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Executive Summary 
As a business consultant employed by Sarah Davies the purpose of this report is to analyse how to maintain effective teamwork and communication in the workplace. The report outlines the importance of communication for the continued success of the business and key elements on how to structure the company’s growth. Also includes team work theories on how effective teamwork is the secret behind growth and success.
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Introduction
Sarah Davies is the owner of a large discount store located in the city of Swansea. The business has grown rapidly and only a year ago resembled a small convenience shop, the intension of this report is to look at the options Sarah has for the continued success of her business. Effective communication is very important within any business or organisation, it is crucial for a business to foster a good working relationship between the employer and the employee. Effective methods of communication will help keep a strong relationship between staff and customer it will demonstrate respect and create a motivating environment, communication is the art and process of creating and sharing ideas, (Anon, 2012). In an organization a two-way communication is essential, they can help reduce absenteeism amongst workers and increase their productivity through proper communication. Good verbal and non - verbal communication is a must, for any individual for understanding and listening to others. (Mehrabian, 1981) classified the elements of the messages are: 7% words that are spoken ,38% the way that the words are said and 55% facial expression and body language. The report also includes the importance of teamwork theories, (Tuckman and Belbin) can improve in the organisation.
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Main Findings
Effective communication is important for any business or large organisation, it is something that helps managers to create a friendly environment were people can speak freely. Communication is one of the basic features of management that will organise a group of people, planning, motivating and controlling. Communication can be done in many different ways that will help Sarah to engage with her employees such as emails, formal presentations, telephone, networking, and talking. Sending emails to all employees regards to company changes, important dates, bank holidays this will help staff to be organised know their responsibilities and have knowledge about the company and its changes. Communication also helps in building people’s attitude, being friendly, and helps making decisions to solve a problem or come up with a solution. According to a recent study, (Charter College, 2018) companies with good communication practices are three and a half times more likely to outperform their competitors, Good communication builds good teams. In a survey conducted by the Katz b Business School at the University of Pittsburgh, found that the most important factor in selecting managers is communication skills. 
Communication Cycle 
Berlo’s Model of Communication 
[image: ]

Whilst Grey (2005: 56) concludes that “management is really about control.”
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Findings
The importance of two - way communication is how management use the communication skills, the sender which is the manager need proficiency in delivering and receiving information. It is their responsibility to maintain effective and efficient communication and decide how to send the message through the channel. There are two types of channels, the verbal and non-verbal communication. Verbal communication is spoken messages that we share with others such as organisational meetings, handover and telephone. Non-verbal communication is sharing information without using words to encode messages. The receiver the person to whom the message is sent understands the message then the process of decoding the message begins. At this stage it is very important the message is received effectively by the receiver so they can interpret the message efficiently, for example when reading a message, or doing a presentation you should take time to read it carefully and avoid distraction. Communication cycle is when managers have knowledge and understanding of how the process works, effective communication is important in an organisation because it creates mutual understanding environment between the management and employees. It also helps in increasing the employee’s productivity. ‘when the team is managed by coaching, the job gets done well and the team develops at the same time.’ I Sir John Whitmore’
Employee voice is the process which employees express the needs and preferences at work, the main advantages of developing an employee voice are: it increases employee engagement and productivity, by having a voice in place every year you may find solutions to business problems, it encourages effective decision making and drives innovation and it helps employees to feel that their opinions are valued.
From a business perspective, effective voice contributes toward innovation, productivity and business improvement .Heery, E., & Noon, M. (2009).
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For example, by doing a voice you can create a SWOT analysis you can see were your business is doing well and were it needs to improve. by the economist Albert Hirschman. Exit involves leaving the organization, voice involves expressing discontent within it in order to obtain the resolution of grievances, and loyalty involves tolerating grievances out of a sense of duty. 
Effective methods of communication
Effective communication is critical to any organization and can help it in many ways, specific to this case study communication is vital for the organisation as it will continue to build strong relationship within the employees and its customers (Matson, 2017.) For example - open meetings, will create a motivating environment and gives a chance for management to communicate effectively on the daily task and goals to be achieved also what they feel about the team and its performance. In official setting, communication via email remain potent. It will enable you to send messages to members of your team without pulling them out the workstations this can be time efficient for the business, also it will keep employees more engage with the business and its changes. Communication via training-
Training should be tailored towards communicating certain information to your team members. Most employees take training serious, especially when it’s part of their appraisal.
Another way of learning effectively can be using presentations like Microsoft PowerPoint to communicate with your team, some people grasp messages easily when pictures and sounds are involved. It will also employees the opportunity to refer back to it if they aren’t clear about certain things. Eisenhardt et aL (1997) found that a balanced power structure is a necessary component of effective management team decision making.
Communication, can be used as a management tool for instance, is frequently seen as one of the many things present in organizations, it can help with decision making, workforce direction, leadership, and along with structure of the business. (Deetz, S. & McClellan, J.G., 2011).  
