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1. Introduction 
The purpose of Report is to discuss the communication within the workplace, applying relevant theories to the case study and offer a conclusion. This report was requested by Melanie Squire at 7th of January and must be submitted by 26th of March by 3pm.

2. Main Findings

2.1. Problem background 
Referring to the case study, Xerox’s senior management correctly pointed out that international project’s one year delay might have resulted from poor communication, geographic spread (USA, United Kingdom and Malaysia) or different approaching of each teams to the project. This has led to the situation where accumulating conflict between the groups made effective teamwork almost impossible. In conclusion, the issue of delay is stasis in communication and lack of proper management of the groups. Probably this has led to imbalance of the Team Roles as well.

2.2. Belbin Team Roles
 Bebin’s model assumes that success of the teams depends on mix of the team roles. Claims that single member of the team will never be able to accomplish total roles in the organization as each person has different factors determining individual behaviours, effectiveness and productivity in the team. Those factors are personality, mental abilities, values, motivation, experience and role learning. (Select Knowledge, p32)
Belbin identified 9 Team Roles oriented at 3 different areas of action, people and thoughts.
Action-oriented roles: Shaper, Implementer and Finisher.
People-oriented roles: Coordinator, Team Worker and Resource Investigator.
Thought-oriented roles: Specialist, Plant and Monitor-Evaluator.
Shaper is challenging, dynamic type of person who knows how to thrive on pressure and overcome obstacles. Shaper can be wrong, but never uncertain. Has tendency to offend people’s feelings and prone to provocation.
Implementer is disciplined and reliable who knows how to turn ideas into “finished product”. Paradoxically slow to respond to new ideas.
Finisher is diligent, painstaking but also anxious person. Searches out errors and omissions. Delivers everything on time. Prefer to be overwhelmed to share his work with others.
Monitor-Evaluator is analytic sort of person, strategic, able to see lots of options and judge accurately. They are not very good at motivating others.
Plant is creative and imaginative person who can see new ways of doing things. Plant is very good at solving problems. Plants prefer to work alone and often unable communicate effectively.
Resource Investigator is very communicative, extrovert and enthusiastic person. Develop opportunities and contacts. Kind of person that will start many of projects, rarely finished
Coordinator is confident, mature, good chairperson who can clarify decision-making and knows how to delegate well. Can often be perceived as manipulative person.
Specialist is single-minded, self-starting and dedicated person who tend to have great knowledge in small and narrow area. Contributes only on a narrow front.
Team Worker is co-operative, empathic and diplomatic personality. Knows how to listen to the others, build bond and keep good atmosphere, but have problems with making decisions in crunch situations. (Merchant, 2019) 
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Belbin’s method is helpful in recognizing strengths and weaknesses of employee's behaviours. It helps also in establishing of balanced team on behavioural contribution, not on job titles. The model assumes that tasks are assigned to right person, so the team perform better. Members of the team become self-aware and know how to act in various situation according to business need. Proper implementation of Team Roles may lead to development of the teams, maximise the use of virtual communication way, optimise project and bring together multi-functional teams. The model can provide the methods helpful in avoiding conflicts. (Belbin, 2021)

2.3. Bruce Tuckman’s model
Tuckman, assumed in his model that members of the teams are going through different phases with each other. This model was the subject of many discussions, as organizational psychologists became aware of how much relationships between people affect positive on efficiency in the workplace. Going through Forming , Storming, Norming, Performing and Adjourning phases, team members became more aware of each other's needs and weaknesses, but also about their strengths. As time passes, the team gains confidence and trust in its colleagues. In later phases there may be strong emotional connection between employees.
At Forming phase the team meets, learns about opportunities and challenges and then agrees on goals. This phase is often characterized by uncertainty and anxiety. The group learn about each other and tasks they must accomplish.
The Storming stage is where conflict and competition are at its greatest. The group storms over tasks, roles, responsibilities and even each other.
At Norming phase team members take responsibility and have ambition to work for the success of the team’s goals. Everyone contributes and works collectively, setting aside differences.
If the team is at Performing phase that means members are performing well and work as one unit. At this stage the bond and relationships between team members are in high level. 
The last phase, which is Adjourning can be particularly difficult if the team members really enjoyed each other, grew close to teammates. (Wilson, 2021)
The application of Tuckman model may be very important in improving teamwork in the Xerox organization detailed in the case study. Kobiruzaman (2021) notes that model is helpful in clarifying the phases which the team members are going through. Model helps in understanding of tensions in early phases, which is essential in avoiding conflicts. In addition it keeps employees motivated and in good relations with other members of the team. It is helpful in solving any group uncertainty issue within the members.

