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Executive Summary
The issue that the researcher was asked to investigate was communication issues within the workplace of a Social Service. The researcher concluded by stating that the employees not voicing their opinions and having a lack of trust between each other was the main problems. 
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Procedure

The researcher has created this report to evaluate issues which occur in the workplace and the problems these can lead to and how to resolve them. They appreciate that communication is the main topic of this report and how it is needed in order to maintain effective and productive teams. 

























Introduction
Teamwork is a vital part of a workforce. It is required in order for colleagues to work well together using their individual skills to work towards the same goal. Teamwork involves good cooperation and communication which is found missing in the Social Services which is the workforce that this report is based upon. However cooperation cannot occur without having a good relationship between the employees and employers and teamwork will not occur if each person does their own thing separately from their work relationships. Communication is also very important as it allows all workplaces to be productive and work more efficiently. But it must be used in all forms such as written and oral as everyone are different types of learners such as visual, audio and kinetic. Good communication within a workplace builds trust amongst the employees, which leads to increases in output, productivity and morale.  It can be easy for individuals to misunderstand others, and these misunderstandings may lead to arguments which is why communication is needed in order for a workplace to work efficiently. 






















Findings
The first communication issue is that two of the teams are in separate buildings to the rest of the six teams which makes it difficult for the staff to communicate amongst themselves. This is due to historical reasons however the set up needs to be more modernised as communication methods has changed over time. This impacts the teamwork hugely as there is a physical barrier between the teams reducing the productivity of the organisation as it is more time-consuming to travel to and forth from the main building to deliver messages. Another impact this has on the organisation is that since the separate two teams are further away from the main building, they have notices informed to them at a later date which puts them at a disadvantage. However the productivity of the work for the separate 2 teams is increased as they are closer to their clients so they can meet up more regularly helping the work to be completed in a shorter amount of time. 
The next communication issue is that the Head of Service left a very disorganised department due to poor management with a low employee turnover and a high absence with the organisations having to deal with new team members and a shortage of staff on a regular basis reducing the productivity of the organisation. This shows how the absence was not being managed properly and the staff were not being spoken to regarding why they are leaving. Due to a low number of staff, this would make it easier for everyone to communicate with each other however as the new staff members were joining all the time, it would make it harder for everyone to familiarise themselves with each other reducing the teamwork productivity and possibly causing passive conflict. This would cause more stress to the workers making them unhappy which may possibly be the root to other future conflicts because with a negative mood comes a low amount of work done due to a decreased amount of motivation. 
Another issue was that there were inconsistent standards within the organisation. Some staff members had higher standards than others which would impact the teamwork negatively as this would cause more conflicts due to the service that the organisation provides may not be given to a high quality standard because of the confusion between the staff members. There were also vacant team management positions which meant that there was no one to deal with the poor performance of the team affecting the team productivity as no communication was happening between management and employees as the bottom line is that there was no legit management. Moreover Belbin’s theory shows how communication between the different types of employees needs to happen. The Belbin theory is a behavioural test which shows employees how their colleagues perceive their behaviour in contrast to how they do by giving them feedback from their observers and their self-evaluation. (Wikipedia, 24)  Dr Belbin and his research team looked into teamwork and concluded how there were different forms of characters within a team. Characters such as the monitor evaluator, co-ordinators, resource investigators, implementers etc.  Tuckmans theory is also important in showing how communication within the team is important. Tuckmans theory is a five stage development model which consists of; forming, storming, norming, performing and adjourning. These stages are said to be essential for team growing and developing skills on how to face problems, find solutions and come to a future plan.  The forming stage is especially important as it establishes what the teams’ goals and priorities are. 
There was also no two way communication between the employees resulting in the employees doing all their work by themselves and not asking each other for help which also meant the quality of the work may not be completed to a good enough standard. An example of a one way communication model is The Shannon-Weaver Mathematical Model which shows how no feedback would be given back to the employees resulting in worse relationships due to a linear pattern. In a work team with strong experts, a manager who applies only one-way communication may struggle to figure out new ideas.  The model shows how the message is sent through the signals to the destination from the information source and noise source using the transmitter and receiver which is a model of how information is sent through the social service; due to the employees not communicating efficiently and expecting each other to naturally know what decisions have been made. However, if the communication study was used, the workforce would be much more productive as the managers would receive feedback from the employees. The communication cycle reiterates how important communication is as it creates a mutual understanding between the employers and employees and more importantly increases employees’ performance and commitment. 
Another communication issue was that there was less face to face communication as messages were given verbally. This shows how the lack of communication methods impacted the workforce negatively as mistakes were made in the form of diluted messages. Moreover, as they rarely held team meetings, this added to the misunderstood information since they did not work as a team. This leads on to the next problem which is the lack of trust between the employees. This impacts the workforce as it results in the employees working as a group, rather than a team. This indicates that they are not combined together working towards one goal with one purpose, which they should be.  
The next problem was that the new employees were not given a proper induction to the workforce. The conclusion this had was that the new employees did not feel supported or comfortable which would increase the lack of trust between the employees and cause more conflict which may possibly been why many left the workforce after a short period of time. 
As previously discussed the old Head of Service left a disorganised department and had also allowed no mechanisms to communicate ideas. As he was always too busy, he never let his employees discuss their opinions about the workplace which impacted the workforce by angering employees more as it was shown that their perspectives were not valid enough to be heard.  This may result in low morale as the employees do not feel appreciated. The productivity may go down, and morale can be replaces by an emotion of relief of making it through the day.               
The last issue within the organisation is that the employees’ achievements were not acknowledges. This impacts the workforce badly as it results once again in the employees not feeling appreciated which would lower their morale and would not give them an incentive to work. Moreover, research has shown how acknowledging an employee’s hard work can increase productivity by motivating them more.   “A Globoforce research study in 2013 showed that 89 percent of people are more motivated by being told what they are doing right than by being told what they are doing wrong.”               



























