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Introduction.
The purpose of this assignment is to write a 2000-word report on workplace communication using a case study as a guide. As business consultant I'll be able to articulate the reasons
why a company needs excellent communication. In the report, I will first define successful communication and then discuss why it is crucial for business. I will also discuss the advantages and disadvantages of both verbal and nonverbal communication, which I will do by doing research and learning about both methods of communication. Second, I'll go through what two-way communication is and how important it is by explaining its advantages and cons. I'll assess productive ways to communicate in the workplace in the report as well. Finally, in order to enhance cooperation inside the organisation, I will explore Tuckman and Belbin theories of teamwork. I'll provide a list of suggestions, a list of action plans, and conclusions throughout the report.


[bookmark: _Toc110861303]1.0. Teamwork theory Tuckman and Belbin.
The most effective approach to get things done inside a company is to work together as a team. A collection of individuals who cooperate in order to successfully complete a task is known as a team. This might be a very disheartening endeavour in terms of producing anything of worth within the scope. A theory of teamwork generates a means for grasping particular patterns of behaviour, processes, and revenue. Bruce Tuckman taught psychology at Ohio State University, where he was known as Professor Tuckman. Over the course of more than fifty years, Tuckman's study has covered more than fifty years, making him one of the most well-known intellectuals in history. Tucuman theory has taken hold in a variety of organisations throughout the course of time. According to Tuckman, the only way for a team to mature is to take on difficult tasks, collaborate to find solutions to difficult issues, and produce tangible results. Formation, storming, norming, and performance are the four phases of development, respectively. 
When a team initially comes together to form, everyone is anxious since they don't know each other very well. This is the "forming" stage. They need to spend more time together in order to get more familiar with one another, which will help them be more comfortable while working together. 
Tuckman thinks that during the second step, which is called "storming," each member of the team shares their views and decisions about how to handle any difficulties. 
The third step is called the norming stage, and it is at this stage that the team comes to trust one another and communicate efficiently with one another. 
The last stage of development is known as performance, and it is at this stage that a team begins to assist each other and is able to manage and make choices on their own independently. 
A well-known British researcher and management theorist, Belbin is noted for his work in the field of team management. The nine jobs that make up a team are split up into three distinct categories according to Belbin's thesis. The implementer, resource investigator, plant, monitor, and coordinator are the nine responsibilities that make up this system. It is essential that these nine jobs be filled in order to guarantee the highest possible level of performance and efficiency from the team. Shapers are extroverts and challenge assumptions. Implementers contribute to the team by bringing self-discipline and getting things done, yet they might be reluctant to change. Completers and finishers are responsible for paying attention to the tiniest of details and ensuring that everything is done correctly. The role of a team coordinator is to direct, listen, delegate, and provide peace and order to the group. Team employees are expected to help their colleagues and negotiate in a courteous manner; however, they may get stalled when faced with choices. When it comes to developing outside relationships, resource investigators rely on their optimism and curiosity, yet they may easily forget to maintain their scepticism. The plants provide the most novel ideas and potential solutions, many of which challenge established norms. Monitor assessors will conduct an objective and severe analysis of the team's available choices. Even if they are experts in their field and uphold the highest professional standards, specialists may overlook the most crucial aspect of the problem. 
According to the case study, Tuckman and Belbin's idea of teamwork is very significant for enhancing the level of cooperation in organisations. Because there are no managers present during night shifts to ensure that the shift and everything is controlled and running smoothly, the employees are required to meet with the managers more frequently in order to discuss any issues and problems that may arise. This is especially true during night shifts when there are no managers present. There are presently no team workers there to help their co-workers inside the workforce; as a solution, they should think about using storming, which is described in Tuckman's theory. Teamwork is another significant problem that has been uncovered within the case study. Because of the lack of effective communication that exists amongst members of the organisation, which leads to significant challenges and obstacles, the organisation will need to use Tuckman's norming theory in order for it to progress toward its goal of being more effective. The supervisors are required to make more frequent appearances in the shop, as well as to organise more meetings with the staff members, in order to make choices, improve their communication skills, and discuss their particular thoughts on the organisation.

[bookmark: _Toc110861304]2.0. Effective communications.
Communication that works It is critical for the organisation and many areas of business communication. The capacity to create business communication is one of the primary principles of successful communication. 
It is the process of exchanging information, ideas, emotions, and views that constitutes effective communication. It is important not only to be able to communicate, but also to be able to listen, hear, and comprehend what the interlocutor is saying. This is more than simply transferring knowledge; it is about understanding the excitement and purpose underlying the content. Effective communication in the workplace allows individuals to communicate more with one another and form strong teams in order to make decisions and solve issues. It is also advised for efficient communication to talk at the same rate and tone as the interlocutor, as well as to adopt the same posture. 
Employees must be able to effectively explain corporate policies to customers as well as any inquiries regarding services and goods that have been requested of the staff. It is critical to speak well in discussion in order to achieve your aim. I will explain verbal and nonverbal communication, which will demonstrate how to comprehend people, listen, and then make the best option to resolve any problem with the individual you have with.
[bookmark: _Toc110861305]3.0. Verbal communication.

