


Executive Summary
The purpose of this report is to discuss the benefits of effective communication for the success of the organisation. The report highlights that two-way communication is vital and discusses the importance of consultation and employee voice. Also discussed are the effective methods of communication and the consequence of non-verbal communication. In addition, this report will demonstrate how the application of teamwork theories can improve teamwork in the organisation.
	The report concluded that two-way communication process is essential for the organisation. It also concluded that the key to form an effective team that will perform is the way the team is put together.
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1. Introduction

Communication is when people interact one to each other and it includes sharing, exchanging, transmitting and receiving information, feelings and ideas. Communication can be defined as the process of transmitting information from one individual to another. (Dunhill, Elliot and Shaw, 2009, p. 19)
It can be simpler or complex and formal or informal, depending on the message and on the relation between the sender and the receiver. The communication within an organisation is effective when the information is transferred among all the members and the message is correctly understood. (Daneci-Patrau, 2011, p. 488)
Communication is a “two-way” process and is a skill that managers and team leaders must learn and develop to be able to communicate effectively. (Dunhill, Elliot and Shaw, 2009, p. 17). 

2. Findings

2.1 Effective communication within an organisation
	One of the most important contributors to the success of an organisation is effective communication between the employees and the managers. If the employees are well-informed about the vision and strategies of the organisation they will feel they belong to the team and feel more secured. Therefore, they will work better as a team and have a common purpose. (Ean, 2010, p. 38)
In an organisation is important that the communication starts at the top and works its way down through every employee. In order to be effective, the message requires to be specific and if possible, positive. Members of a team work better if they are told what they are supposed to do in order to achieve tasks instead of what they have done wrong and be criticized.
Important information must be delivered with immediacy, urgency, and promptness in order to be acknowledged by the members of the team. Another skill that the managers must develop is communicating with respect and appropriate tone and body language. (Benna, 2015)



2.2 The process of two-way communication
Two-way communication happens when the sender transmits a message to another person – the receiver. When the message is received, the receiver sends back a response, recognising the message was received.  
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The Two-way communication process is essential in the organisation. The information is transmitted between the employer and the employees and feedback is essential to be sure that the message was received and understood.  (Fenner, S. 2018)
It has been recognised that the employees voice is an invaluable source of observations and suggestions for addressing and solving critical problems.
Sometimes employees feel unsafe to raise their opinions and because of this, some actions can be taken. Anonymous letters or reports can be accepted by the organisation or a trusted and chosen member of the team can be asked to represent the voice of the employees.    
Employees who trust their leader feel safer and more comfortable expressing their opinions and ideas about the workplace issues or needed changes. (Gao, Janssen & Shi, 2011)
 It is therefore strongly recommended that employees should be informed and asked for feedback if any changes will take place in the structure or process of the organisation.
[bookmark: _GoBack]The person who is on maternity leave should also be informed by letters if anything major changes in the organisation. Phone calls conversation will be made in order to arrange the return to work, and the changes of schedule or flexible hours.
Kalla (2005) states that is crucial for the organisation to recognise the value of effective communication and to use effective methods when communicating to employees. 
Because the company has 20 employees of varying ages and experience, different ways of communication may be needed. For example, for the elderly employees, email communication may not be the best choice. Instead, a written letter will ensure the message has been received.
2.3 Effective methods of communication
1. Oral communication
The organisation can communicate face-to-face or through other forms of mediated communications. Multiple ways can be used in order to achieve the business goal. 
Oral communication consists of members of the team conversing with each other, directly or by telephone. 
The main forms are: 
· speeches – the managers can start the working day by presenting in a short brief what are the main objectives of the day and allocate each individual a task;
· presentations – for example, if a new product is being add to the portfolio, the managers will present and discuss the way that the product will be advertised;
· discussions – ideas will be exchanged, the team members will gain trust one in each other, will bond and it will perform.
Advantages of Oral Communication
· Face-to-face communication is interpersonal, therefore it has a high level of transparency and understanding
· The individuals can transmit information with the non-verbal behaviour: feelings, emotions, attitudes, and thoughts through body movements, gestures, eye contact, etc
· Is flexible and it allows changes in the previously taken decisions
· The feedback is immediate
· Is time saving, effortless and can also save money in the organisation
· Is essential for group energy and for teamwork
· Promotes an open and encouraging moral between the employees
· Can be used to deliver private and confidential information (Juneja, 2018)

2. Written communication
Written communication is significant in an organisation. Effective writing is more valid and consistent than the oral communication but takes time because feedback is not spontaneous.

