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Executive Summary

AS business consultancy I need to do some research about why effective communication is important? and the importance of consultation of two-way communication and the importance of consultation and employee voice? and what methods of communication will be relevant? And significance of nonverbal communication how the teamwork theories of Tuckman can improve teamworking?
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Introduction
                                                                                                                                                                                             
As a Business consultant I am going to working to expand the company product reach as well as to generate more revenue for the company. This is achieved by looking for new markets and attracting new customers supported by strategic plans and sales plans and to identify what problem they have a how to solve for them.


















                                                                                                                                                                                                                



Finding
Sarah Davies, the owner of Sarah Davies Store, has asked my business consultancy, for advice regarding maintaining effective teamwork and communication within her business.
(1) why effective communication is important for the continued success of the organisation? 
Managers rely on effective communication, but at times may not see the need to consult people who will be affected by their decisions, and rely on their personal vision, as well as the instincts of others. Although low standards of communication have far-reaching consequences, some managers accept or tolerate low standards of communication at work, even though they know the cost and loss involved. Effective communication with employees is essential to create a happy environment. Morgan, (2012) said, the internal connections between departments and employees are important and must be the heartbeat of every business and management, whether large or small.
Good communication with employees is essential for businesses to succeed. It is common knowledge that employees who do not know what is expected of them rarely do what is expected of them. When you are communicating well with employees, good relationships can be built with them, thus increasing staff productivity, increasing their loyalty, making them aware of the focus of the business, reducing errors that stem from poor communication, and not giving any negative feedback. Based on good planning and investment, hard work and some luck the company will be able to improve and develop. Communicating well with others will ensure that both parties are thinking along similar lines. You need to be open to other people’s views and listen to their ideas also. For example, the greetings and the mutual smile between colleagues and managers and the workforce in fleeting interviews during work often work wonders and are more important than we might imagine. For example, greetings can express important subtle meanings and convey far-reaching messages. Greetings convey recognition and appreciation, and this is important for an employee who is looking for positive feedback.
   To Improve communication with employees there are things to be achieved. The most important of these is creating a culture that demonstrates the importance of communicating with employees above all, by seeking to provide clear transparency about the challenges facing the company and providing the necessary information about the company's financial statements. This openness enhances confidence and understanding in the work environment. Unfortunately, the means of communication such as email, text messaging, and chat applications have affected the face-to-face communication in a lot of workplaces but for the part time employer it is good to have text messaging applications e.g. what sap, group chat, emails etc. Staff should also be kept in contact with their departments, where they must be aware of what is happening in their area of work and aware of the larger picture of being informed of all or most of what is being done in their departments, as this would raise awareness of the importance of their participation.
Listening is an important part of communicating with employees because successful communication is a two-way street. For this, employees should be given the freedom to make their comments and suggestions and feedback is very important. These include using their opinion polls and holding regular meetings with them so that everyone has the opportunity to participate, as well as the use of traditional proposal boxes. Flexible communication between officials and their staff should be provided through the demolition of barriers between them, so that staff feel that they can easily and easily access their officials.
It is also important to work on good suggestions and observations from staff, where no action will be taken against their proposals that will have negative feedback that will stop them from making their observations and ideas in the future. Therefore, it is necessary to work to achieve their observations in order to create a healthy working environment characterized by effective communication with employees.