2.4. Effective communication
Communication is essential for existence of companies. This is main factor contributing to effectiveness and productivity of the teams. Communication in both internal and external cases is crucial in coordination of company’s actions and necessary in organizing process.
(Fielding, 2006, p10) 
Communication process begins with Sender, the person who starts conversation with information to transfer. Sender uses different methods to Encode the message according to the circumstances e.g. emails, letters, text messages, face to face talk and body gestures. Message is ready after encoding process, but it still needs to be delivered. Sender needs to carefully select Communication Channel in order to make sure message is correctly interpreted by receiver. Oral, virtual, written, sound, gesture, etc. are some of the commonly used communication mediums. 
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The Receiver is the person  the message is addressed to. To achieve communication objective this person needs to decode the message. The Decoding process depend on knowledge of the subject matter, but also on relationship between receiver and sender. During decoding process recipient is required to understand the message in best possible manner, as this may lead to achieve the effective communication and feedback.
Feedback is the essence of whole communication process. It helps to evaluate how various phases of communication were implemented and gives the overall evaluation of message transition and quality. Feedback leads to increasing of effectiveness of the communication by better understanding efficacy of the message. (Business Jargons, 2017)

2.5. Schramm’s Model of Communication 
Wilber Schramm shows his model to the world in 1954. He assumes that information without proper formulation and transmission are useless. Encoding initiates communicating process at which thoughts change to content. This content needs to be fully understand by receiver, otherwise if the information will not be decoded, the intentions of sender may be misread. Schramm’s model key effectiveness factors are encoding and decoding. Feedback is essential to complete communication process as model assumes communication is two-way process between sender and recipient. Decoding is important as receiver must read intentions of sender. Schramm believed that content interpretation of message depends on person’s knowledge, experience and cultural background, so individual have tendencies to understand the message in different ways. In brief conclusion this model assumes that communication is ineffective if sender does not receive any feedback. When sender passes the information it is necessary that receiver clearly understands the content and responds. (Juneja, 2015)

2.6. Shannon and Weaver Model of Communication
Model was published in 1948 and is well known as “the mother of all models”. This model was basically created by Shannon to upgrade telephonic communication, but later Weaver has implemented it to various communication methods. After several changes model became popular and common in use. The model assumes that Sender (Information Source) creates the message, by using the channel sends the information. Encoder or Transmitter by using machine which converts the message into signal sends the information. This may also refer to the machine. Medium used to send the message is called Channell. Decoder (Receiver) is medium used in exchanging signal into the message, but also the recipient who gets the message from signals. Receiver (Destination) is the message recipient or the place of message destination. In order to complete process receiver must provide feedback. Noise are all factors affecting quality, transmission and receiving the message. Implementation of this model may lead to effective communication by identifying and eliminating the source of noise. (Businesstopia, 2018)  

2.7. Communication in Case Study
Effective communication is important for the continued success of the Xerox organization mentioned in case study. Pentland (2012) notes that during researches on teams effectiveness, communication was key factor which characterized most highly performing teams.
The data of researches reveal that the best way to build effective team is not by selection of employees based on their achievements or cleverness, but to create the team composed of members who follow effective communication model. 
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Hunter (2016) reveals another data of researches on communication, in which almost half of respondents said that lack of communication between managers and team members has contributed to not including them into the key company’s changes and to providing clear goals regarding to their job role. Lack of communication skills may lead to poor workplace culture like in the example mentioned above. Management and good leaders are also very important factors of workplace efficiency and productivity. They have the key role in creating positive culture, which can give the employees sense of value and engagement. Engagement is based on strong relationship which is created on clear and opened channels of communication. It is necessary to communicate within the workplace, to keep employees updated with company news, but also to simply check how they working and seek they suggestions in business related subjects. This kind of behavior may lead to making employees feel more appreciated and respected. 
According to CIPD (2020) the research uncovered that effective internal communication is also important in building trust within organizations and it has significant impact on employee engagement, productivity and organisational culture. To be successful communication needs management support, proper communication channels, well planned strategy and evaluation to show that communication methods are appropriate to complete communication models. 
Tina Benson (2020) described how important part in effective team performance plays an effective management. She mentioned that this is hard task to transform poor performing group into effective team, but with inspiring, well managing leaders it is achievable. Managers needs to communicate with the team and make communication process easier for every member. Effective communication is also active listening, Meetings must be manage in the way where every member of the team is going to be heard and his or her opinion will be considered. This will help in effective team-working processes and build effective team.

3.0. CONCLUSION
Applying Tuckman’s and Belbin's theory to the workplace can improve teamwork. Tuckman's theory can be helpful by showing what stage of development the team is in.Through the application of this model, relations between employees are strengthened up and productivity is increased. Belbin theory can give the insight into team culture, helping teams use any behavioral tendencies on Xerox advantage. Belbin theory can be used to identify predispositions of team members, which if effectively implemented in the team may result in improvements in team performance. Effective communication within the workplace may lead to better coordination of members actions, increasing of the positive atmosphere and enhancing loyalty to the company.
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