Non – verbal communication when communicating to employees 
Nonverbal messages signify who we are and our artefacts, (e.g. the clothes we wear) our nonverbal presentations modes, and the interpersonal spaces we claim for ourselves. (Ting –Toomey 199: 115)
Written communication is one of the most common format used when communicating with employees, Written communication includes emails, letters, memos, proposals, letters, training manuals, policies and social media. Verbal communication includes face-to-face communication, both individually and in groups, and multiple channels, the phone and teleconferencing tools. According to Ekman (1982) the main facial expressions are those for happiness, surprise, fear, sadness and anger. 
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Facial expressions are an important source of feedback within the interpersonal communication. Effective written communication is essential to convey the message clear and in a professional manner so it can be understood correctly and they can underline a certain point in the message, so when it comes to feedback they can reinforce what is already being said. The key to verbal communication is being clear with tone of voice and be focused, facial expressions it is very important to get attention of the audience. Good verbal and nonverbal communication will deliver results to a business, employees will show loyalty and respect as well as maintaining an effective team working environment.
(Tuckman, 1965) theory on how to create and maintain an effective team would be beneficial to Sarah to ensure both stores are run smoothly. The Bruce Tuckman’s theory can be effective this includes:
· Forming: Management need to get to know the employees, tasks are allocated to establish a team best of the knowledge.
· Storming: This is one of the most important stage as the team may fail to deliver task, so from a manager perspective you need to identify any conflicts within the team.
· Norming: At this stage people establish themselves within the team, show loyalty and respect with one another. Employees develop a stronger commitment to the team goal, management can also coach and help others to facilitate the team.
· Performing: At this stage you need to be delicate and creative to archive goals, work rate leads the way to achievement of the team’s success. The structure process at this stage is very important for the business.
· Adjourning: recognition of the team to be successful and maintain an effective team. E.g. feedback or monthly reviews will help review team’ s performance.
Dr Meredith Belbin (1993) identified nine such team roles that underlie team success, he defined a team role as "a tendency to behave, contribute and interrelate with others in a particular way" 
The nine team roles included: Shaper, Implementer, Completer Finisher, Coordinator, Team Worker, Resource Investigator, Plant, Monitor-Evaluator, and Specialist.
Knowledge on Belbin’s team roles model can help management identify potential strengths and weaknesses within the team, it can also make it easier for managers or team leaders to overcome conflict between co-workers and understand and appreciate everyone's contributions. Belbin Associates (2012-15). 
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The essence of a team is a set of players who have a reciprocal part to play within the business, and who are dynamically engaged with one another (Belbin, 2010). It is very important for management to put the right people in the right place, for example if you have too many shapers in your team it will create confusion in the workplace.

 Conclusion
The report concludes that effective communication is very important within any business or organisation, it is crucial for a business to foster a good working relationship between the employer and the employee. Communication is one of the basic features of management that will organise a group of people, planning, motivating and controlling. The importance of two - way communication is how management use the communication skills, the sender which is the manager need proficiency in delivering and receiving information. by having a employee voice in place you may find solutions to your business problems by doing a SWOT analysis. It also encourages effective decision making and drives innovation and it helps employees to feel that their opinions are valued. The report also outlines use of Tuckman’s theory on how to create and maintain an effective team to take your business forward.  knowledge on Belbin’s team roles will create a friendly working environment were people can speak freely, and that success is through teamwork.
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Recommendations
> Intranet as this will keep employees more engaged with the businees 
> Regular or weekly team meetings will help employees complete the daily tasks        effectively, it also gives the team to share the point of views and ideas. Short meetings will be time efficient for the business.
> Reward and Recognition of your team to be successful will deliver results to the business achieving the goals. It will increase employee involvement, motivating environment, and improves quality of product and service. For example, you can have monthly incentives to reward your co-worker of the month.
> Open communication between employees and management can avoid conflict in the workplace, employees will then show loyalty and demonstrate respect with one another (Mcquerrey, 2018).
> Management Review- this is an important tool to give feedback to employee’s performance, it will help management to comment on strengths s and weakness, set new goals and when to be achieved by, it increases employee job satisfaction and motivation. According to Thompson and Strickland strategic management is an ongoing process: ‘nothing is final and all prior actions and decisions are subject to future modifications.’ ording to Thompson and Strickland stratPPPPegic management is an ongoing pr   > Recruitment – Sarah has two options to structure her additional store, recruit a manager internal as this will be cost saving and someone who has already experience within the organisation or recruit someone external with more experience. According to Thompson and Strickland strategic management is an ongoing process: "nothing is final and > Team leader or shopkeepers in departments can keep track on individual performance.
Actions
· HR department has option to recruit manager internal or external for new store, internal recruitment can be cost effective for the business
· Management to undertake reviews on employee’s progress, this should be done every six months. 
· HR or Management to recruit Team leader position for department, asap
· Intranet system to be in place this can be done by the marketing department or the company owner
· Team Leaders to keep track on individual performance and progession, this can be then fed back to management
· Open meetings and daily task to be set up by management, this should be done at the start of every shift.
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