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Executive summary 
Communication In itself is an art form, it is the build-up of words, sentences and phrases that allow for us to exchange emotions and feelings to our counterparts and it is the way in which we seek understanding. This shows how important communication is in our lives as it is a constant factor in our daily lives. Regarding business communication is a key element, almost every business will favour strong communication skills and those that are instilled with this virtue in terms of speaking eloquently and proper account towards being a desired employee. In fact, this type of well-spoken employee is perfect for someone who works at a toy store. In Swansea a medium sized toy store owned by Michelle Sullivan is undergoing issues associated with communication this is the problem and the cause of it is due to information not being shared effectively. Due to its many dynamics communication in terms of information shared is very important and the process of getting information delivered and understood is vital in order to run a business.

1.Why effective communication is important for the continued success of the organisation.
Firstly, what is communication? Communication is sending or receiving information between many people. It requires a  sense of conversation and in current times communication is an important skill for any sector that strives for success. communication is important in the origination as it is  beneficial and helps the business run more smoothly and therefore makes an organisation successful. This will also be an advantage to the employees as it will be a contributor towards their skills range. Communication is  plays an essential role in all facets of business.it is there for very important that both internal communication within the organisation as well as the communication skills of the employees are effective. Good communication within a team also gives employees morale. ‘’Collaboration is a key part of the success of any organization, executed through a clearly defined vision and mission and based on transparency and constant communication’’.(Dinesh paliwal).brainy quotes.
Read more at: accessed 12/04/2019 The organisation is growing day by day .when they started the  company  there was only 5 employees now there are 27 employees. There are many effective ways to communicate in the organisation such as verbal,  non-verbal and visual communication.

Verbal communication 
Verbal communication is to declare words or sounds to many other people. in the 
Organisation   you will need to be able to express yourself to give out the intended message 
that is being made to customers and employees, not being able to do this will create a lot of 
problems because many co-workers will not be able to communicate with you properly if 
you are not able to verbally declare your intended message.


Non-verbal communication 
Non-verbal communication consists of being able to recognise body language, eye contact 
and posture. This will help employees notice customers are trying to express their intended 
message by giving certain body languages. Not only will it help employees understand their 
customers but their co-workers as well as it helps create a shared meaning between co-
workers. The great author Peter Drucker had once said “The most important thing in 
communication is hearing what isn’t said”.

The importance of two-way communication.
Two-way communication occurs through a sender and a receiver. For example, a receiver would send a response or offer feedback to the senders message. In a two-way communication the sender will first transmit the message to the receiver to which the receiver will then decode this message that forms a reaction towards the senders initial message. The way in which the information flows in two ways in terms of information from the sender to the receiver and a response from the receiver to the sender is regarded as being the complete communication process.

[image: What is two-way communicatoin]
The model above shows a two-way communication process regarding a ‘superior’ and a ‘subordinate’.  The information that is exchanged between superior and subordinate is known as a vertical two-way communication as seen on the model. As opposed to the vertical two-way communication, when communication takes place between persons holding the same position or rank it is referred to as the horizontal two-way communication.
We rely on two-way communication as it hold importance and it is something, we use on a daily basis especially in a workplace.
A two-way communication process is important in the workplace as it ensures a smooth flow of information as the sender will be in a position where they are directly expressing themselves and the receiver can also express their response. It is also important as it provides acknowledgment and can also implement direction such as orders and instructions which are heavily found in a workplace. This would be important for the toy store as it is essential that they have acknowledgement of the stores objectives. Two-way communications also overcome ambiguity as confusion can be overcome which will be helpful for the toy store as they will know what to do by avoiding any confusion.

Effective methods of communication
The workplace is highly invested in the use of communication whether it is verbal or nonverbal any sense of communication even written communication is vital. As the store are now in a position where they have more employees as opposed to their prior state of only having limited employees it is important that they keep on developing this area as workers provide for information to be shared and passed around. The concept of active listening is important as it requires for an individual to understand what another person is saying. Active listening will help the company to improve its store as people will have a willingness towards taking in information. According to McKay Davis and Fanning 1995 group members are often preoccupied or distracted and thus do not give 100% of their attention to one another. Their statement shows that listening is actually really essential within a workplace and hence relationships between the workers should be built upon trust and understanding.
Effective methods of communication in terms of nonverbal communication is also a way in which the team can work together in order to help the business, active listening is associated with this as when a person is listening to their counterparts, they will maintain eye contact as well as absorb the information in order to utilise the information that is given.

