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[bookmark: _Toc519103813]Executive Summary

The report below is on the effective team working and communication skills which are important in every organization .it will consider a specific local council led by Andrea Jones and it will highlight the various communication issues that are faced by within the organization. it will address the impact which is faced by the organization at large as a result of these issues. Conclusion and recommendations will also be listed that relates to how an organization can enhance effective working team by considering communication skills which will enhance effective teams within the organization.

[bookmark: _Toc519103814]Terms of reference

The report was requested by Melanie Squire, it was requested on 7th May 2018, it is on a case study of a local council which is led by Andrea Jones. The organization is experiencing some communication problems and as a result, there have been challenges which are being experienced in the organization. For example, the head of service avoided verbal communication with the employees. Passing of information among different teams was also not done effectively. The report will outline different models and theories of communication that the company can embrace so as to enhance effective team working communication skills. The report has been complied by Foizul Islam and it should be submitted by 13th July 2018.
[bookmark: _Toc519103815]Procedures
Information used to compile the report has been obtained the case study of a local council led by Andréa Jones. The different information used to support the report has been also obtained from books, websites and also journals as listed in the references page.
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In the efforts to understand the purpose of effective communication within the organization, the report will consider local council led by Andrea Jones organization. Through this organization, various communication issues faced by the organization will be identified and how they have impacted the organization. There will be an analysis of how various communication models and theories can be embraced so as to enhance effective working teams within the organization. Through the use of these communication models and theories, the organization will be able to identify the one it can identify so as to enhance effective communication among the different working teams within the organization. Good communication will also be enhanced by better skills of communication held by the employees.
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Communication issues
The location of the offices where the different teams are located are far away from one another and as a result of this, communication is not made effectively. Some staffs state that information comes as a surprise to them and this makes them feel out of place. While they complain about the new procedures, they are not responded to. When social workers would report on the problems they were experiencing, their decisions would be overturned by other social workers within the premises. The manager was also not making the necessary communication between the workers and this resulted in the mishandling of the problems that were facing the employees. This would thereby result in the high rate of turnover for the employees. Communication is also enhanced if the relationship between the social workers has been enhanced. In the case of social workers, they were required to spend most of their time with their family members and this would limit the time workers were interacting with one another. This resulted to lack of consultation among the employees and as a result of this, employees would make bad reports. 
Directions are also given an informal manner and it is also done verbally and as a result of this, there was a dilution of messages and mistakes. Effective communication is also enhanced through a meeting where members within the organization meet, but in the case of this meeting, the meeting was rarely held and thus there would be no time to discuss the company performance. The head of the service was also making his communication through the use of email since he claimed to be busy. He avoided physical meetings and he would communicate with his subordinates without engaging in many conversations. Employees were also not given time to communicate their ideas to the management since there was no mechanism for how they would make these communications. 
Impact of communication issues
As a result of the issues related to lack of proper communication within the offices, the employees would be found by information as a surprise and this would hinder their adaption to the decisions being made. Due to lack of poor communication in the offices, it also resulted in the poor performance of employees in their department. The issues that were experienced were a high rate of employee’s turnover and absence was also high. The team managers were having problems with the team since there was a shortage of employees. Underperforming was also a problem that was being experienced. Workers were also pressured since the number of employees had declined. Some claimed to have been stressed since they were being overworked. Due to poor of relationships among the employees, they would be faced with the problem of lack of consultation when faced with a problem. Bed reports would also be presented due to lack of proper communication. As a result of managers failing to address the issues that were facing the employees, there would be confusion in the company and mistakes would be experienced within the organization. Also since the new employees would not be inducted and trained well, they would leave after a short period of time since they felt unsupported. As a result of the head of the service failing to engage in communication with people in various departments, this hindered the employees from giving their ideas and this would make them feel unappreciated. 



