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[bookmark: _Toc530999782]Executive Summary
This report on communication within the workplace is written to help Sarah in maintaining effective communication and teamwork in her organization. By referring to different communication models and recommendations Sarah will understand the importance of verbal and non-verbal communication and how   two-way communication can be as effective. The report will highlight on communication in the workplace. It has been recommended that Sarah will need to produce. An action plan detailing the necessary action required along with those responsible and costs in communication and improve teamwork. A communication policy will also need to be introduced along with regular manager meetings. 
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[bookmark: _Toc530999784]INTRODUCTION 
 As a consultant I have been asked to improve effective teamwork and communication in the work place. Communication is important for the development of any organization and can help Sarah to maintain an enjoyable work environment thus allowing the store to continue with its growth and continued success. Communication could be seen as the foundation of a business and can help Sarah with the more basic functions of Planning, Organizing, Motivating and Controlling. Communication skills are both important for employers and employees as it will help with any problems that arise before they become an issue and also ensure that all involved have a better understanding on the direction of the company and its goal.(Michel Page) states that good communication by employers will help build trust making for better productivity and higher morale will be achieved throughout the organization. Due to the rapid expansion of the discount store it is vital that Sarah maintains excellent communication with all employees as the staff will need to be kept in the loop for the business to continue to grow. It will be important to find a way to communicate with all current staff across all shifts and the member of staff on maternity leave as the varying hours will make it difficult to speak to all staff on a regular basis. I believe Sarah would benefit from fortnightly meetings with her 2 managers and ensure that those managers also hold regular meetings with the staff team. These meeting will help in raising the staff morale and gain feedback and recommendations. The meeting would also highlight any negativity or grievances that could arise allowing Sarah to resolve these issues quickly. These meetings would also feedback to Sarah any customer feedback as the sales assistants are the face of the company and get to communicate with the customers on a daily basis gaining invaluable feedback. Sarah will need to be upfront and consistent with what she expects of her team otherwise she risks staff negativity, errors and unhappy staff and possibly customers. (Covey, pg271 states) Good communication will help to synergize the team and this will help to solve problems sometimes to form good staff teams and increase the staff loyalty, an employee is far more likely to promote your company and help it succeed if they feel appreciated and needed. The staff should also feel comfortable taking any ideas and suggestions whether positive or negative to their line manager, this would be far more frequent if they feel like part of the team and that their feedback matters to the development of the company. Wherever possible Sarah or her two managers should always ensure that their staff understand all responsibilities and tasks delegated to them to ensure there is no confusion which will then allow for everything to run more smoothly.
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[bookmark: _Toc530999786]Communication Cycle

As can be seen from the argyles communication cycle Messages are a two way means of communication starting with an idea occurring by seeing someone to confirming the message is understood by means of questions, eye contact and body language. (studymode.com 2013)
Lawry (2012) States There are 3 styles of listening models that are used and depending on the person’s mood at the time will determine which way the person is feeling these are.  
1 Combative or competitive listening
This is used to put your point across and pick flaws out of what the sender is saying which is a bad way of communicating because you’re thinking of your own ideas and is not   good listening.
[bookmark: _Hlk530955269]
2 Passive listening
 This is where we are understanding the sender but by doing so we are just agreeing in a passive manner rather than a reflective one.
3 Reflective and active listening 
This is where you actively listen to the sender und understand what is being said before responding with what we would like to share and by paying attention on , this model is were information is sent from the receiver and the sender and is what Sarah Davies  and her staff should be aspiring to achieve.
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Communication shown in the Shannon and weavers one way model is a way of communicating from a sender two a receiver by choosing the right channel the message can get decoded by the receiver. Sarah and her staff need to be aware that the environment to send and receive a message has no interferences with outside noises for example giving a brief to staff in a noisy environment can prevent the message being understood which will lead to a task being carried out incorrectly which could then lead to conflict to Sarah and her staff. The best model for Sarah to use as the company grows is the argyle model as feedback is very important to improve communication between herself and staff.
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Berlos model is not specific to any communication however this can help Sarah and her organization as it will make her be more aware of how she is communicating in other ways and not just in speech. A way Sarah can do this is by improving the environment the staff and herself are working in an example of this is google which have Lego in their break rooms which encourages creative thinking and keeps the staff at the work place longer as stated by Costa (2018) 

Bruce Tuckman 1965 first came up with 5 stage cycle which is still used by company’s today an example of this is the   British army they follow the 5 stage cycle 1st came the forming of a group were they knew very little about each other the worry there was would they be accepted as part of the team.2nd stage storming recruits trying to gain power to look good as leaders to the instructors.3rd stage norming  now that a leader has been established team members will set boundaries and this will only change slightly within the team as new issues emerged.4th performing this stage is from the other 3 stages taking  place and by encouraging each other within their roles a sense of achievement and the task will get completed by working well as a team.5th stage adjourning (Morgan pg211) states  this is when teams are created for a specific task and usually disband after finishing a task. This is an emotional time leaving the team  because a feeling of regret and will an individual  fit in to the next team this is why having a social event in organizations  brings teams back together so they can share their experiences .Sarah needs to be aware of this when she is recruiting new staff and staff members leave and by having an event friendships are formed and the adjourning stage is easier. 


