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Executive Summary
Within this formal report it will suggest a detailed explanation why effective communication is important for an organisation to succeed, overlook the importance of two-way communication, using proven theories. The report will discuss effective methods of communication linked to the case study. Also discuss and explain how teamwork theories i.e. Tuckman and Belbin, can improve work environment within the organisation. Complete the report with a list of recommendations.
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[bookmark: _Toc6575143]Terms of Reference:

This report was requested by Anthony Burns during January 2019. The report has been compiled using research on communication and teamwork by Shahidur Rahman, the report will be summited on 12th April 2019.
[bookmark: _Toc6575144]Procedures:

Numerous research information has been studied to compile this report. Given information During In class studies, text books, newspaper articles, journals, websites and online library at university of trinity saint David.
[bookmark: _Toc6575145]Introduction:

Team development is a primary pillar in every organisation’s success, without effective ‘teams’ organisations will struggle to operate efficiently and be productive. Communication is a, essential feature of successful people management and team building, individuals can be trained to maximise their communication skills and teamworking skills, through effective communication methods such as schramms models of communication, Belbin’s team role, Group dynamics, reward and recognition. As Parker (2009) suggested, ‘group identity comes from a shared sense of purpose with clear performance expectations.’ The toy store rapidly going within a year, with no formal groups or leadership in place and many staff working part-time will be a complex organisation to form any formal structure, however from examining the findings, recommendation can be made for effective teamwork and communication at the store.





[bookmark: _Toc6575146]Findings:

[bookmark: _Toc6575147]Background of case:

It is evident from the data that the toy store in Swansea has rapidly grown within a year, only starting with 5 employees and currently it employs a total of 27 people, of different age groups and experience. The store operates between 8.00am – 10.00pm, most employees work part-time, working varying hours and there are no formal teams within the workforce and a maximum of 8 workers work at the store at any time. There can be breakdown in communication and information being processed as there are no formal structure in place of effective communication, also new staff don’t have any induction or any formal training.  
[bookmark: _Toc6575148]Groups v Teams:
 
Team development is a matter of forming and strengthening the values of the teamwork and mutual support where there is a combination of compromise and effective management, a key part of this development is a clear set of objectives.
Tuckman studied teams from formation to completion of a task and identified crucial stages in a team’s life cycle. Belbin’s observations of teams uncovered nine Team Roles, which describe ways of contributing and interrelating in a team (Bird 2017).
[bookmark: _Toc6567868][bookmark: _Toc6570396][bookmark: _Toc6575149]Forming
During this stage, team members behave independently. Getting to know one another, so there may be respect and friendliness, but mutual trust hasn’t yet been developed. Discussion is likely to focus on defining the scope of the task in hand, and how to approach it. A good team leader can guide the team in the right direction.
[bookmark: _Toc6567869][bookmark: _Toc6570397][bookmark: _Toc6575150]In Belbin terms, the team needs to get to know one another’s strengths and weaknesses, but they haven’t worked together long enough to provide Team Role feedback on each other. Completing a Team Role Circle can provide a influential visual illustration of the spread of roles within the team. A good Co-ordinator can bring the team together and identify how each person can contribute.
[bookmark: _Toc6567870][bookmark: _Toc6570398][bookmark: _Toc6575151]There is a risk that, team members won’t want to address difficult topics for fear of causing conflict. Team workers might be uncomfortable about arguments, but this part of the process is crucial to the team’s success (Belbin.com 14/04/19).

[bookmark: _Toc6567871][bookmark: _Toc6570399][bookmark: _Toc6575152]Storming
The team begins to suggest thoughts and contest with one another. People begin to form opinions about the characters of others in the team, so connections can be making or breaking at this stage. Disagreements and personality conflicts must be resolved, or it can lower motivation. If the team is too focused on consensus, they may agree on a inconsistent plan simply in order to keep the team together.
In Belbin terms, the team needs organisations to come up with new ideas and monitor effectively. Working Relationship Reports can highlight potential areas of conflict between individuals, giving discussion starters to work towards resolution. Team workers can help build relationships internally too. On the opposite side of the Team Role Circle, Shapers can be valuable at this stage, as they’re forthright, will prevent the Co-ordinator from getting too involved in team politics, and will help move discussion on from ideas to outcomes (Belbin.com 14/04/19).
Norming
There is greater agreement and consensus in decision-making. Roles and duties are made clear and the team moves in the direction of more balanced working practices. Discussion focuses around the development of working processes. The team is more aware of competition and a greater spirit of co-operation develops.
[bookmark: _Toc6567872][bookmark: _Toc6570400][bookmark: _Toc6575153]In Belbin terms, the team needs a clear understanding of who should do what. Knowing Team Role strengths and weaknesses within the team will enable the team leader – and other team members – to quickly identify who might be suited to which kinds of work, and when each contribution is needed. Co-ordinators are proficient at facilitating group decisions, whereas Implementers are well-placed to make plans for efficient processes, given that they have a reliable – and unchanging – structure to work with. Resource Investigators are needed to go outside the team and gain insights into the competition (Belbin.com 14/04/19).

[bookmark: _Toc6567873][bookmark: _Toc6570401][bookmark: _Toc6575154]Performing

[bookmark: _Toc6567874][bookmark: _Toc6570402][bookmark: _Toc6575155]In this period of high performance, the team understands its determination and goals, and is motivated and knowledgeable. Team members are independent and can handle decision-making without the leader present, according to agreed criteria. Disagreements can be positively resolved within the team.