Conclusion 

In conclusion, there are many communication issues in the organisation which need to be resolved which have impacted the workforce negatively by reducing the productivity. This happened to possibly a series of conflicts, lack of trust, low morale, not enough communication, not enough employee appreciation and not being allowed to express their feelings effectively. 
The first recommendation is to remove the physical barrier being the different locations. This improves the workforce by making communication quicker and therefore result in work being completed in a shorter amount of time. This would also then help more face to face communication happen building more trust between the employees and managers and so allowing more feedback to be received meaning the managers would know how to satisfy everyone more in the future. These face to face meetings will also help to establish how high the organisations’ standards shall be as every social worker can’t have different levels of standards otherwise the clients may get confused. Previously the Tuckman theory was mentioned which shows how in the forming stage standards can be set which can be used as a model for the employees.  The communication cycle also displays how two way communication is the best form of communication. It shows how the feedback will be received to the managers and it also shows how different forms of communication are important. The old Head of Service let his employees email him however as this was indirect, it would not have the same effect as direct contact. Therefore, face to face communication should be used and if not possible, the telephone could be used. If this is also not available, other forms of communication are through letters, mail and online. 
As there was also many vacant management positions, these need to be filled in first. Therefore advice for this is that training for managers occurs where they are taught about active listening, team building and more about communication such as the Belbin theory as discussed.  If the theory is taught to the employees, it will teach them about how important the different positions are and how communication is needed through all of them. New employees were also not given an induction which formed bad relationships between the employees, however with new managers in position, they should be able to resolve this by having an organised rota. 
The recommendation for the last issue which is that the employees’ opinions were not heard and their achievements were not appreciated is that the managers should have a weekly face to face meeting which each of the groups in which they can personally talk to all the employees to show their recognition of them. 
This concludes that the main issue of the workforce was all based upon communication since if the employees voiced their opinions, they wouldn’t have felt unappreciated.  
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