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Executive Summary

On this report we look at the Belbin and Tuckman theories and how we can use them to create successful teams in this workplace.
We will determinate what role the employees have within the teams.
We gone see why communication is important and we gone learn what ways we can communicate.
We gone explain importance of verbal and nonverbal communication.
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Introduction


The report is about a Toy Store that has few employees and need to recruit new ones. Some of the employees are off, the night shift does not have a manager, the security employees are less then should be.
Belbin and Tuckman theories can improve the dynamic of the teams, can make the team to performing well together by making the role that everyone has very clear and the task they have to do. And passing all the stages of forming a team they could have higher performance.
Is important that the night shift and the day shift to communicate between them, they need to know what each shift done so they can carry on from there.
Verbal and non-verbal communication are important because they can build the trust in the team.


1.Belbin and Tuckman

Before forming a team, the task should be clear and easy to understand. After the task is defined, we need to choose the staff members that have the right skills to accomplish the task. It is important that the members to be able to work together. 

Belbin

Identifying which team role each member have is showing through the answers they choose on Belbin questionnaire and how they act when they do it.
If the team reflect all the team roles, the success of the team is higher. A small team can achieve the goal if all the team roles are found in every member.
On different stage of the task we can find that some roles are more important than others. Stages where some roles are more important than other:
Establish the needs- sharper and coordinator.
Finding ideas- plant and resource-investigator.
Formulating plans- monitor-evaluator and specialist.
Making contacts resource-investigator and team-worker.
Establishing the organisation- implementer and coordinator.
Following through- completer-finisher and implementer. (Morgan P., 2016)
After we find which team role every employee, we can assign them what they can do. Most of the people will have a principle role and a secondary one. The role that have the highest score is the dominant one. That does not mean that we cannot see other qualities from the second role.
Coordinator is a mature person and confident. Is the person that will give the task to others and will focus on team purposes.
Implementer is  practical and efficient. Will plan the strategy and will accomplish it in a efficient way.
Sharper is challenging and dynamic. Stays focus all the time and help the team to move on.
Completer-finisher is conscientious and anxious. His role is the best at the end of the task because he will find the errors and will do a quality control.
Resource-investigator is enthusiastic and communicative. Is the person that finds ideas and show them to the team.
Specialist is single-minded and dedicated. Have knowledge of a key area.
Monitor-evaluator is strategic and discerning. His judgement is impartial.
Plant is free thinking and imaginative. Can solve problem in unconventional ways.
Team-worker is cooperative and perceptive. Helps the team and complete the work for the team. (https://www.belbin.com/about/Belbin-team-roles/)

Tuckman



Because of the different shift that your employees have there will be different teams and some people will be part of more than one team. Every team will pass through different stages.
The first stage is forming. In this stage the employees get to know each other, some of them will form friendships. Is the stage where the employees do not know exactly their role in the team. When a team receive new members or someone leave the team they go back to forming stage.
The storming stage is the most important because is the stage where the employees can become impatient with the leaders and try to challenge them. Not everyone will be happy with the decisions that are made and the way to solve the problems. This is the stage where the conflict between employees is most likely to happen. A strong leader will calm down the conflict and will try to solve the problems.
The norming stage is the moment when the team try to work together, to accept each other’s ideas. On this stage the team should have trust one in each other. During this stage the team will become more united and better organized.
On the performing stage the team will focus on the goal. At this time the team is well built and the team structure is strengthen. Is taking some time for a team to go to this stage. With a trained leader the team will pass all the early stages.
Adjourning time is the stage where the task is finished and the team is going on different ways. If a person is changing their job or they retire, the team is going through this stage. Some person can be sad and others can see this journey as a nice memory. Depends how the others will pass this stage. (Maund, A. Schriek, M. and Tinkler, P. 2017).
After knowing what this theories present we can make the teams and establish what role the employees will have. Is important to have somebody that will train the new employees. The night shift even they do not have a manager with them on of them could be the leader. If everyone has trust in their team all the task will be easy to make.
Knowing their roles and accepting the help of others the performance of the teams will increase, all the teams need to work together so the shop never run with toys, keep the store clean and make sure the stock is made. Every member of the team rely on the others to complete their job on time. 
People with the same role in a team can take the role at any stage of performing the task, helping each other.




Communication


“Communication is the transactional use of symbols, influenced, guided, and understood in the context of relationships” (Duck, S & McMahan, D.T, 2015),
Communication have three elements: vocal, visual and verbal. The communication can be made face-to-face, through telephone, written, email/electronic and non-verbal.

