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[bookmark: _Toc12519883]1.1 Introduction
A grocery store based in Neath is owned by Terrance Thomas. Around 27 people are employed by him who have different ages and experience. Job roles such as accepting deliveries, filling shelves, cleaning, sales assistants, security guards and managers are carried out by the employees. Part time hours are carried out during the opening times between 7.00am – 10.00pm but also night shifts without a manager. A member of staff is off sick for long term who is a sales assistant. There are no teams within the grocery store between all staff apart from the necessary ones that only work certain shifts which can affect communication and information not being delivered successfully. A maximum of 7 member of staff work in store. New staff are trained on the job by a manager on shift at the time. 
The business has developed very quickly with it being only a year ago a small grocery store that only had 4 employees. To ensure that the business continues to be successful it is needed a more formal procedure. This report delivers ways to improve this business focusing on the team building and structure of staff and how communication is involved. Avoiding any issues that may become problems. 




















[bookmark: _Toc12519884]1.2 Main findings 
[bookmark: _Toc12519885]2.1 Why effective communication is important for the success of the organisation 
In Terrance’s business it is lacking communication. They are a group of employees working for a business without the guidance that they need to progress. There are the five employees accepting deliveries and stocking shelves, this will require a lot of communication to make sure stock figures are right and stock is going in the correct department. Three employees are cleaners which need a good form of communication as to ensure that the store is keeping up with good maintenance for customers and other members of staff. Fourteen employees are sales assistance, communication is essential because customers are important, there may be a complaint needed to be dealt with professionally. Two security guards need to be communicating because of the store safety and knowing the arrangements that could have been put in place the day before for example if a certain customer had been shop lifting, they may have been given a ban to prevent this happening in future. Three members of staff are managers, without a manager the store has no Guidant’s because communication should be transferred from managers to employees, this is instructions to the structure of the business. 
[bookmark: _Toc12519886]3.1 verbal and non-verbal communication 
In this business there is verbal and non-verbal communication that is needed for the continued success of the organisation. 
Verbal communication encompasses both our words and our verbal fillers. Verbal messages are created through language. Effective communication involves accurate interpretations of others’ verbal messages as meaning is cocreated. Otherwise the meanings of the words you communicate will not be understood.  
Nonverbal communication (also referred to as body language) includes all those ways we communicate without words. A more technical definition for nonverbal communication is communication other than written or spoken language that creates meaning for someone.
Maund, A, Schriek, M and Tinkler, P. (2017)
[bookmark: _Toc12519887]3.2 challenges for the company 
There isn’t any communication or formal structure in place. No management for the support of overnight staff. Challenges would be to work together as a team and build trust and start achieving. 
[bookmark: _Toc12519888]3.3 groups v teams 
Groups: could be a group of friends, social group, a club or a number of people who meet together in relation to shared characteristics. Have something in common. 
Teams:  number of individuals working as one to achieve a particular goal which they are all committed. 
“In some situations, it might not matter greatly as to whether you think you are working in a group or in a team, but if other people have a different view, then their behaviour will be different”
(Morgan, 2017, p. 203). 

4.1 Bruse Tuckman 
Bruse Tuckman is famous for the team development stages going from forming to performing.
First stage is forming which is getting to know your team, building trust and learning the different types of skills and interests of each individual, communication will begin and deciding and weighing up individuals and who shall dominate and take leadership. Storming, roles and responsibilities, starting to know their tasks. Norming, the team are settled and have developed co-operation and views are exchanged and performing, team work is achieved, roles are fully supported, and standard of work is excellent.  
(Tuckman, 1965)


4.2 Meridith Bebin 
The test that can help with roles in  team and team structure, will help understand what best position in a team a person can give best performance. 
“What is needed is not well balanced individuals but individuals that balance well together” 
[bookmark: _GoBack](Belbin, 2010) 

[bookmark: _Toc12519889]2.2 The importance of two-way communication 
Two-way communication is the most important because it is good to have feedback on the communication received to clarify the understanding of the conversation. 
[bookmark: _Toc12519890]3.4 a communication cycle model
This is a good example of a two-way conversation. Includes a message that could be verbally decoded to the receiver, which then formulates to feedback, understood message is then decoded back to the sender. 



[bookmark: _Toc12519891]3.5 the Shannon-weaver mathematical model, 1949


This is an example of a one-way conversation where there is no expected response or feedback. It shows the possible barriers where communication may be lacking or misunderstood. Information source is the communication which is then transmitted through the channels which is how the receiver would understand the message for example by hearing with any barriers that may interfere, for example environmental noise then the receiver would have received the full message that brings it down to the destination. 


[bookmark: _Toc12519894]1.4 Recommendations 
Terrance must put ways of improving in place. A Belbin team role test can be undertaken to help with roles and the structure of the team. A rota would be a good start with organisation and having all employees put their availability. 
[bookmark: _Toc12519895]1.5 action plan 
	Recommendations 
	Who is responsible for actioning ?
	To be completed by 
(date)
	Costs incurred ?

	Recommendation 1. 
Introduce Belbin team roles tests to help with team roles and team structure. 
	Terrence 
	6 months 
	£45 per person 

	Recommendation 2. 
Putting up a rota for every member of staff. Creating a pattern and controlling organisation. Availabilities with staff can be identified. 
	Terrence 
Employees 
	1 month 
	No cost 
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