 Managers and employees need to communicate so that   teams can get stronger the longer they are together and the more communication between teams the stronger they become and through our life we experience new barriers as we join new teams. A 5stage cycle will take place during this time and two be successful as a team we have to go through these stages as can be seen by figure two below.
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I have learnt that a large discount store needs to have good communication between staff and its workers at all levels of work Sarah Davies needs to be kept up to date on any problems they may have by having daily meetings with her staff (2018 World Economic Forum). Research has shown that to have a good team the dynamics and how they interact and contribute towards their work matters more than individual members and five characteristics are found in high performing teams (Thompson, 2015). 

1/Psychological safety = which means they have trust in each other were they can take risks and be vulnerable in front of each other.
2/Dependability= teams get tasks done and meet the organizations high goals.
3/structure and clarity =teams have clear structure goals and plans.
4/Meaning= the work is important to the team members personally.
5/Impact = of their work and changes this can bring.
(Acas 2018) Employees voice is very important research has shown that people’s perceptions are as important as power therefore people in your team that air their voice will feel a sense of trust even though  they know this can have little influence on the decision making process.

Belbin’s theory which was first discovered in 1969 why studying business game this was the starting point of team development as we know it today and by having 9 team roles this can help your organization to be more effective as a team as this can solve problems quicker as a team and by having a variety of roles in a team make for a more productive team (belbin.com). These are the 9 roles and the dynamics of a team as seen in the picture below.
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As you can see each one has strengths and weaknesses this is a great way of using other people’s strengths in the team to counteract other people’s weaknesses.

The Belbin team role circle is a thinking action and social group of people and by using the action plan of this we can set aside time to identify and neutralize our weaknesses as a team. This can be given out to the staff as a survey to gage the type of staff Sarah has in her work place and can also be used in the type of questions you ask new staff being hired to get the team dynamics you want. Belbin (2004)

The significance of non-verbal communication when communicating to employees is important because a lot can be told by the way the person acts looks, building of relations can be gained by having positive nonverbal communication also the attitude can have a positive or negative effect on staff and moral (Huntington2018).
The model below 

List of recommendations to ensure effective teamwork and communication at the store.

*Managers position   for day shift and night shift one in charge of each          department.
*Meetings with own staff to discuss daily tasks and keep all members updated.
*Communicate and inform all staff of upcoming changes/plans and be sure to communicate and update the member of staff on a maternity leave by making the most of ‘keep in touch days’ in the process making her feel part of the team in her absence. 
*Have a suggestion box were staff can get involved in a nonverbal way to improve things in the work place.
*Introduce a staff member rewards programme which could be done quarterly at present and maybe becoming more frequent as more staff are recruited and the business continues to grow.
[bookmark: _Hlk530954975]Rewards and recognition. Huczynski & Buchanan (2013) state by having reward and recognition this helps motivate Teams and individuals to perform. 
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Action Plan

	Action needed
	Person
Responsible
	Timescale
	Outcome

	Introduce regular department
meetings
	Manager
	Ongoing
	These meetings will help ensure that all staff are kept well informed.

	Customer/Staff
Suggestion feedback box
	Sarah&Managers
	Ongoing
	To help progress the business with customer/staff ideas and needs.

	Re structure staffing to ensure there is a day &night manager
	Sarah
	Ongoing
	To ensure that there is a permanent day&night manager

	Fortnightly manager meetings
	Sarah
	Fortnightly
	Any matter arising can be solved 

	Create a communication policy
	Sarah(with input from managers and staff)
	Needs to be implemented as soon as possible 
	To ensue all staff and  managers are aware of the correct guidelines   



	Introduce a rewards and recognition scheme 
	Sarah
	Quarterly/cost£50 a Quarter

 
	Staff working harder feeling more appreciated and valued





[bookmark: _Toc530999788]Conclusion
After completing this report for Sarah, it became evident that by introducing regular meetings the communication would improve allowing the business to succeed and grow. It is important to introduce a communication policy as it will help as the company grows allowing the staff/managers to know the correct expectations etc. It will also help Sarah to introduce an action plan which will be made available for all to see and for those responsible for actions to be held accountable to their deadlines.
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