Importance of two way communication

Communication is important because the person who send a message need to transmit a clear and easy to understand message and the receiver should send the answer back.
If we look at the Shannon-Weaver model we see that is special design to establish the effective communication between the person who send the message and who received it.


Sender (information source) is the person who send the message.
Transmitter (encoder) converts the message into signal.
Receiver (decoder) converts signal into message.
Destination( receiver) the person who receive the message.
Noise- the message could be affected by noise or other signal could affect the communication or the receiver could get an incomplete message. 
Example:   Michelle call on the phone one of the manager “Did you make the report?”. During the call the message was affected by noise and the manager only receive “the report”. Manager ask Michelle the feedback “what about the report?”. (https://www.communicationtheory.org/shannon-and-weaver-model-of-communication/)
Sender: Michelle
Encoder: telephone
Channel: cable
Noise: distraction in voice
Reception: telephone
Receiver: manager.
Is very important that every message that you or any employees want to send to be the right one without any distraction and the receiver to make sure that he received the right message. If we are not sure what the message was and we do  not ask for feedback we can take a wrong decision. 
This model is more effective for face to face communication than for large groups of persons.
Another model for effective communication is Berlo. Berlo model is following the SMCR model but includes different factor under every element.
Source is the place where the message is coming.
Communication skills: is the people skill to communicate, example writing, reading, speaking, listening skill.
Attitudes: for employees is to learn and for managers to teach.
Knowledge: both the managers and the employees need to know the subject that they want to talk.
Social system: the communication takes place inside workplace.
Culture: is coming under the social system.
Encoder is the person that send the message.
Message  
Content is the body of the message, from the beginning to the end.
Elements: are considerate elements the language, the gesture, the body language, etc. All of this are part of a particular message. 
Treatment: is the way that the message is send.
Structure: is referring how the message is structured.
Code: is referring to the mode the message is send.
Channel is the five senses:   hearing, seeing, touching, smelling, tasting.
Hearing: the message sends orally;
Seeing: visual channels.
Touching: can be used as a channel, e.g. We buy things, give hugs
Smelling: e.g., perfume, food.
Tasting: when we eat we can communicate the taste of the food.
Decoder is the person how receive the message.
Receiver need to respond to the sender after is going through the message. (	https://www.communicationtheory.org/berlos-smcr-model-of-communication/)
Following Berlo model the sender should have good communication skills that the message can be send clear and the receiver should have good listening skill to receive the message in the way that was send. 
Communication in two ways is important in the workplace because the managers need to be clear about the task they assigned to the employees, the message what they want to send and they need to be sure that the message was send to everyone and that they understand it. In a big team the most effective communication is by email, the sender need to have good writing skill and to make sure that all the personnel will understand what the message is.






Effective communication

Verbal communication is what we say and non-verbal is what we do not say. Both of them are important and can say different things.
Verbal communication is formed from spoken words, written message and sign language.
When we communicate with somebody we need to be careful at our language and also at our body languages, sometimes if we are nervous and we do not want to speak with somebody even we smile and we have a calm voice our gesture like our hand cross show to the person we talk to that we are not open.
Effective communication can help building trust, if the managers listen and accept others different point of views the employees will see that they can communicate with them everything and they build trust one with each other.
When resolving a conflict the verbal and non-verbal communication of the managers should be in concordance, if their voice is calm their body gesture should reflect it.
If the managers have communication skills, they can deliver clears objectives and task to the employees. Even the training will be easy to understand if the information is clear.
If the task is easy to understand the employees will be more confident and the productivity will increase.
Non-verbal communication is important because can show to the other person that you listen to them, that you are truthful and how well you listen. When the body languages match your verbal communication the trust is growing, if they do not match can lead to tension, confusion.
The five roles the non-verbal communication could have:
Repetition, build up the message you are sending verbally;
Contradiction can show to the listener that maybe you do not say the truth.
Substitution, your eyes can transmit more that your words say.
Complementing, can increase the impact of the message,
Accenting can accentuate your verbal message. ( https://www.helpguide.org/articles/relationships-communication/nonverbal-communication.htm?fbclid=IwAR2npJ0EOj4JbPyW5kIOkpmvAd-iH3M090RVEWjAnKQ78-NP5doQhsnmATA).











Conclusion


Belbin questionnaire can help the manager to define everyone role in a team.
Tuckman stages of forming a team can help with conflict handling and to make a team stronger, united, and trustful.
Communication is important because the message need to be easy to understand and the way that is send should be easy to access by everyone in the team.
Verbal and non-verbal communication are important because employees can trust the managers and they can communicate open about everything.


Recommendations

The night shift should have a leader.
New employees need to have trainings with clear and easy to understand information.
Communication between employees should be straight, clear and without disruption.
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