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Introduction
The purpose of this report is to outline how team work should occur within a modern-day workplace. This report will look at how Tuckman and Belbin’s theories can help improve team work within a work setting and how their theory can effectively handle conflicts and stop them from occurring in the future.  
This report will also look at why communication is important in order to be able to succeed within a company and the impact two-way communication has on a company’s success. In order to show how imperative it is to communicate with the members of your team, this report will outline Berlo’s, Shannon and Weaver and Schramm’s models of communication.  






















Main Findings
2.1 How will Tuckman and Belbin’s theories help improve teamwork within the Xerox corporation? 
Tuckman’s theory was introduced in 1965. The theory stated that in order to be able to work in an effective team, members of the team will have to go through different stages together in order to be able to work effectively. There are 5 stages that a team will go through and these are forming, storming, norming, performing and adjourning.  
The forming stage is when the team is put together and they get to know each other. This will help them get comfortable with one another. At this stage, the team will get to know what tasks they have to complete together and what their roles and contributions will be going forward.  
The storming stage is when disagreements and conflicts occur. These disagreements tend to occur because each person has their own unique way of working and when presenting ideas, it may be seen that some team members are more dominant than others. Conflict can also be the result of some team members putting in more work than others. This can often lead to confrontation. At this stage, the company may decide to mediate in order to resolve the conflicts. 
The norming stage happens after the conflict has been effectively resolved. It is during this stage that the team will get together in order to set down some ground rules. Setting and abiding by the rules will help the team work together effectively as it ensures that everyone is putting in the same amount of effort, all voices are heard and that the targets that have been set can be met.  
The performing stage will take place after all rules have been set. It is at this stage the team will begin to perform well together and form good working relationships. As a result of the team working well together, the task that they set out to achieve gets completed. This then leads to the adjourning stage. 
The adjourning stage can be very emotional for some as this is when the team comes to the end of their relationship. This stage must be handled delicately as the team members have formed friendships and it can be hard for them to say goodbye to those who they have worked alongside for a long period of time.  
The team working for the Xerox corporation have to experience these stages in order to be able to work together and get back on track for their deadline. They have to get to know each other and be fully aware of their task and the deadlines that they have. Any and all conflicts must be handled effectively and immediately so that they can go on to the norming stage and set rules that must be followed by all members of the team. This will then allow them to go onto the performing stage and get the task completed within the deadlines that they had initially set.  
Belbin’s theory was introduced in 1981. This theory looked at different team role compositions. Belbin’s theory stated that there are 9 team role compositions that must be present within a team in order to make it successful. These 9 team roles are Coordinator (CO), implementer (IMP), shaper (SH), completer-finisher (CF), resource investigator (RI), specialist (SP), monitor-evaluator (ME), plant (PL) and finally a team worker (TW). When putting together a team, not all compositions will be identifiable at first. This is because each individual has primary and secondary roles. Primary roles are those that match a person’s personality more whereas a secondary role will be familiar to a person but will only be taken on when necessary. Not all tasks will require every composition. This is because they have their own strengths and weaknesses. For example, when the team needs to put together a plan of action the most important compositions would be ME and SP. This is because their strengths allow them to formulate the best possible plan.  
The members of the Xerox corporation team can complete a questionnaire which will tell them which team role composition suits them best. They can then work out which team roles they are missing and how they will delegate those missing team roles. This will then help them delegate tasks more effectively so that they are able to meet deadlines and complete all tasks at hand as they will be giving tasks to the members of the team that will be able to complete them to a high standard.  


