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Executive Summary

For this report an answer will be provided for Janet Williams using Tuckman’s theory (1965), this will include the description of ‘forming’, ‘storming’, ‘norming’, ‘preforming’ and ‘adjourning’. Each one will contain descriptive information that will assist Janet Williams and to solve the problem with her and her colleagues. For example, it could be made up of needing leadership, or perhaps norming which could be the most important one for Janet Williams with her problem as it requires all colleagues to come to an agreement or disagreement therefore communication is needed. Aside from using Tuckman’s theory (1965), Belbin’s theory has been put in place too for Janet Williams matter as it seeks out what roles best suit who and perhaps it may put the colleagues at ease may feel to open to Janet Williams. Shannon and Weaver, they have 4 key components consisting of sender, encoder, noise and receiver. As for communication it is important that to form communication in any way possible as it is a sign of respect and diversity is not a problem with Janet Williams.
For an example, in some cultures they believe do not speak until you’re spoken to so it would be great for Janet Williams to take initiative to form communication with her colleagues first. It’s best believed the use of Tuckman’s theory (1965) and verbal communication in order proceed anyway of to start familiarising yourself with your colleagues and proceed to work in normal and perhaps better working conditions now a solid communication have been formed.


Term of Reference
Been asked by my tutor Melanie Squire to solve a case study for Janet Williams.
Procedure
Aim: To solve Janet Williams problem with communication with her colleagues.
Sources and materials:  I will be using secondary data and sources from theories such as Belbin and Tuckman and other models.
Steps: I will first discuss about the topic in the introduction, then the use of Belbin’s theory, then the use of the Tuckman’s Theory, then discussing other models which consist of Shannon and Weaver and some others. Then I will be discussing the importance of verbal and non- verbal communication, after I will discuss the conclusion of the case study and lastly the recommendations.









Introduction 

A case study about Janet Williams has been given and is in hope of finding ways of solving how to communicate with new colleagues in order to work normally and efficiently. Data is gathered from multiples theories/ models in order to find a solution for Janet Williams and hope to work like she used to and hope to create a great work environment surrounded by communication from colleagues. The theories I’ll be using is Belbin’s theory, Tuckman’s theory, Shannon and Weavers models. 

Findings

Using Tuckman’s theory (1965) I will be exploring and find an answer to Janet Williams, the owner of a woman fashion store Swansea city centre. It seems they hardly know other colleagues they work with within the same retailer. Tuckman’s model has four or five stages ‘forming’, ‘storming’, ‘norming ‘and ‘performing’ (Tuckman ,1965) and infrequently ‘adjourning’ (Tuckman & Jensen 1977). 

[image: Tuckmans Theory Of Group Development Ppt PowerPoint Presentation Gallery  Infographic Template - PowerPoint Templates]
Forming is for leadership and direction, there is a high reliance on the leader, there was little unanimity on team goals apart from those set by the leader, individual roles and responsibilities are unclear. The leader must be prepared to answer lots of questions regarding the team's mission, goals, and external relationships. 

Storming, a scarcity of agreement when it involves making group decisions. Team members try and establish themselves and therefore their position in correspondence to other team members and the leader, who might receive challenges from team members, cliques and factions may arise, resulting in power struggles. The team must concentrate on its goals to prevent becoming distracted by relationships such as love, and emotional issues. 

Norming the team responds effectively to the leader's guidance in forming agreement and consensus. Roles and responsibilities are clear and accepted. Group consensus is used to create major choices. Smaller decisions within the group could also be outsourced to individuals or small teams. The team talk over and develops its processes and working style. 

Performing the team's increased strategic awareness, it's now clear why the team is preforming what it’s doing, the team can progress towards achieving the goal and attend to relationship, style and process issues overtime, team members take care of one another. The team doesn't require instruction or assistance, team members may approach the leader for help with personal and interpersonal development, the squad doesn’t require instruction or assistance, team members may approach the leader for help with personal and interpersonal development. 

Adjourning has been added last, take the time to celebrate the teams’ achievements, having positive shared experiences will make it easier if you're employed with several the same people again within the future. 
According to Posthuma, Richard; Al-Riyami (2012) stated that the model being compared to an actual case was very successful.



