atmosphere formation, motivation raise, as a bonus system. Ability to practice novation and support changing plan. Reinforce by new research and feedbacks of involved parties, providing evidence of new system and methods working. 
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The best way of realisation of changes is the constant process of monitoring, evaluation and review.
Monitoring- continuing process by regular information and feedback flow, what helps to understand and analyse new solution efficiency on regular bases. 
Evaluation – assessment of changing process, findings of differences before and after the implementation. 
[bookmark: _Hlk49463563]Review- result submission, if the main goal and targets been reached (SCVO, 2020).
 It can be done by direct manager supervision paying attention to employee’s behaviour and performance during the implementation period. For effective observation and decision making important is to authorize the certain employees to monitor and trace staff demeanour and following instructions. Authorisation will give the managers ability to control without extreme pressure and stress. 










[bookmark: _Toc49698540]CONCLUSION
In this report described and analysed main problem lack of communication at the workplace, what proceeding also lack of planning and poor time management. The tools and technics applied for problem identification and analyse are Cause and Effect - Fishbone method what explains the reasons of problem appearance also describes the present situation.  Decision making process includes five stages, important to follow and analyse each to make effective and operative decision. To implement solution organisations must to analyse current situation and find the way of implementation the new solution, and how it will help to meet organisation needs in the future comparing past experience and end result. The implementation process must to be monitored, evaluated and reviewed in short or long time period. 
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