2.2 How do communication models explain the importance of two-way communication? 
Communication is a vital part of ensuring that a company is successful. Two-way communication ensures that the message that was sent has been received and has been understood correctly. Berlo’s model shows that there are four vital parts that come into play when communicating. These 4 components are the source, message, channel and receiver. The sender is the person who writes the message, the message is what is being sent by the sender, the channel is the ’medium used to send the message’ (Businesstopia, 2018) and the receiver is the person who the message is being sent to. When looking at the four components there are factors that we need to consider that can affect the way the message is being perceived.  
When looking at the sender, a factor that needs to be considered is their communication skills. If their communication skills are not good, then the receiver may not understand the message that they have sent.  
When looking at the message, a factor that needs to be considered is the structure of the message. This is because the structure can affect the way the receiver reads the message and can misunderstand what the sender is trying to say.  
When looking at the channel, we must consider verbal and non-verbal methods of communication. This is because if the medium used to send the message is a voice note, then the receiver is relying on their hearing whereas if the message was in video format, then the receiver will also be able to look at the non-verbal aspects such as a person’s facial expressions.  
When looking at the receiver we need to consider their cultural aspects. A person’s culture can affect the way a message is received and understood. For example, in some cultures such as the Asian and Middle Eastern cultures it is considered rude to look someone in the eyes whereas in the western society, looking someone in the eyes shows that you are paying attention to what they are saying.   
This model shows one-way communication. It shows the process in which a message goes through before it is received and shows what factors need to be considered during each stage so that the message is sent and interpreted correctly to reduce the chances of misunderstandings.  
Shannon and Weaver’s model of communication introduces two-way communication. In this model there are six components that go into communicating. These components are sender, encoder, channel, decoder, receiver and noise. In this model, the sender sends a message to the receiver after encoding it. This message will usually be sent through a technological channel such as through a mobile phone. The receiver will then decode the message before it is then understood and interpreted. One factor that must be considered during this process is that the channel can have noise interference that can hinder how the message is decoded and understood. After the message reaches the receiver, they will then send their response. Two-way communication occurs after the receiver sends their response as this shows their understanding of the message that was sent to them. This is an important stage because this allows any misunderstandings to be cleared and ensures that no mistakes were made as communication was done successfully.  
Unlike Berlo’s model, Shannon and Weaver’s model ensures that there is no miscommunication. This is because in Berlo’s model, the receiver does not send feedback so their understanding on the topic is not known.  
Finally, we have Schramm’s model of communication. This model is essentially an extension of the Shannon and Weaver model. This model emphasises the importance of encoding and decoding a message. It also makes a point on how communication has not been completed until the receiver sends their feedback to show that they have understood the message that has been sent. This model talks about denotative and connotative meanings behind messages. If a message has a denotative meaning, then it means that it will have the same meaning for everyone. On the other hand, if a message has a connotative meaning, it means that it can be interpreted in a variety of different ways.  

2.3 Why is effective communication important for Xerox corporation to be able to continue to succeed? 
For the Xerox Corporation to continue to succeed, they need to be able to communicate effectively. As explained above two-way communication is imperative. Having a two-way communication system within the workplace ensures that employees stay motivated. This is because by having a management or working team that communicates with them will mean that they are being kept up to date on all information and are not feeling like they are not privy to information that could affect the way in which they work. Have excellent communication within a team will mean that employees are less likely to leave the team because they will not be left in the dark.  
A good communication system is not only important for team working, but it also helps improve how a crisis is managed within the company. Communicating well will ensure that companies are being pro-active instead of reactive when situations present themselves.  
As the Xerox Corporation is working on a new idea by combining teams from different geographical places, two-way communication ensures that there are no clashes with the work that they are doing and will help them ensure that everyone stays on task and is doing what needs to be done correctly. For example, if the company in the USA does not update Malaysia and the UK when they make changes to a certain aspect of the project then it could mean that the work that is being done in Malaysia and the UK is being done incorrectly because they were not aware of changes that had been made. This can then cause the project to fall behind schedule and can also lead to conflict.  

 












Conclusion
In conclusion, in order for the Xerox Corporation to be able to continue to thrive, they will have to ensure that they follow the advice given in Belbin and Tuckman’s theories as they explain the aspects that need to be considered when putting a team together in order to make it a successful one. Before assembling a team they will have to make sure that they have the 9 team role compositions that are outlined in Belbin’s theory. Then after assembling the team, they will have to ensure that they follow the steps in Tuckman’s theory so that the team bond well and solve any conflicts that present themselves, effectively. 
The Xerox Corporation will need to remember that they will also need to ensure that the teams that they assemble will communicate effectively. To do this they will have to follow the advice set out in the models of communication as they outline the process that will need to be followed in order to achieve a successful way of communicating. In order to successfully communicate they will need to ensure that the receiver is sending feedback. This will mean that the communication process is complete and that the outcome will be positive.   
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