[bookmark: _Toc6567875][bookmark: _Toc6570403][bookmark: _Toc6575156]In Belbin terms, the team needs to continue to use the language and understanding that Belbin gives to ensure that they continue along the route of becoming a High Performing Team (Belbin.com 14/04/19).

[bookmark: _Toc6567876][bookmark: _Toc6570404][bookmark: _Toc6575157]Adjourning

Now that the team has worked together for a while, perhaps now is the time to introduce Observer Assessments – do individuals present a clear Team Role image, or does the team notice different strengths than those they see themselves? This stage is when new goals and plans are made, ensuring that the past contributions of both individual and team are fully identified and recognised.

[bookmark: _Toc6567877][bookmark: _Toc6570405][bookmark: _Toc6575158]Performing
Established teams may expand, recruiting more members and structure on their successes, or may disband after the successful completion of their development.
The language of Belbin Team Roles can speed up the process of moving teams from one stage to the next, by giving team members insight into one another and the contributions needed to help the teamwork. This common frame of reference enables individuals to engage, express preference, explain how they work best and resolve conflict with each other. This is invaluable if a team has never worked together before.


[bookmark: _Toc6575159]Communications:

Communication is a central element of effective people management and teamwork, if an organisation is to succeed, then the need of maximum communication abilities is required.
Belbin, (2010) suggest the two-way communication is the foundation for employee motivation and organisation success, the culture of communication will help the organisation in a crucial way by enhancing employee understanding, building trust, stimulating engagement and better performance in changing scenarios.
Two-way communication occurs when the receiver sends response or feedback to sender’s message. In two-way communication process, the sender first transmits the message to the receiver. After receiving a message, the receiver decodes it and then sends back his or her reaction to the sender. In two-way communication, information flows in two-ways: information form sender to receiver and response from receiver to sender. So, it is regarded as the complete communication process.
Two-way communication may occur horizontally or vertically in the organization. When information is exchanged between superior and subordinate, it is known as vertical two-way communication. On the other hand, when communication takes place between persons holding the same rank or position, it is called horizontal two-way communication. Two-way communication is represented in the following diagrams:
[image: What is two-way communicatoin]
(Thebusinesscommunication.com, 2013)
By nature, face-to-face and telephonic conversations are the examples of two-way communication. In the case of written communication, two-way flow of information will occur when receiver sends feedback.
In fine, it can be said that the communication process having provision for feedback in termed as two-way communication.
IMPORTANCE OF TWO-WAY COMMUNICATION

Two-way communication is the complete communication process. In this communication, information flows form sender to receiver and response of the receiver goes back to the sender. In achieving the organisational goals and facing the personal problems, we need to rely on two-way communication. The following points highlight the importance of two-way communication:
1. Ensuring smooth how of information: In two-way communication, the receiver can directly express his response regarding the message he received. As a result, smooth flow of information occurs in both directions.
2. Providing acknowledgement: In two-way communication, sender sends information to the receiver and receiver gives his response or answer to the sender. In this way, two-way commutation acknowledges the reception of message by the receiver.
3. Implementation of directions: In the organisation, superiors convey various orders, instructions, policies, procedures etc. to the subordinates. If subordinates fail to understand any instruction, order or policy, two-way communication allows them to ask for further clarification. Thus, two-way communication helps implementation of superior’s directions.
4. Encouraging suggestion form employee: In order to enrich organisational plans and policies, management should encourage suggestions from subordinates. Such encouragement is possible when there exist two-way communication channels.
5. Increasing job satisfactions: Two-way communication provides employees with a means to convey their complaints, attitudes, feelings, interests and opinion to their superiors. Afterwards, superiors can take necessary steps for well-being of the employees. As a result, job satisfaction of the employees increases.
6. Creating democratic environment: In two-way communication, both communicator and receiver can freely express their feelings, ideas and views. This mutual exchange of information creates a democratic environment in the organization.
7. Overcoming ambiguity: Two-way communication is also very useful to overcome any confusion or ambiguity regarding the message as it allows the receiver to convey his response.
8. Creating congenial relationship: Congenial relationship between workers and management is essential to achieve organisational goals. In order to create such relationship, management must listen to the opinions and views of employees. Two-way communication makes it possible.
9. Creating informal relationship: Another positive aspect of two-way communication is that it enhances informal relationship between sender and receiver. Since two-way communication allows both the participants to exchange whatever they think, they can develop a sense of mutual understanding. The result is a better relationship between them.
10. Increasing effectiveness of communication: Effective communication depends on proper understanding of message by both sender and receiver. Through two-way communication, both parties can evaluate each other’s opinion and thus can increase effectiveness of their communication.
11. Increasing efficiency: Two-way communication also positively contributes to the efficiency of the receiver. In this communication, the receiver can seek clarification and analysis of sender’s message that ultimately increases his knowledge, understanding and efficiency.
From the above discussion, it can be concluded that two-way communication plays vital role in improving organisational performance. This is the only complete communication process. For this reason, so much importance is placed on two-way communication.


[bookmark: _Toc6575160]Recommendations:

[bookmark: _GoBack]It could be concluded that Michelle Sullivan the owner of the toy store implements group dynamic skills within the work force and also trains employees, the importance of two-way communication, this will increase productively and employee’s relationship to an effective team.
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