Action Plan
	What needs to be done: Aim
	Responsibility
	Timeline

	Deliveries to the shop must be monitored as the goods will need to be taken into the storeroom and placed in a manner that allows workers to distinguish the items, which will also help with the organisation of delivered stock.



	Stockroom workers will take the responsibility of laying out the delivery.
	This must be done on a daily and it is vital that it is done in the morning before the store opens as stock will be laid out for the customers beforehand.

	Workers must be given a goal. This should be done during meetings where the sales assistant are given a target in which they will informed about the latest toy so that sales assistants can recommend the toy to customers.
	The managers hold responsibility towards having a goal for the store, they are the ones who will share the stores vision with its employees.
	This should be done weekly as new toys will enter the market.

	 The store must be kept clean and tidy in order to boost its appeal.




	This responsibility is given to the cleaners, there are two cleaners who contribute towards keeping the store polished.
	The store must be kept tidy everyday so that it is clean for the next day thus the cleaners will come in daily in order to fulfil their role.

	It is important that the workers engage themselves in a meeting that discusses the stores progression and the upcoming toys.


	These meeting must be arranged by the three managers. 
	This should be done monthly so that developments can be made.




How the application of teamwork theories can improve teamwork in the organisation.
Tuckman
Tuckman’s model for teamwork has been widely recognised as a basis for effective team building. Tuckman’s theory holds significance as he mentions that a group does not start of as being fully formed and functioning, his model suggest that teams grow through different effective stages. This is important as it can be applied to the way in which the toy store workers approach team strategies. As groups start of as a group of individuals who then engage themselves within cohesive task focused teams. The employees at the workshop can take this into consideration as teams do not start out as being perfect but rather development and participation is what makes the group more effective. 
Tuckman’s model further separates into different sections which he considered to be the stages of a group. These being: Forming, Storming, Norming and Performing. These stages are important especially towards developing communication between the workers at the toy store due to its build-up of team structures.

Belbin
Belbin’s theory of teamwork is more focused upon the characteristics of an individual such as personality traits and working styles which in turn add a sense of dimension in a group as research had shown that the most successful teams were those that were made up of a diverse mix of behaviours. In summary a high performing team will consist of people that have distinct attributes and different skills to offer to a team and a task. Different skills sets within an individual can be applied towards the working style of the toy store employees in terms of how they co-operate in a group setting. Cooperating in a groups setting is really important due to the team members/employees responsibility towards the stores sales. It is important for the store workers to look at the team objectives first and foremost in which they will need to work out which tasks need to be undertaken. Once the tasks are discussed it will then be time to appoint workers with roles based on their working style. This shows how important it is to have the skills of each team member utilised to its suitable potential. For example, one person may be really outspoken, confident and driven towards success and another may be really conscientious and committed towards getting tasks done. In this case the first person would be best suited towards the role of a team leader whilst the latter is considered a completer finisher who will help the group by making sure tasks are carried out effectively and are done in a specific time frame.
Recommendations
According to my findings the importance of teamwork is very important, and, in every team,  communication is at the core of succeeding. The different theories of teamwork such as those put forward by Tuckman and Belbin emphasise the significance of teamwork and how teamwork includes skills within an individual cooperating that are to be utilised within a group. In terms of recommendation both Tuckman and Belbin’s theories of teamwork are mentionable as they are supported by research that shows how team work is effective when it is put under different stages and is consisting of different skills that are offered by the team members of a group. 
A recommendation would also be to establish relationships within workers especially within a business as workers will be seeing each other daily or at least for a few days every work therefore it is important that they have good connections with each other. Employees tend to communicate more when they have a bond or have trust with their employers.
To conclude my findings have shown that that communication is much more than just the exchanging of words, it is also the means in which information is provided and received which is seen through the two-way communication model. My findings have also shown how different communication skills can be applied to the situation at the toy store in Swansea as they have had issues with communication, in particular communication between individuals within a team setting is really vital in order to overcome lack of communication.
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