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Effective team working and communication




Executive summary
Communication is an essential aspect of business and workplace. Workplace communications are the procedures of the exchanging information, opinion, and ideas amongst the workforce and establish a better flow of communication within the organization.
The report will cover the notion of communication at the workplace with the case study. In addition, it will also cover the models, theories and principles with support of secondary sources that include journals and books.
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Communication is the concept of sharing information, ideas, and feelings and also creates meaning for reaching a manual understanding. It is an Exchanging idea, messages, and thoughts through human interaction. (Bonvillain, 2019). 
Communication plays an important role in the organization and in its workplace. Workplace communication is an essential aspect of organizational growth, as it enables an organization and its staff to be productive, in order to operate effectively. Employees of the organization can experience an increase in morale and productivity. If they receive better communication, they can share ideas. (Lewis, 2019). 
The purpose of this report is to assess why effective communication is important for organizational growth with the case study. It will also asses the two ways communication and the application of teamwork theories and models.
[bookmark: _Toc13133288][bookmark: _Toc13138097]Importance of effective communication for a grocery store

Communication is an important aspect of any organization whether it is verbal or nonverbal communication. Verbal communication basically involves the sharing of information through spoken words or written words.  It takes the form of human talks, public address, telephonic talks, and other artificial media (Hall, 2019).
While on the other side, non-verbal communication includes body language for instance gesture, expressions, contact, and posture (Hall, 2019). 
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Verbal communication is important for the business and Thomas has to encourage its staff to share knowledge and information with each other, so that they can increase the knowledge and productivity. Verbal communication has various ways of verbal communication such as open meetings, emails and one on one and training. 
Through open meeting manager can make communication as all the staff of the company can receive important information with one conversation of meeting. But before conducting a meeting the manager has to set an agenda or purpose of the meeting, as some authors also state that conducting a meeting without purpose is useless (Hegde, 2019). Through meeting the manager can give all the information. It will be beneficial as most concerned people receive the related information and also put a question regarding this query. One of the principles of communication also states that it is important to know the audience. 
In an open meeting, employees can share ideas and also can give their suggestions at the meeting. As a result, a new innovative idea helps the business. 
In today’s world, the internet and media become a major source of verbal communication (Berger, 2018). The manager of the company also implements procedures to maintain the flow of information. The manager can provide information through the web portal. An employee who works at night can easily access the information through the web portal. Every team of the organization such as the guard team and sales team cleaner team will work together with their team goals and overall organizational goals. 
Expansion of the Grocery store will lead to an increase the HR inventory. Hence it is important for them to get trained by other co-workers and managers.  Effective training sessions help new employees to engage in their work and help them in developing a better understanding of their core job (McCoy, 2018). Verbal communication is very important as employee working at night with no manager on duty, hence through one on one session, the manager can lead to increase the flow of information, majority of employees can be aware also those who work at night can get the accurate information as verbal communication is the least time consuming and effective. Everything cannot be written hence verbal communication can play an important role in the organization at various levels (O'Rourke, 2019). 
Better communication skills of the staff of the company, foster a better relationship with all the staff such as guards, sales team and stock room staff. They would work together for one goal. As a result, this serves the better image of the company and that leads to increase organizational performance and leads to success. There are several models of verbal communication such as communication networks, activity, and communication mean. Through teamwork, the manager can establish effective verbal communication. Some authors analyze the importance of verbal communication, as they state that verbal communication is the sub-system of the huge system of human communication and plays an essential role.
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When it comes to nonverbal communication, it is also important as the increment of non-verbal communication helps an organization to establish a better relationship with employees. According to the research nonverbal communication interact with verbal communication. In the training sessions and meetings, nonverbal communication can help the manager to provide better training with effective verbal communication.  Better body language and facial expression a can have a drastic impact on the employees as negative appearance always leads to negativity in the organization (Pavlenko, 2019). 
Hence Thomas also trained employees to develop their nonverbal communication, so that they can have positive impact on other staff and build trust. 
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Two ways communication is the process where the receiver of the information sends any feedback or information in revert as a reaction to that information (Berger, 2016). With two ways of communication method, the flow can be created from both sides such as information from the sender to the receiver and receiver to the sender. By knowing the employees and their needs, the manager can get to know what kind of work environment is suitable for them. By establishing two ways communication helps to motivate the employee to share their thoughts and encourage them to perform well. 
As most of the employees of the organization working as part-time, hence it is difficult for them to receive information at the right time. Through two ways communication channel the manager can provide and send message to the concerned person. 
Also, the organization has diversely skilled labor as there is two of staff members are a guard and around fourteen of them are sales assistant and three are cleaners, therefore each employee may be required different information related to their core job. Through two ways of communication, the manager can provide required accurate information to concerned people.     
The interactive communication model is also known as the convergence model and example of two ways communication (Hamada, 2017). As the organization has some of the experienced employees and some of them are new to business therefore the component of this model can be implement with the staff members as new employees can ask about any help and information related to their job with the experienced employees also they can give feedback to new employees that what needs to be amended and changes. This will help both to create accurate information and make the efficient flow and increase the productivity of the organization and lead to success.
One more one-way communication model is the transaction model. According to this model of communicating this is based on the exchange of interaction. As employee interacts daily with each other hence each one will be motivated through effective and positive communication. This model also states that people will react according to their experience and skills and attitude, therefore the manager has to motivate employees by giving a reward. Remuneration motivates employees to perform the task and they often work for receiving rewards. Hence the manager can create an effective flow of information by encouraging two-way communications and motivate and encourage them and expand the business in the international market (Mowlana, 2019). 

