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EXECUTIVE SUMMARY
This report was commissioned to provide a clear understanding on communication within the workplace in a store owned by Terrance Thomas within a case study. 
The research takes on a high approach on the importance of effective communication within the workplace, the importance of a two-way communication and how the application of teamwork theories such as Tuckman and Belbin can improve the teamwork within an organisation. By applying these steps within the workplace, a team should have a minimum rate of communication issues reduced to none such as miscommunication problems, thrust worthy issues and applying for different roles conflicts. 
In simple terms, teamworking within the workplace is all about the understanding with various types of people, getting agreements settled with them, leaning on one another to fulfil a demand and last but not least relying on support of each team member towards the company’s success.
Recommendations for effective team working and a high success rate in a team will be reflected on each individual on improving their communication skills such as taking individual courses on communication and teamwork and developing their basic skills already possessed.
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1.0 Introduction
The simplest definition in the word teamwork is the combined action of a group especially when effective and efficient.
Whenever it comes to human teamwork, there are various things needed to be considered if the efficiency and effectiveness of teamworking would reach its peak such as: communication skills, social skills and problem-solving skills. 
Communication plays out a big role when it comes to teamwork. It is one of the biggest tools if not the only tool of the upmost importance in teamworking when it comes to a company or a business achieving success. The key elements of the communication are that the information, passed on by the transmitter towards the receiver, needs to be honest, clear and easy to understand. There are two ways of communication: verbal and non-verbal. The verbal communication can be face to face or by phone whereas the non-verbal communication can be by media, texts (such as a short message system), advertisings and body language.
Misinterpretation of the communication can be one devastating tool to lead a business on the brink of its collapse, therefore it is extremely important that the communication must be executed flawlessly and easy to understand to avoid such circumstances. 
Listening is yet another important tool in the teamworking roles as the ideas and concepts are formed in the mind of the receiver thus perceiving the outcome of the communication itself. 
Teamworking can be hard at times, but, if achieved, the company or business should have no problems tackling problems and resolving them in their minor state before escalating any further.
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2.0 Findings
2.1 Team formation
Whenever it comes to teamworking, there is an extremely useful model called Forming, storming, norming, performing, adjourning developed by Bruce Tuckman that would benefit immensely any team in a company. Forming is the stage in which most team members are positive and polite, but also shy and do little to no effort to express their true feelings towards one another. Some are anxious about the tasks before them with little knowledge about what’s ahead and this stage may take some time as people get to know one another. Clearly, Terrance Thomas has not introduced the team to the forming process, otherwise the team would be more structured and would have more integrity and the team shifts would have had a more established time schedule in the working shift patterns. In the Storming stage people are frequently having arguments about their tasks and who occupies each role. Some may question the team’s role while others may resist taking on tasks. This is where Terrance Thomas must shine the most as a team-leader. He must possess high skills in communication as people are constantly arguing in the store and to appease each and every member of the staff regarding their job roles as they do not yet see each other as a team but more as fractured unstable individuals regarding their tasks. In the norming stage the spirits calm down, differences are set aside between the team members and know one another much better and trust between them sets in. The team leader in this phase does not require maximum effort as he would only provide support in handling tasks, giving extra training to the staff requiring it and executing a more established time schedule regarding the working shifts. The next stage is performing and in this stage is where the team often operates their tasks at the highest peak level with a high efficiency and effectiveness. Terrance Thomas in this phase would require minimum to no effort at all as he would only encourage high achieved performances, rewarding everybody for their jobs well done and supporting the team with advices when the case would present itself. Adjourning is the stage that inevitably comes after a certain amount of time has passed. It is the stage where some team members must leave the team due to various circumstances (i.e. project teams exist only for a fixed time period and even permanent teams may be disbanded due to organizational restructuring circumstances or other means). The team leader must have a long-established point of view even from the norming phase. Terrance Thomas must realise that not everything will last forever and at some point some members of his staff will either be disbanded or leave the company on their own due to personal reasons in which case he must reach an consensus with himself that every member of the staff can be replaceable.
2.2 Team roles
The lack of useful business tools proves a difficulty for Terrance Thomas to run the shop while maintaining his business at optimal levels. Such a tool would be Belbin’s theory called The Nine Belbin Team Roles. Divided as the team of Terrance Thomas is, by applying Belbin’s theory in this matter, can only improve the team’s efficiency and establish a more coordinated work pattern. The theory can immensely improve the tasks that each staff member has by offering a more reliable and suitable role to each individual. Once this has been done, discussions and agreements will inevitably take place as to how make an improvement on the shift patters, how to digest and solve problems more easily before becoming bigger problems and ultimately lead to a better communication amongst the staff. Belbin’s theory is structured into nine team roles of which all of them possess both strengths and weaknesses: resource investigator, team worker, co-ordinator, plant, monitor evaluator, specialist, shaper, implementer, completer finisher. As there are no roles in which there 
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are without weaknesses, Terrance Thomas must find the roles to the staff which suits them best and 
although some members of the staff may fill in multiple roles, they will still be required to communicate, discuss and agree on the roles between them which will ultimately deliver and set the goals of the store to a more suitable outcome.
2.3 The importance of communication
Communication is clearly scarce in Terrance Thomas’s store. The communication must be concise and easy to understand between members of the staff if the store can run smoothly. One of the main issues is clearly amongst the communication between the managers of the store as they take on new employees and providing different training as per manager. This can ultimately lead for the new employees to a more unstructured team and thusly destabilizing the integrity of the store. Should communication between the managers on the phone fail, there will always be communication face to face which is more suitable and beneficial to the store’s thriving. When dealing in a non-verbal communication such as texts, the message the transmitter passes on to the receiver might not get through fully due to the nature of the first impact the receiver gets as the transmitter cannot be present to explain the message thoroughly, whereas delivering the messages in first person face to face could easily facilitate the understanding of the message by multiple explanations of the initial message to the receiver. In Terrance Thomas’s store, the staff must learn to communicate effectively, thus surpassing any small obstacle that comes their way before it becomes a major issue to deal with. By communicating effectively, the managers of the store could have more confidence in themselves in the future and, in doing so, they will get the upper hand when it comes to employability of new staff by delegating them and assigning them to the task much better to suit the needs of the store. Also, if the managers will gain new confidence, that confidence can also be passed on to the staff in the store which will lead to more credibility, trust and social understandings thus ultimately leading to the performing stage of the entire business. 
2.4 Action plan
A business cannot be managed in disarray. Therefore, an action plan must be implemented if the business itself can be raised to the optimal levels.
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	Objective
	Action/Activity
	Target 
	Status
	Starting date
	Time frame
	Outcome