Using Belbin (1981) theory it makes easier for the retailer of Janet Williams to know what roles each employer has and to work out that is best to use Belbin’s questionnaire and to seek out out what role you have got. Belbin’s team roles are created out of 9 team roles; shaper it is highly motivated with many nervous energies and an excellent need for achievement, like to challenge lead and motivate others to take action; can be obstinate and passionate in the face of defeat or frustration; make outstanding managers because they produce action and thrive under pressure.
[image: Belbin's Team Roles Model Google Slides Template Diagrams - SlideSalad]

Plant often enjoys acting on their own removed from other members of the team, they're innovators and inventors, they will usually be highly creative, often tend to be introvert and react greatly to criticism and commandment. 

Co-ordinator they got the flexibility to tug a group together progresses towards a shared goal. They stay calm under pressure, they're mature, trusting and assured they delegate readily. Quick to identify an individual’s talents and use them to pursue group objectives. 

Resource investigators have good communication both with other members of the group and with external organisations, they're natural negotiators, adept at exploring new opportunities. They adept at searching for what resources are available and what may be done. 

Implementers are well organised, enjoy routine and have a practical common -sense and self-discipline, they're reliable and hard working. Team worker are supportive members of the team, they’re flexible and adaptable to different situations and other people. They're perceptive and diplomatic, good listeners, they trying to avoid conflict. 

Completer finishers have a good capacity to follow through and a focus to detail, and seldom start what they cannot finish. They’re reluctant to delegate; they like to tackle tasks themselves. 

Specialists are very committed; priorities are to keep up professional standards and advance their own subject. Using all this team roles they'll know, what’s the simplest they will do to enhance and cover the roles between them to attain the same goal. You may use the model to confirm that all relevant team duties are covered, in addition as that any possible behavioural conflicts or weaknesses among team members are handled. Team leaders and team-development practitioners often use the Belbin model to assist create more-balanced teams. The team roles were created to define and predict potential success of management teams, acknowledging that the strongest teams have a diversity of characters and personality types, the theory can also be seen as a counselling method for the teams.



The resurgence of interest in teamwork is thanks to advances in information and communication technology and the way it has permitted changes in work. The responsibilities of teams and teamwork in companies altered as technology advanced (DeRosa, Hantula, Kock, & D'Arcy, 2004; Taborda, 1999).



By using (Shannon and weaver 1960) model this process demonstrates the communication process. Communication is very important in the workplace. The sending and receiving of messages, information, thoughts, feelings. The transmitting and receiving of signals; complex process often fraught with difficulties, it is a 4 key component parts -all must be present, or the communications to be effective must be two-way process.
[image: Shannon Weaver Model of Communication - 7 Key Concepts (2022)]



 This model demonstrates the sending and receiving information through, the type of information, how it is transmitted the channel that is communicated through but there needs to be no barriers to communication, such as background noise or other factors, they might impact on the receiver and that is extremely important, however, the final stage is the message reaching the destination, as I mention this is a two-way process and feedback is needed to ensure the information has been understood. Just to summarise is the encoding, the medium of transmission, decoding the message and feedback that you understood and within management this process should be adopted. 

The sender and the receiver there are responsible for the communication process, the sender is responsible for; ensuring that the message is clear, choosing appropriate language and environment such as language barrier, engaging the receiver ‘s attention, seeking feedback. The receiver is responsible for listening and paying attention, asking questions to clarify they understood and saying at any point the message is not clear. 

 According to( Cipd 2017  )Effective internal communication is important for developing trust an organisation shown to have significant impact on ,employee engagement the culture of the organisation and productivity and to be successful communication needs management support also appropriate communication channels and a clear strategy and evaluation to show that communication methods are appropriate to get the message across, for example many organisations use emails ,internet  many use social media. Employers need to be able to communicate. 

Managers are the front line of communication with employees however all employees play a role in ensuring effective communication. Sharing, listening, learning and collaboration between employees is increasingly becoming key to an organisation’s success and adaptability. 

The process of sharing knowledge and shared understanding from one person to another is known as communication (Keyton, 2011). Personal obstacles develop as a result of a person's frame of reference, beliefs, and values. They shape how communications are encoded and interpreted and are depending on one's socioeconomic background and past experiences. One may also engage in selective perception, either intentionally or subconsciously, or be motivated by fear or jealousy. Certain cultures, for instance, acknowledge in "never question elders" or "do not speak unless spoken to" (Longest et al., 2000). Communication is the act of exchanging ideas, information, and messages with people at a certain time and place. 

