




Contents Page
1.0 Executive summary 
2.0 Introduction
3.0 Communication
4.0 Importance of communication in work place 
5.0 Effective methods of communication
6.0 Importance of two way- communication 
7.0 Application of teamwork theories 
8.0 Conclusion 
9.0 Recommendation
10.0  References

[bookmark: _Toc5337286]



exective summry 
This report is about a small toy store in Swansea that is currently employing 27 staff .the purpose of report is to plan and suggest possible solutions to the problems  that are currently faced by this business due to having no communication system in place and also there is no team formation system in place , by analysing the current structure of business this report will identify the key areas of the business that is in need of reform. 
Introduction:
[bookmark: _Toc5337287]This case study is about a Toy store in Swansea .That is growing and is in desperate
Need of forming a proper team and there is currently lots of miscommunication between shift due to lack of communication. The owner wants to get advice about a possible team structure and communication at the store to prevent any possible problems that can create difficulty for the business.
Methods of communication:
Advancement in technology has greatly shaped how we communicate .t0here are many ways how we communicate, Standard methods  of communication are writing  and reading, speaking , listening.  This method is based on two-way communication where coder or sender is sending on listening or reading the receiver. Most of the time  communication involve talking and listening  where  one person speaks and  others listen. 
There are other methods that don’t involve writing  and speaking for communication. Communication is a procedure which includes sender and receiver to convey a message.
Importance of Effective communication 
Effective Communication is very important   for the success of any business. There is deep connection between the success of an organisation’s success and effective communication.
 By looking at case study of Toy store  it is  clear that Without effective  communication, employees are having problems due to information’s not being shared  between two shifts.
There is no system in place  what their co-workers are doing, will not have any idea about what their goal are, and will not be able to assess their performance.
Without effective  communication,  workers and managers cannot exchange information 
Here are the reasons why its important for the success of an organisation to effective communication 
Effective communication  helps employees become more productive  and it helps them to do their work and  plan well ahead before any problem develops.BY having  better and clear communication system and exchange of information can increase the profit of any business. Communicating effectively  helps to exchange information between members of team so they can  plan and perform their daily tasks on time according to requirements by  company , it also   prevents  many of  problems. Effective communication is key for  accomplishing goals.
[bookmark: _Hlk5394344]Non-verbal communication: 
Written communication is based on anything that involve writing  for example, letters , emails ,text messages , notes, articles, newspapers .
Non-verbal communication is based on ho we use our  body language and gestures, our expression, play big part in how we communicate .eye contacts  facial expressions, eye contact and posture. Touch is a non-verbal communication that not only indicates a person’s feelings or level of comfort but illustrates personality characteristics as well.
As stressed by ( Remland,2017) that ” facial expressions motivate us and allow us to influence others” .  One of the oldest form of communication between  i we will  handshake or warm hug indicates something very different than a loose pat on the back or a timid handshake does. The sound of our voice, including pitch, tone and volume are also forms of non-verbal communication.
.
 Verbal communication:
 this method of communication involves direct communication  where information is exchanged between people verbally, now with modern-day technological advancements people can communicate by  speaking on phone or video calling ,or if there are more than one  participant conference calling tools can be used.
Both methods can be used  for communicating effectively to exchange information depending on what is required by and what is the purpose of communication ,verbal communication is good when quick feedback is required. 
  
1.1: Importance of Two-Way Communication:
Communication involves the  coding and decoding of  messages from participant involved in it  or simply  it can be described as a method  of exchanging or sharing of information between people who are involved in this process, it is important that when sharing information  or transferring information both sides understand the message and there is clear understanding of what message have been sent and how it has be received by .
 two-way communication can be between members of public or it can be an exchange of formal  information between  people working for an organising or can be informal exchange of views or talking about issues that are part of human life . Whether it’s a formal exchange of  information or informal verbal or nonverbal the main objective of the whole process of
 Two-way communication is to exchange  the latest and updated  information  between people.  Exchanging Information  in any way of form helps  everyone  it is important that the channel information is being shared through is clear and information being shared or exchanged is also  clear and is summarized  to make the purpose of  communication clear.
The way Communication is done is not limited to the use of a language indeed the oldest form of communication is in existence earlier than humans start using language.
  According to (www.communicationtheory.org , 2019   ) there are two types of communication verbal and non-verbal.
This is important to remember that verbal communication  easier  to understand compared to  non-verbal.
Humans are social animals our survival , success and our failure depend upon how we communicate with others .Being able to communicate  effectively is important for survival of human race. It is also important  for organisation’s  success. How people communicate within work place is  what makes an organisation successful. As we all know how important it is to exchange information within work place on time and it makes it easy for all to achieve  their objectives and targets  with a constant flow of  information within workplace, It won’t be wrong if we say that effective  communication  is the  magic key for performing and running any business successfully and  professionally . There is no doubt that verbal and non-verbal communication is extremely important  for continued success of any organisation.
By looking at  this case study of toy shop  we can  clearly see that  how important it is for the success of Toy shop  to have and  effective  communication system in place . due to shortage of staff and people working on different shifts there is always a danger that some information can be missed and can cause big problem for the Toy shop running its  smooth operation of  business.
By the analysing the size and nature  of business it is very important that a simple and effective 2 way communication method is applied to create an effective, simple communication system will make the communication easy and will guarantee to run this business without suffering from and problem due to noise in communication. This will make sure that there is exchange of important information between different shifts .
 Team Structure for Toy Shop :
By creating a team that is a combination of new and old employees will benefit  the toy shop it is well known that  improvements can be much easier by forming a team that involves existing  employees who have experience and understanding of how Toy Shop  has evolved as a medium size business.
As its clear by looking at this store that there is a clear gap in communication between people working on different shifts and  lack of leadership for night shift can create huge problems for business.
Applying Tuckman and Belbin 
By applying Tuckman  and Belbin theory  we can  change how this business is running. Currently there is no team to carry out specific task  Tuckman and Belbin will help the business achieve their objectives and goals by  starting a team formation using this theory and by defining the roles within the team will not only increase the productivity but also will enhance the performance of the medium size business and will also put extreme pressure on staff .
By looking at the current situation of the business we can see that any future development will create huge problems for this business.  
First, we need to asses what can be done to start the first stage of team formation at the stage of forming there is lots of things  will happen that without proper planning it can harm this sm all business 
Forming stage is when there is lots of  positivity . this stage there is lots of confusion and many members will be confuse and anxious.
We can assign a leader may be one of the existing  manager can be assigned that role at this stage. 


Storming:
At this stage things will get wild and there is going to be lots of competition between the members of team that is normal . we will start applying this  theory on night shift as there is no manager at by doing so that will greatly improve the business
Once storming stage will pass we will se lots of thing getting better .
Norming 
[bookmark: _GoBack]This stage we will se things going back to normal this is the stage when we will se things and disputes will be settling and everyone is getting to know their roles and duties .after this stage things will be much more calm and we will 
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