[bookmark: _Toc13133292][bookmark: _Toc13138101]Teamwork theories of Tuckman and Belbin

According to Tuckman’s theory team building increases the productivity of the organization and employees as well. There are four stages assess by Tuckman’s theory, as he assessed that teams of the employee grow through hierarchal stages from the creation to execute the task. The manager ha to implement these stages in order to create effective teams so that the organizational goal of effective communication can be achieved (Fewings, 2019). Here are these stages:
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This is the first stage of team development hence the manager first has to make different teams of guards, sales assistant, stock room staff and the team of cleaners (O'Brien, 2019). This would help them to know each other and strength and weakness. Hence they can give feedback to each other at their pitfalls. Yet there are some lacking areas such as giving feedback lead to increase conflict among the team. Hence the manager has to hire an experienced employees as a team leader so that other employee can direct report them in the absence of the managers. 
[bookmark: _Toc13133294][bookmark: _Toc13138103]Storming
Tuckman states that people begin to see them as a team, as result it will bring new ideas and suggestions still there are several conflicts that can increase such as employees can form the opinion about their colleagues which lead to increase conflicts and litigation.   
Belbin provide some suggestion, the manager can encourage the employee to listen to their team lead, the team leader will evaluate and analyses the ideas and suggestions from the employees. Better teamwork can help the company to build a better relationship and with this stage. 

[bookmark: _Toc13133295][bookmark: _Toc13138104]Norming
With this stage, every employee will understand their roles and responsibilities. The employee of the company will work together to help each other after forming a good team. The Team will discuss each other and share communication. Hence this leads to developing of improvement process of communication through various departments of the company. The teams will become stronger which will help to improve the better performance by the team. 
[bookmark: _Toc13133296][bookmark: _Toc13138105]Performing
This stage is the last stage of this theory that focuses on performance and relationship. After clearing all the three stages all the employees of the staff will understand the goals of the organization also all the team members will be motivated and very gain knowledge through effective knowledge management processes in the organization. 
[image: ]
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There are several recommendations that a manager can implement, according to their organizational structure. 
[bookmark: _Toc13133298][bookmark: _Toc13138107]Transparency: The manager has to keep the entire employee informed about the company and its general operations. With this, the manager has to provide a little bit of information about all the teams such as guards, cleaners and sales assistants. So that they can inform them of any information related to their operations if they know. The manager can establish an open-door policy so that if any of the employees are having any concern or any question they can go directly to the manager and get their issue resolved (Turaga, 2019).     
[bookmark: _Toc13133299][bookmark: _Toc13138108]Workshops: As the organization has diverse skilled labor form different gender. Training workshops can help employees can play an essential role in teaching workers to communicate in better ways. The manager has to teach employees regularly how to deal with the different viewpoints of a diversely skilled co-worker.  
[bookmark: _Toc13133300][bookmark: _Toc13138109]Better relationships: communication can only be developed when employee starting to trust each other or build trust. The manager has to conduct events, parties, and activities and let them know each other and about their interests. This will help them to build trust with each other. Building trust will help employees to communicate more with them (Jackson, 2019).  
All these recommendations can help the manager to create and increase the flow of communication. As a result, this will lead to an increase in the productivity of the employees and organization and lead to success. 
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It can be concluded that communication is the essential aspect of the organization and thiss leads to the organizational overall success. Verbal and nonverbal communication help employees of the organization to communicate with each other through direct interaction. There are several ways of verbal communication that the manager can use such as open meeting, writing an email and one on one. Nonverbal is also important as it supports the verbal communication. As positive appearance lead the major role while interacting with other employee and exchange information. Two ways communication helps the company as the organization has experienced people and new employees hence they can exchange information and receive feedback. Tuckman and Belbin's theory also states that better communication only can be facilitated through team building. 
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	Communication
	Key messages 
	Vehicle 
	Target audience 
	Owner