Nonverbal communication (such as facial expressions, body language, or gestures), visual communication (the use of images or visuals, such as painting, photography, video, or film), and computer communication are all forms of communication (telephone calls, electronic mail, cable television, or satellite broadcasts). Communication is essential in personal life, as well as in business, education, and any other circumstance in which individuals come into contact. People employ a variety of communication methods in their daily encounters. It is critical that communication be clear and effective. While some individuals employ two-way conveying to ensure that the information is heard clearly, others may have cultural communications hurdles that must be overcome. Understanding the many kinds of conveyance, whether written, verbal, or nonverbal, can be difficult at times, especially if others do not understand how to communicate successfully.



Effective business communication can include both verbal and nonverbal communication. Both differ in a variety of ways based on gender, culture, ethics, and so on. Effective verbal and nonverbal communication should be prioritised in order to minimise conflict as much as feasible. With good communication methods, a business or corporation may be considerably more successful. Eye contact, bodily motions, facial expressions, voice, and posture are all examples of nonverbal communication. All of these are important in the workplace, especially in larger corporations and businesses. 

Nonverbal communication can be readily misinterpreted, resulting in tension or even confrontation. Respect is one of the most crucial characteristics of workplace communication. Leaders may exhibit good feelings such as kindness, trust, or admiration via efficient communication. Leaders should also assist employees in finding good purpose in their daily work lives (Hellreiegel & Slocum, 2011, p. 96). 

Learning to communicate under stress may also improve communication efficiency and is a valuable skill to have. Nonverbal communication is highly reliable in the communication process, so if the recipient of a message is torn between two contradictory verbal and nonverbal messages, logic dictates that we push him toward the nonverbal message and ask him to pay more attention to nonverbal than verbal messages because nonverbal cues frequently reveal the sender of the information's intention and reflect emotional reaction. Communication is the wellspring of cultural and spiritual growth; therefore, a lack of conveyance leads to a relatively stagnant condition in human existence, preventing any form of social progress. 

Good interaction skills are necessary in the corporate environment for three reasons: Ineffective communication can be highly costly at first. If a company does not successfully and efficiently communicate its aims, rules, and laws, as well as its corporate culture, its employees will not know how to be productive at work. Things will not operate smoothly if employees are unable to interact with one another, whether the communication is horizontal or vertical inside the firm. Without effective communication, tasks may not be completed correctly or at all, or work may be completed twice, overlapping each other, which may be inefficient and costly. In all sectors of business, effective communication is critical, at the very least, communication skills such as being able to explain oneself or comprehend others accurately are essential for success and happiness at least in elementary level (Unalan and Tengilimoglu, 2009, 245). 
According to experts in interpersonal communication, nonverbal communication accounts for around 70% of all communication. In other words, just around 30% of conveyance includes the actual words we speak. However, putting the influence of nonverbal communication at 93 percent has been regarded too high, so a safer number is estimated to be about 80 percent—still quite an astounding amount. This suggests that only 20% of the effect of our communication is due to the words we use. Although emotion is a psychological and biological phenomenon, it can only be communicated via communication. 

These communications can be put into practice by developing regular company training until the workplace is more familiar with each colleague.

Schramm’s (1954) model of communication which has its roots from the Shannon weaver model itself. Information is pointless unless it is skilfully put in words and shared with others. Encoding is critical because it commences the communication process by transforming thinking into content. When the information reaches the recipient, his primary role is to comprehend what the speaker is attempting to express. The communication is useless unless and until the second party can interpret or decode the information that the sender wishes to transmit. Thus, encoding and decoding are two of the most crucial aspects of good communication, without which information cannot move between two people. According to Schramm's theory, the two essential processes of effective communication are coding and decoding. He also emphasises that communication is not complete unless the sender receives feedback from the recipient. Consider a person discussing his opinions with a buddy who does not react to him. Is the communication finished? NO. Schramm thought that communication is a two-way street between the first and second parties.



Conclusion

The main issues that are causing problems is lack of communication as we can tell by using reference from within report, such as Tuckman’s, Belbin’s and other theory’s/ models, these models can be utilised for a possibility as these findings are suitable for solving Janet Williams problem.

Recommendations 

After thorough data being examined it’s best believed that to help with Janet Williams problems is the use of Tuckman’s theory (1965) as his models and theory fits well to fix Janet Williams problem, reason being is because norming and forming plays a big part as a good leader will help give ideas in being familiar with colleagues as it has been experienced by the leader before or perhaps happens to know what to do in a situation like that, with norming it requires all the colleagues to participate within meetings and the need to come an agreement or disagreement. Ways by starting communication is best starting off with verbal as it doesn’t show that you don’t want to speak with your colleague while non-verbal might be interpretated as not being wanting to be spoken to.
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