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[bookmark: _Toc5358981]Executive Summary
The main purpose of this report is to outline communication within the workplace based on a case study which is available to view in appendices. 
· Brief content of effective communication 
· Showing knowledge and understand of Belbin’s 9 team roles
· Ideally putting every bit of theoretical information together in practise to produce a fully functioning team
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1 Introduction

Michele Sullivan is an owner of an average growing toy store in Swansea, she is the proud employer of 27 employees, varying in experience and all ages. 
The employees are structured hierarchically. At the senior level there are three managers who oversee the work of fourteen sales assistants, six stockroom assistants, two cleaners, two security guards. Employees work 8.am – 10pm, they don’t currently work in teams, they seem to be working in groups due to the shift rota, they clearly need to develop a structured team based upon more relevant job characteristics than simply all working on the same rota. There is a growing concern for managers not being on duty during opening hours, this would initially cause a breakdown in communication within the workforce due to not having a structured team. The tasks of this report will entail groups vs teams (Tuckman and Belbin), Communication and alternatively how effective communication can make a difference to an organisation.
There seems to be too few formal communication channels between employees as there are no team structures through which to facilitate this, ultimately the result of poor communication is breakdowns in coordination, without tight coordination many business outcomes can suffer, such as customer service, stock control and ultimately profitability. 















2 Methods and findings
2.1 Effective Communication 
Good communication is a necessity, in accomplishing productivity and to operate effectively. It is more likely that employees will work sufficiently, maintain clientele and achieve company goals, when a better level of communication is maintained in a workplace. Good communication can improve working relationships, good communication can add to company growth and development, improvement of productivity and reductions in conflict etc. Poor communication has a major impact in the work force it can cause a lack of productivity, motivation, non-structured team and reduced profits/sales. 
 2.1.1 Verbal communication
Communication can have many channels through an organisation like this, there should be formal communication strategies as well as formal ones, formal communication strategies can include,
 Regular meetings – management derived strategies can be past on down the hierarchy to junior and senior team members.
Weekly/monthly whole organisation briefings – in these people can be given the opportunity at all levels of staff to voice their opinions and also long-term strategic goals can be presented to employees. 
Team building events – 
One to one meetings – in the by lateral meetings consisting of a manager and a more junior member of staff only, personal problems can be dealt with e.g. employees health and wellbeing and managers discuss individual’s goals, issues arising in the workplace, individual workloads and tasks. 
Fostering an organisational culture in which employees are free and encouraged to discuss a range of work- related policies openly with each other without fear of conflict, with the full blessing of management. 

2.1.2 Non-verbal communication
In face to face communication the most important of these are a range of non-verbal conversational practises learned from growing up in social environments (in other words learn from socialisation), these include, politeness, manners, listening openly to people’s opinions, eye contact, body language, gaining a rapport. 
In non - face to face communication the most important non-verbal communication mechanisms in contemporary organisations is undoubtedly electronic communication, there are varying ways this can be implemented at the very least each employee should have a work email address and there needs to be a secure way of email contact with each other within the organisation, management should have a clear record of every email addresses even those on different teams and an important management decision would be to the extent to which more junior staff have access to the email addresses of those at levels above their immediate supervisors. 

Further electronic mechanisms that can be used include social media, e.g. a shared Facebook or WhatsApp group as well as a company intranet, staff forums messaging boards and bulletin boards (incidentally the messaging boards and the bulletin boards can be implement3ed online and offline such as by simply putting up staff notice boards in communal areas. 

Good communication mechanisms can have a powerful impact on an organisation, management must first decide the extent to which communication mechanisms should be optimised to facilitate open to two-way communication in other words, how much freedom lower members of staff have to communicate with all of those above them and the ways in which in seniority can get their message across to lower level of members of staff if this is done effectively good communication can result in shared goals, where everyone is working towards similar goals and everyone knows what their individual tasks are to these goals, sharing the same goals can increase productivity because everyone knows what they are doing, knows what other people are doing and (while  sometimes not directly to own their work), know how other people’s work contributes to organisational objectives.

 Awareness of health and wellbeing of employees this can be important for long term resource decisions and may help alleviate more long-term sickness absences which can have a damaging effect on working practises, awareness of training leads so that skills can be developed as and when they are needed.

2.2 Other ways communication can be effective 
Ensuring employee grievances are dealt with effectively, this can be achieved through having effective mechanisms for bullying, harassment, discrimination, complaints.
It can enable good employee reward strategies such as bonuses, positive feedback, gold stars, team building sessions.
 Appraisals - Delivering effective appraisals in which, what contributions they are making to the organisation. 