	Introduction to effective verbal and nonverbal communication and two ways of communication methods 
	The overview of the new program and its objectives.
	Line management 
	All staff
	Terrance Thomas

	Keeping all the staff members informed of the new policies
	Ad hoc messages 
	Staff briefing, emails, and training session 
	All staff
	Terrance Thomas

	Launch of communication strategy (team building)
	Importance of new change, making teams build employee relations
	Line management 
	All staff
	Terrance Thomas

	Development of Internet/Intranet as a powerful communication tool
	Used to communicate a variety of key messages
	Internet, intranet, web portal-latest news
	All staff
	Terrance Thomas

	Keep staff informed of individual/team performance
	Display of the organizational activities and performance
	Scorecard at web portal
	All Staff
	Terrance Thomas









References
Berger, A. 2., 2016. Theories of Communication. In Messages. s.l. Routledge.
Berger, A. 2., 2018. Media and communication research methods: An introduction to qualitative and quantitative approaches.. s.l. Sage Publications.
Bonvillain, N., 2019. Language, culture, and communication: The meaning of messages.. s.l. Rowman & Littlefield.
Fewings, P. a. H. C. 2., 2019. Construction project management: an integrated approach.. s.l. Routledge.
Hall, J. H. T. a. M. N., 2019. . Nonverbal communication. Annual review of psychology, Volume 70, pp. 271-294.
Hamada, M. a. H. M. 2., 2017. An Interactive Learning Environment for Information and Communication Theory. Eurasia Journal of Mathematics, Science & Technology Education, 13(1).
Hegde, M. a. S. A., 2019. Clinical research in communication disorders: Principles and strategies.. s.l. Plural Publishing.
Jackson, N. 2., 2019. Interpersonal Communication. In Organizational Justice in Mergers and Acquisitions. s.l.Palgrave Macmillan, Cham.
Lewis, L., 2019. Organizational change: Creating change through strategic communication. s.l.:Wiley-Blackwell.
McCoy, A. a. M. D. 2., 2018. Training education professionals to use the Picture Exchange Communication System: a review of the literature.. Behavior Analysis in Practice, pp. 1-10..
Mowlana, H. 2., 2019. Human communication theory: a five-dimensional model. The Journal of International Communication, 1(31).
O'Brien, J. 2., 2019. Forming powerful MBA teams using Lego architecturE. journal of Applied Learning and Teaching, 2(1).
O'Rourke, J., 2019. Management Communication: : A case analysis approach.. s.l.: Routledge..
Pavlenko, A. 2., 2019. The Verbal Communication of Emotions: Interdisciplinary Perspectives. Su. (Re) constructing Gender in a New Voice. A Special Issue of the Journal of Language, Identity, and Education, p. 317.
Turaga, R. 2., 2019. Effective Communication in Organizations.. IUP Journal of Soft Skills, 13(1), pp. .63-69..







Bibliography
Barnett, E., 2017. Why is communication important? You asked Google – here’s the answer. The Guardian, 8 March. 
 Belsan, 2014. The Theories of Team Building. [Online] 
Available at: http://teamworkdefinition.com/theories/
[Accessed 2 july 2019].
Help Guide, 2019. Nonverbal Communication. [Online] 
Available at: https://www.helpguide.org/articles/relationships-communication/nonverbal-communication.htm
[Accessed 2 July 2019].
Brewer, K., 2016. Let your body do the talking: how to inspire and impress at work. The Guardian, 8 February. 
Freeman, H., 2009. Actions speak louder .... The Guardian, 15 April. 
Kermode, R., 2016. Three ways to improve communication skills at work. The guardian, 6 June. 
Taylor, M., 2014. Supermarkets could play a vital role in strengthening communities. The Guardian, 13 January. 



image1.png
Belbin Team Roles: Summary

Plant: innovators & ideas. Prefer to work alone.

Thinking-Oriented

Monitor Evaluator: Separate good ideas from bad
Roles

Specialist: skills in a specialist jol

Shaper: Challenge norms, take lead, push team
Action-Oriented

Implementer: Executors of plans
Roles

Completer Finisher: Complete the fine details

Coordinator: Natural team leaders

People-Oriented
Roles

Team Worker: Diplomats, keep team cogs turing

Resource Investigator: find external resources

www.expertprogrammanagement.com