	1. Plan meeting with whole staff
	Establishing and assigning suited roles to each staff member
	Ensuring that staff clearly understood their roles
	
	01/08/2019
	1 week
	

	2. Plan meeting with managers
	Figuring out why there’s a lack of communication between the managers
	Eliminating barriers of communication between managers
	
	08/08/2019
	2 days
	

	3. Giving training courses to staff 
	Handing out new training courses to staff for every department in the store
	Ensuring training is done so that the work is dived equally in the teams by rotation
	
	10/08/2019
	3 weeks
	

	4.Meeting with staff
	Discuss shift patterns more suitable to staff
	Reach an agreement with each member of the staff regarding their work schedule 
	
	23/08/2019
	1 week
	

	4.Meeting with staff
	Discuss innovation ideas towards the benefit of the store
	Reach agreements without conflicts
	
	30/08/2019
	1 week
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3.0 Recommendations
Terrance Thomas, being in charge of a rapidly expanding business, needs to understand how to delegate each member of the staff into different and more stable teams by applying various business models such as Tuckman’s and Belbin’s theories, while also maintaining the integrity of the store by developing his own communication skills through various communication courses. 
Meetings must be appointed more frequently with the managers of the store and reaching agreements in order to maintain a more suitable constant variable to the store. Trying to develop more suitable and thriving ideas at these meetings is a key towards success, not only for Terrance Thomas, but for the entire staff as well. Trainings must be applied more frequently to the whole staff in order to expand the necessities of the store; understanding each and every member strengths and weaknesses and using those weaknesses to turn them into opportunities and ultimately shaping them into strengths; thinking outside the box and long term to ensure longevity of permanent and temporary staff alike; ensuring optimal understanding of emotional levels towards the staff as this can be a powerful tool towards the store’s benefits as it can also be its downfall.




















8
4.0 Conclusions
Whenever a team operates at optimal level, the end result will always be a more fulfilled one than to that of a single individual mainly because teams can tackle bigger problems with less effort. Members of a team always rely on each other to complete the task at hand by communicating properly with one another, trusting and carrying out the demands to their very end. Around the world there are many teams formed that are well structured, have integrity and are performing well and the majority of these teams owes their success to key model principles and theories like Belbin’s team roles and Tuckman’s forming, storming, norming, performing. The fact has always been and will always remain that although teams may perform really well on their own, they would not be complete without a well-organized team leader with high skills in communication, problem solving and social skills. 
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