	(2) the importance of consultation of two-way communication and the importance                of consultation and employee voice?
The importance of two-way communication is connection  starts from one end and goes to the other end, then returns from the second party to the first again, where the first party is given the order or information and instructions he wants and the second who receives these instructions and information, responds or queries This type of communication is one of the characteristics and characteristics of leadership based on consultation and giving the right to talk and participate. This method called transmission medium encoding is sender  and decoding is receiver, This type of communication is called full contact because it gives the sender and the receiver sufficient opportunity to chat each other and discuss and express their opinion in the light of the information sent by the sender and received by the recipient of the future, that is there is a process of exchange of ideas rather than transmission, and the exchange of information based on the sender, The future after hearing and understanding  The interaction between two parties and a calm and stable atmosphere is one of the most important factors that help the success of the communication process. In addition, this type of communication enables both the sender and the receiver to exchange places. The sender becomes a future and the future becomes a transmitter. The contact period, when we try to contact, we try to establish a subscription with a person or group of people. This subscription is in information, ideas or trends. Shannon and Weaver (1949) put together a special framework or model that depicts the concepts of communication and its various elements. This model is one of the most influential communication models in most aspects and fields, and all participants in the communication. Where they are placed in encoding symbols in the form of a signal and then move this signal with the help of a communication tool to the receiver, which receives or decodes these codes through a process called decoding and after decoding, pass to the goal destination,
	(2b) the importance of consultation and employee There are several ways to deal       with all employees must adhere to them and apply them:
Collaboration between colleagues: This means Colleagues must work together for their success and they must work together to achieve their role in an appropriate manner. Every employee must move away from thinking individually and be thinking collectively
Respect each other: When mutual respect prevails among colleagues at work, this contributes to an atmosphere of familiarity between them. Pierce & Dunham, (1976) explained, every colleague must respect his colleague, as the employee wants to be respected by his colleagues, And the people who deal with him must also respect all colleagues at work.  
Teamwork: When the work is based on a team, each employee has to work diligently with the members of his team mates and is committed to doing the job better. This role helps as to ensure that efforts are intensified to achieve what each team is required., And that they work together to achieve one result, they must persevere and work together as a team. The colleagues should accept the views of some of them, discuss them to take the public opinion they will adopt after consultation between them, and then reach the appropriate decision for the success of the work.
Do not offend colleagues(disrespect): An employee who respects his colleagues is the one who does not offend them. He does not insult them, describe their bad qualities, or argue with them loudly. Therefore, Odine, (2015) said every employee in dealing with his colleagues has the obligation not to direct any abuse to them. Mutual respect, appreciation, affection, and flexibility, so that the workplace is characterized by excellence and success.
                 (3) what methods of communication will be relevant?
 Solving problems or de-scaling the problem: Good communication skills can limit a person's problems or even prevent them. Vatsa, (2017) explained, the most types of problems occur because of bad communication skills. For example, when a manager or supervisor does not answer questions and does not open a dialogue, Communication which in turn leads to problems
Helping each other understand: Understanding is an art of dealing and communicating with others, and there is a clear difference between regular communication and effective communication, as this difference is manifested by the effectiveness and strength of communicating with others; Effective communication makes partners understand each other and understanding and acceptance of others must be the goal. The basic of communication, not conflict, when a person shows an understanding of others and a good listen to them even if he does not agree with them at times.   
       (4) what is the significance of non-verbal communication with the employee? 
   Non-verbal communication is the process of sending and receiving messages through a variety of ways without the use of verbal symbols Where nonverbal communication can be a substitute for transparency Words must match words with their behaviour, and nonverbal messages must complement and reinforce verbal messages. Whitely, (1984) said understanding nonverbal communication is one of the key ingredients for success in the workplace. Your words are a voice on your visuals. Your actions are a voice that dominates the visual world in which we live. Example; eye contact this means it is important to maintain a good eye contact for a second. Your full attention and your interest show you or, yourself about the crosses that you want.
    (5) how Tuckman and Belbin can improve teamworking?
To build a team is not an easy task, because we tend to think that members will come together over time and that there will be no conflict, even though something of conflict may be useful to teams. It helps us to reach a better level, but this is in terms of a normal conflict rather than a harmful conflict; this requires taking note of the factors influencing the work of the team. Bruce Tuckman (1965) proposed the four-stage model called Tuckman's Stages for a group. Coquette, and O’Connor, (1998) Tuckman's model states that the ideal group decision-making process should occur in four stages and this is (forming)(storming)(norming)(performing) and later add(adjourning)
(forming) is at this stage, team members come together for the first time get along and talk about why they are together, what they are doing, and what is their goals.
(storming) is at this stage, you have different individuals walking in different directions, no agreement, the situation seems chaotic that could lead to the collapse of the team. If the team is lucky, it will pass this stage and move on to the next stage.
(norming) is People begin to walk in a symmetrical direction, a kind of compatibility is formed, and trust to each other. 
(performing) is all people work in a harmonious way, walking in the right direction, moving together in a coherent unit and a common goal.
((adjourning) is All four previous stages involve the termination of the team's task; tasks are completed, and roles are terminated. This stage may be stressful, especially if it is not planned. So I called this stage of sadness. 


Conclusion (average of 10% of word count)

The importance of communication is to understand others and convey ideas and feelings to them. The ability to do so well is important. Family, friends, co-workers, and all people in human life need to understand and receive information from the person
 I think I understand from Tuckman model when the team is in the training stage, you must focus on the goals by knowing what we are trying to achieve as a team and agreeing to that among all team members. If so, the second step is to avoid the conflict phase by defining the strategies by which we will achieve the goals.  




























Recommendations

I recommend it Communication skills are one of the success factors in any job and in any position of the organisation, a basic skill that everyone must be good; human is not born with this skill but acquires. One of its benefits is that it helps to make sound decisions and correct judgements without imposing opinion or intolerance of idea. It reduces problems and disagreements and increases the number of friendships and acquaintances rather than losing them because of poor communication with them.

 
I recommend that we need to have ability to work together and integrate into the team to achieve one goal is an important and essential skill many jobs fail, and without the skills of teamwork there will be no growth and progress in the field of work.














Action plan 


Action what will they do?	Who will be involved?	How will they achieve?	When is going to a achieved?
To Improve communication b/n employees	employee	By email&whatssapp&facebook	After ending shift
meeting	Manager and supervisor	strategic plans	3 months
assisting	Supervisor 	Work output feedback	6 to 12 month
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