3 Groups vs Teams
3.1 Groups vs Teams 
A group is a number of individuals who share the same interests, activities and hobbies. Groups can be some individuals brought together for a certain reason, or they maybe just a group of friends, colleagues, etc. A team is when a number of individuals in work or an activity work towards a shared goal. 



3.1.2 Belbin’s Team Role’s 
Through successful research in the mid 1970’s to 1980’s Meredith Belbin and his team identified nine team roles. Belbin and others (Belbin, 1981) suggested that the main two important factors were (1) that individual’s needs to take part in tasks in order to reach goals and hit targets, (2) the skills, experience and knowledge the individual brings to a workplace. 
By analysing the performance of teams and probe the characteristics of the members in the team, in relation to the performance, Belbin and others discussed that the combined characteristics of the individuals in a team- or the combination of individual ‘team roles,’ can improve teams in order to complete tasks effectively and efficiently. A brief description of team roles below in table 1; 
Table 1;
Belbin’s Team roles 
	Team Role
	Strengths
	Weaknesses 

	Shaper 
	· Challenging, dynamic thrives on pressure
	· Offends people’s feelings

	Implementor
	· Disciplined, reliable.
	· Slow to respond to new options.

	Completer/finisher
	· Careful, anxious
	· Unwilling to represent 

	Plant
	· Creative, imaginative.
	· Too pre occupied to communicate effectively. 

	Resource investigator  
	· Extrovert, communicator
	· Over optimistic

	Coordinator 
	· Mature, Confident
	· Can be seen as manipulative.

	Monitor Evaluator 
	· Sees all options, judges accurately.
	· Lacks drive and ability to inspire others.

	Team worker 
	· Co-operative, mild, perceptive
	· Indecisive when it comes to quick decisions.

	Specialist
	· Single minded, provides skills and knowledge
	· Minor contribution.


(Belbin, 1981) Team roles

3.1.3 Tuckman’s Theory
Development of a team
Tuckman suggests that there are four stages of development forming, storming, norming and performing- that every team will go through at some stage, before the individuals will initially become a successfully functioning team.
In a whole the following relates to what the team does, process relates to how the team works towards its objectives and feelings applies to how team members relate to one another
Forming- team establishes set rules, procedures are maintained, individuals in the team treat each other as strangers.
Storming- Members of the team start to communicate effectively but still view themselves as individuals rather than part of a team
Norming- Members start feeling part of the team and individuals have recognised in order to complete work if thy listen to other peoples views and opinions. 
Performing- The team work on similar levels equality is the key and hierarchy is of little importance
Adjourning- The final stage of team development where the team assess roles and set up reward and recognition systems. 

Tuckman highlights important points from his research on teams and teamwork`
A team will not be effective until it reaches the stage of performing/interdependence 
Some teams see storming as a normal way of operating, while many of teams may never get past forming.
Unless the process of norming is fully completed, teams may degenerate into storming.
 The amount of time taken to form a team will depend on the contribution and commitment.
















4 Conclusion
[bookmark: _GoBack]Through effective communication we can ideally form a successful functioning team. Ideally a fully functioning team would have put vital pieces of information from Belbin’s nine team roles and Tuckman’s theoretical model to have formed a great team. 




























5 Recommendations 
· Electronic communication - build a company-wide electronic communication system, some considerations for doing this include whether to utilise in house expertise dependent on how technology “savvy” employees are or whether an external IT company will have to involved 
· Deciding on permissions that each level employee should have.
· Deciding on which systems to implement such as email, intranet, message boards, social media, calendar applications these can facilitate meetings as well as letting staff know of important events during the months 
· Work- load management applications - this will be something that will have to be implemented in the long term and depending on the applications chosen could incur significant costs, however, these will only be short term costs (with the exception of ongoing maintenance and support costs which should be minimal) in the long term any 21st century organisation including a medium sized shop in Swansea can realise significant benefits not only for staff and staff practises but also in other ways in terms of reaching customers and ultimately increasing profit. 
· Having a clear strategy for meetings - this includes meetings to discuss on-going business needs regular formal meetings for management to communicate effectively to staff and for staff to equally talk with management, they would need to decide what meetings to have e.g. 1-1, staff seminars, finance meetings, team meetings. Other factors that would need to be considered will be to have a venue for meetings, having set times for meetings and set itineraries and minute takers, also the use of audio or video conferencing as well as other technological considerations like a screen for delivering presentations, microphones, speakers, lights, correct software. 
· Regular team building sessions – ensure within these participation from staff at all levels the ultimate goal of such activities would be to ensure all employees have a voice and work based friendships occur to enable all employees to effectively communicate with one another. 
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