Advantages of Written Communication
· It is perfect for laying down policies, rules and principles within an organisation
· It is permanent, more precise and explicit
· Legal defences can rely upon written communication because it provides valid records.
[bookmark: _Hlk530432519]Written communication is more expensive, is time-consuming and the encoding and sending the message takes time. (Juneja, 2018)
	Written communication in an organisation takes the form of letters, e-mails, internal memos, reports, information on the employee’s board.
	While verbal communication is governed by precise rules that are usually practiced for years, non-verbal communication is often dependent upon the relationship history of the individuals involved and is performed with a degree of automaticity. (Ekman, 1965) 

2.4 The significance of non-verbal communication
 
It is considered non-verbal communication any form of communication that does not specifically use words. 
The managers need to send the right message to the employees both verbal and non-verbal. There are some cues that indicate confidence and credibility in the workplace:
1. Good eye contact – it communicates the level of connection and interest.
2. A confident handshake – touch is another important non-verbal behaviour.
3. Effective gestures – physical movements that help express an opinion, emotion or an idea.
4. Good posture and presence – bad posture signals lack of confidence in the message;
5. Appropriate facial expressions – human emotions are often involuntary and unconscious.
6. Appropriate voice tone – refers to the paralanguage which is separate from the actual words and include voice tone, pacing, pausing, volume, inflection, pitch and articulation. 
7. Giving full attention – avoid multi-tasking during the communication.
8. Respond appropriate to other non-verbal signals – pay attention to the employee’s body language and voice tone which may indicate if they have a question or want to say something, need a break, need more explication, if they agree or disagree. (Smith, 2013)
“Much of what a manager says may be contradicted by what he or she does” (Remland 1981, p.17). If the message between the verbal and non-verbal communication is inconsistent, the employees will form a negative impression of the manager characterized by decreased honesty and coherency. This will cause frustration between the employees and the organisation will not reach maximum productivity. (Weisbuch et al. 2010 p.261)
The managers need to develop and improve the non-verbal communication skill which will increase workplace productivity and the moral of the employees.  The leaders and the managers will become more successful if they are receptive and attentive to the needs of their employees. (Bass 1990)

2.5 How to improve teamwork in the organisation 

Morgan (2017) states: “A team is a number of individuals working as one to achieve a particular goal to which they are all mutually committed.”
Even though team members are individuals with different personality, demographics, abilities and have differences in terms of their interests, there is something that brings them together – the circumstance of working under the same management.
According to Tuckman, the development of the team will happen in several stages, each of which will affect interaction between members of the team. (Morgan, 2017, p. 210)
The Forming stage is designed to help members feel comfortable working with each other and to start working in the same direction. The present team has already reached this stage. Every member has been employed on a specific role, knows the tasks that is supposed to achieve and is familiar with the other members, since the business is functioning for one year.   
The team leader role is to ensure that the new members added to the team get to know each other and ensure that roles and contributions are clear.
The team is currently found between Storming and Norming stage. Storming may occur because new employees will find out that other members might have strong ideas, might not appear to listen or respect other enough or not contribute to the task. The team leader role is to calm discussion down and to allow in the same time free discussion. Some of the members of the team are in the norming stage because they have been working together long enough and the rules and procedures are developed and valued.
Performing is the fourth stage of Tuckman’s Model and in order to reach it, the team must be effective. This is the team leader’s main role: to create cohesion between the team members, to gain and develop trust, and to teach team members how to work together. (Morgan, 2017, p.  211)
The way the team is put together is key to be an effective team. Belbin (1981) suggested two significant factors: 
1. The knowledge that an individual possesses in order to contribute to a group;  
2. The skills and abilities that person brings to that.  
Belbin observed that individuals in teams tend to adopt different Team Roles. A team role is "a tendency to behave, contribute and interrelate with others in a particular way"(Belbin, 1981 p.43) 
Belbin identified three categories of roles:
1. Action Oriented Roles (Shaper, Implementer, Completer-Finisher)
2. People Oriented Roles (Coordinator, Team Worker, Resource Investigator)
3. Thought Oriented Roles (Plant, Monitor-Evaluator, Specialist)
Belbin's Team Roles model can help distinguish potential strengths and weaknesses within members of the team, overcome difficulties between employees, and recognize and appreciate every member contribution. (Mind Tools Ltd., 2018)
3. Conclusions
To conclude, communication is defined as the process of transmitting information from one individual to another. The two-way communication process is essential in the organisation. The employees voice is an invaluable source of observations and suggestions for addressing and solving critical problems.
The organisation can communicate either face-to-face or through other forms of mediated communications to achieve the business goal. The managers need to send the right message to the employees both verbal and non-verbal. The main objective is that the information reaches all the employees and feedback is accessible.
The way the team is put together is key to be an effective team. Team members are individuals with different personality, demographics, abilities and have differences in terms of their interests but they have a common goal. The team must become an effective team and reach the stage of performing.


















4. Recommendations 
Every team needs a team leader who will help maintain healthy group dynamics and encourage creativity, risk-taking, and constant improvement. Even if the current team has 2 managers, a team leader is needed. It is recommended to choose somebody from the current staff using the method of promotion. 
The Belbin Individual Report can be applied to all the employees that will reveal their strengths and weaknesses. Personal achievements and attendance will also be taken in consideration.
Short meetings should be kept every day, where the manager and the team lead will acknowledge and appreciate employee’s contributions to make them feel valued
The team leader will establish a close connection will all the members of the team, asking about the everyday problems and try to resolve them.
The managers will have one-hour window, every day, where the employees will be able to ask questions about any enquires they might have.





























5. Action Plan

	Strategic Action
	Responsible
	Priority
	Frequency

	Choose a Team Leader
	Manager
	High
	One Time

	Apply Belbin Individual Report
	Manager
	High
	Every 6 months

	Provide information on organisational performance

	Manager and 
	Medium
	Monthly

	Keep staff informed of individual/ team performance
	Team Leader
	Medium
	Weekly

	Brief meetings 
	Manager and Team Leader
	High
	Every day
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