First, stage is verbal communication, which is the exchange of information between individuals via speaking. For example, communication that employs spoken words to convey a message, improving your verbal communication skills to develop a stronger connection with your co-workers and managers, etc. There are two forms of verbal communication: oral communications and written communications.

Oral communication.
In addition to voice chat, video calls, group consideration, and interviews, face-to-face discussion is the most effective means of communication. On the other hand, there are far too many different sorts of written communications.

Written communication. 
Communication also essential in businesses; examples of this kind of communication include emails, reports, job descriptions, faxes, and letters; when these things are in place, it is much simpler to get and exchange information. 
Written communication has several benefits, including the fact that it is simple to transmit any information without having to meet in person, which saves both money and time. Another benefit is that it is simple to check the validity of any messages or information if there is any misunderstanding. 
Written communication has several drawbacks, some of which include the fact that it is time-consuming and costly due to the waste of pens, paper, printers, and other office supplies. Additionally, the receiver is unable to make decisions quickly, which delays the time it takes to get feedback.
[bookmark: _Toc110861306]3.1. Non-verbal communication 
Nonverbal communication is the sending and receiving of information without using words. Face, body language, touch, silence, gestures, proximity, and personal appearance are all ways that people talk to each other. Only 7 percent of nonverbal communication is done directly through words. This means that 93 percent of communication is done through facial expressions and body language. It can also show that someone agrees with what we're saying. For example, when we talk to someone, our facial expressions show how we're feeling. This could be a sign of anger, sadness, disgust, fairness, or surprise, depending on how we're feeling at the time. Also, the most important thing we can do to make ourselves more likeable, warm, and friendly is smile. 
Body language is another form of nonverbal communication. It is used by more than half of the people you talk to. Body language is how parts of the body and the face move. People use body language all the time in social situations and in business. Body language is the movements and gestures that people make to understand or send a message to others. This can be done with smiles, posture, and eye contact, among other things. For example, it's important to smile because it shows excitement, a positive environment, and interest in another person. 
The way a person stands, and acts shows how confident they are. The way you stand is one of the most important communication skills for an organisation because it shows that you are sure you can solve any problem and are more professional. 
Eye contact helps people understand what each other is trying to say. It is very important to look someone in the eyes to show that you are paying attention. Listening is a key part of communication in our personal lives, and it's also very important at work with co-workers, managers, and clients.

[bookmark: _Toc110861307]4.0. The importance of two-way communication.
A transmitter transmits information to a receiver in a two-way connection. Effective and full two-way communication is achieved when the recipient gets the message and then sends a response including the received message. Two-way communication is crucial since it fosters employee recommendations and guarantees work happiness. This assists managers in motivating staff and making better choices to achieve organisational objectives. By expressing their views and opinions, it helps workers, employers, and consumers to discover and resolve any difficulties or problems that may arise in organisations and enterprises. 
The benefits of two-way communication are that the reviver receives feedback and feels more engaged and motivated in the process. It allows them to converse and ask questions without having to plan a face-to-face meeting. Additionally, it enables the sender and recipient to collect information and make modifications together. 
The disadvantage of two-way communication is that everyone has their own opinions, which can lead to complications. In addition, it is exceedingly sluggish and time-consuming since the receiver must offer input and may get the information late, causing significant delays. The sender may grow frustrated since they must prioritise the recipient's desires above their own. Immediate action is required, therefore there is no time for argument.
[bookmark: _Toc110861308]4.1. Effective methods of communications.
Effective communication techniques include spoken, written, electronic, visual, audio, group gatherings, notice boards, and text. Effective communication opens up opportunities and fosters solid connections in the workplace. 
Using efficient communication approaches promotes leadership with workers. 
Effective ways of communication that may be employed in this case study include management holding open meetings with workers to discuss ideas. They might also send emails or utilise group chats to quickly communicate information. John Smith, the owner of a medium sized health food store in Swansea, should speak with each of her workers one on one to ensure that they understand. This makes the situation more professional and helps the employees feel appreciated. Managers must also listen closely to team members via two-way communication.
[bookmark: _Toc110861309]Conclusion.

Through my studies, I've learned how critical excellent communication is in daily life and how significant it is inside an organisation. Both things are very vital. People's lives and enterprises' chances of achieving their objectives are improved because of its favourable effects. Communication between individuals also relies heavily on both verbal and nonverbal exchanges, which are extremely important. Tuckman and Belbin’s theory’s shows how important is to work together as a team and how effectively achieving goals.
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