[bookmark: _GoBack]Critical evaluation of effective communication models and theories
In the case of this local council, it had not considered the application of Shannon weaver model. This could have been effective if since it could have enhanced the communication between the different offices where teams were located. This model usually ensures that the message sent by the sender to the recipient is received through a channel of technology like a telephone (Businesstopia, 2018). The receiver then encodes the information sent to him before he develops an understanding and later interpreting the message. Through this model, the organization could have been able to enhance effective ways of communicating with its employees. This model is effective since communication is usually quantified through the use of this model. Communication is also taken in two ways (Businesstopia, 2018). This model also eliminates noise since it removes noise or any other factor that may contribute noise during the process of communication.
In the Berlo’s model of communication, the source usually encodes the message that will be sent to the receiver and later he decodes its. This model is described as S-M-C-R model.  This had also not been considered by the organization since communication was being done verbally. It is stated that the head of the service would make his communication in an informal manner to his subordinates and this would hinder effective communication within the organization. This model doesn’t target a specific communication (Communication Theory, 2018). Through this model, there are various elements that are involved. For example, source; this is where the message starts from. This is determined by the skills held by the sender which relates to writing, speaking and reading skills. There is also a message which contains the information being passed to the receiver; the information should be well stated. The third element is a channel; effectiveness of communication is determined by the channel used. The organization should consider the right channel of communication so as to enhance communication within the organization. This model is however criticized since it usually does not give a room for feedback and thus, the process of communication is not completed. The model is also complex and thus it hinders organization from considering it (Communication Theory, 2018). The model also omits the usage of the sixth sense of human being which is thinking and also analyzing. 
According to the model of Argyle, it considers the different stages which are involved in the process of communication. The message is received and also decoded between the groups that are involved.  Through this, ideas are passed from one person to another in an effective manner. In the case of this local council, it had not considered this model (Argyle, 2013). Communication was done in an informal manner. If this had been considered, communication could have been enhanced within the organization.  this would have enhanced the activities of the teams within the organization since the groups are able to identify their purpose and after, plans are made on how they will make achievement (Amason et al, 1995). Groups are able to perform their task effectively since members feel comfortable and also feel at ease since they develop a sense of acceptance within the group.  Morale from which is experienced by the employees and trust is developed (Duncan & Moriarty, 1998). They are also able to support each other since they work together as a team. Like in the case of used in the case study the organization, employees were not given much time to interact with one another and a result of this, the bond among the employees was not developed. Their performance is described to be of low quality since one there was a high turnover of employees (Thomson, 1999).  Good relationships within the organization are enhanced through effective relationship among the employees. 
In reference to Tuckman theory of effective communication, there are various stages that are involved. Following of stages in an effective way will ensure that teams are able to function in an orderly manner. The first stage is forming whereby a team requires to be organized and orientation. People are trained and as a result of this, they are able to execute the duties allocated to them. In the case of local council Andrea Jones organization, new employees are not oriented or trained and this would make them leave the job after a short period of time (ToolsHero, 2018). Lack of proper orientation of employees makes them feel more insecure.  The second is storming, in this stage, members start developing trust with one another their ideas are also respected by the management and this makes them feel appreciated by the organization. They are also able to confront one another with courage. The team leader is also able to encourage the members to undertake the different task allocated to them.
The third stage is norming, it is at this stage whereby the groups start developing and as a result, they are able to fulfill the different task allocated to them. The team members also encourage the ideas being given by the group members. The teams are able to develop their identity since the team is able to work in an independent manner. The fourth stage is performing; the teams are able to perform in an orderly manner since they work together as a team (ToolsHero, 2018) .all members are able to know what is expected of them. The team members are able to understand the objectives of the company and its purpose. In the case of the organization, the head of the organization was not communicating the goals of the organization in an effective manner and as a result of this, the members were not aware of what was expected of them by the organization (Murgatroyd, 1986). Where this model is applied, the teams are able to function in an orderly manner since they are able to perform the tasks allocated to them without out even conferring too the leader of the team. The last stage in this theory is adjourning whereby at this stage, the teams have already accomplished the tasks allocated to them and the team can either decide to dissolve the group.
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From the local council organization, the various issues that had been identified were resulting to lack of effective communication within the organization.  For example, as a result of lack of communication from the top office, the teams were lacking directions on how they will execute the operation of the organization. Relationship of the employees should be enhanced by ensuring that time is created for them to bond well, through this, they will be able to empower another and also build the skills of other employees (Guetzkow & Simon, 1955).  The top manager should ensure that communication is passed effectively to the subordinates. The Shannon and Weaver model should be embraced by the organization since through this; the process of communication will be made effective within the organization (Businesstopia, 2018). Barriers to effective communication such as distance and noise will be eliminated within the organization. This is because, through this model, it embraces technology whereby employees will be using the telephone to make communication with other team members and also top management.  The Tuckman theory of communication can also be considered by the organization since through it, the employees will be able to have stronger teams that will help in the accomplishment of the set goals by the organization (Zenithal, 1988). Through consideration of the above models and theory, the organization will be able to enhance effective communication within the organization.

[bookmark: _Toc519103819]Recommendations

There are various recommendation that the organization should for there to be effective communication within the organization. The organization can improve the management communication method by ensuring that the right channels of communication are identified by the organization which will ensure that the management will be able to pass the necessary information to the organization in an effective manner (Grunig, 1992). This will ensure the teams are able to understand what is expected of them by the management. 
The organization should develop the management team by ensuring that the team leaders are able to influence the members of the group effectively. This will ensure that the members are in a position of identifying themselves with the organization and as a result of this; they will commit themselves towards accomplishing of the set goals by the organization (Guetzkow & Simon, 1955). Through communication of t information to the team leaders effectively, they will be able to understand the goals of the organization.
The organization can also engage the employees in the process of decision making. Through this, employees will be given a chance where they can give productive ideas. They will also air the issues facing them to the management in an effective manner (Malhotra, 2011). Through the use of identifying better methods of communication, the organization will be able to perform the duties effectively since through them, the information will be passed to them timely and accurately to the employees. Employees will also develop a sense of belonging within the organization through effective communication.
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