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Executive Summary 
The purpose of this is, to discuss the key communication issues that the organisation had between its employees and management, and the impact it had on the effective teams from completing the job. Also discussed the written and verbal was the main cause of teams not performing. Furthermore its outlines the key elements of communication skills required for individuals to able create and maintain effective teams in an organisation.
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Introduction 
Communication is one of the most important skills required to create and maintain an effective team in any organisation. It is crucial to have good communication skills in place, such as written, verbal and non verbal communications, which will allow businesses and individuals to obtain productive results and operate successfully. It can also promote better understanding of the employees and can reduce conflict between the team members as well as building good relationships. There are many ways that individuals can communicate effectively with pupils such as; phone conversation, formal presentation, emails, text messages and social networking. It is important for a person to understand how to effectively convey and receive a message. This means being a good listener will help to understand the message correctly and also be able to speak in clearly and efficiently so the message is understood accurately. 
Good verbal and non verbal communication is essential for individuals in order to understand a message quickly and efficiently. Non verbal ways of communicating would be making eye contact, physical movements of the body and psychological presence. Verbal communication can be made verbally through face to face, speaking on the phone and giving a lecturer in an academic context.   The key to verbal communication is to be effective when speaking and making sure the tone of voice is steady in order for the message to be understood correctly. Also most organisations prepare to use face to face interviews with pupils in order to find out their body language, facial expression and appearance to see if they are suited for the job. There are around 250,000 different facial expression so the brain will have to act fast to recognise the signs from others.
Written communication is an essential skill to have in order to communicate with family and friends as well as in a work place. It can be delivered through emails, letters, faxes and social media. It is crucial to put the message through with good spelling, punctuation and grammar, which can allow the receiver to understand the message clearly. Without good written communication it will make it difficult for the receiver to give any feedback on the message. Also written communication can be used as a written proof, in case of a dispute within the workplace.
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Communication Issues
 The organisation has got lots of communication issues, regarding with its employees and managements, due to no meetings or discussions being taken place, there were no face to face, or written communication between the team members and management. This left the team consistently underperforming and not completing tasks on time. Also two teams were based in separate building to the other teams, which made it difficult for the teams to openly communicate with each other and made it difficult for the management team to arrange meetings. The management team will need to understand that by offering a positive communication to a team member can increase the morale and job performance of the employee, which in this case the manager was clearly lacking, which affected the teams from performing.
 The organisation did not have a proper structure in place for the teams to follow, so that they could complete their tasks efficiently, due to this organisation been left with high number of caseloads and cases being open longer than normal. In some cases employees were making rush decision regarding a child health, this was mainly because of no written or oral communication between the team members and management.  It is mentioned by S. Taylor, (2013) communication is vital for organisation succeeding and growing as a business everything is done in a work place results from communication.
 The management team failed to provide any training or induction for the new employees, which meant there were no verbal or non verbal communication between the new staffs and the managements. Also they were given big caseloads of work straightway, without any support or written instruction from management, which made it difficult for them to keep up with the work. Also due to this the absence and turnover of employees were increasing which meant management consistently recruiting new team members. 
  Another issue the teams had was different standards and processes in place to other teams, which left some employees thinking they could spent time with family members while on companies working time. This effected the team members not trusting one another and not motivated to deliver the job on a regularly basis. A manager will need to understand that building trust is essential part of an effective team, which can be highly beneficial to an organisation success. Also team members did not receive any immediate feedback or incentives from managers regarding on individuals overall performance. This was really important for the employees in order for them to learn from mistake.
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Impact on the teams
The team members were consistently under pressure from the management team to complete their job quickly and efficiently. Due to this the team members were under stress and were not performing as a team, which lead to team members forming and not participating with one another. It also created a negative atmosphere within the teams and teams losing direction and focus. The management team did not offer any support or friendly advice to the employees, which had a negative impact on the team members not feeling motivated or confident to fulfil their job with honesty and dignity. According to S. McDuffie (2014) for a team to maintain effectiveness each team member will have to participate and take initiative to openly communicate with each other. If a team not actively communicating with each other can create confrontation within the team and could lead to a high number of workloads.                                                                        
The turnover and absence were really high within the organisation; this was mainly because of poor management communication with the teams, which have left the organisation with high number of caseloads. This also had a significant impact on the new workers leaving them with big caseloads of work without any proper training and induction. Due to this new employees did not have the confidence or the ability to build an effective team.  Also the managers weren’t acknowledging the poor performance of the staffs, which left the staffs feeling they could make their own decisions and they don’t have to be part of an effective team.  According to M A. West,( 2012) to create and maintain an effective team in an organisation will require individuals being flexible, adapting to any changes being made and also consistently reflect on individual’s performance.
The last head of the organisation did not communicate effectively with his management team, odd occasion he would arrange to have meetings with his teams, but with lack of any interest. Due to this it had a big impact on the organisation success and lead to high number of workloads for the management team to deal with. Also team members and managers had great ideas and suggestions to improve on the company’s success, but due to one way communication from the head service this was difficult for the teams to put forward. For a business to achieve their goal it is important to communicate positively by having regularly team meetings and discussions, which will help the business, produce greater results S. Wiesen, (2017).
Communication Cycle 
The importance of communication cycle is that a manager, who has a clear understanding of how the process works, can effectively communicate with his or her employees as well as creating a mutual understanding environment between them and employees. Using communication cycle will have a significant impact on the organisation achieving their goals and target a consistently basis. It is also a very important element for individuals to follow in order to convey and receive messages accurately. Here is an example of how the communication cycle works between two people. 
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 Berlo’s Model of Communication

 (
Receiver 
Communication skills
Positive thinking
Understanding the message
) (
   
Information
Communication      skills
Positive 
thinking
Understanding the message
) (
Channel 
Tasting
Hearing
Smelling
Touching
Seeing
) (
Message
Express 
Component
Presentation 
Analysis
Discussion
 
)                                                 						
odes	Encodes 	Decodes
                






                                                                      
Management Communication Methods
A manager will need to understand that by having a good management communication in place can be beneficial to them, which will allow them to effectively manage its employees and can have a big impact on them achieving their goal successfully. For example by communicating effectively with the employee can build up good relationships with them and also can motivate them to complete their job with honesty. According to D. Mattson (2017) communication is vital in any organisation to build good relationships within the employees, as a manager it is important to ensure that everyone in the team works towards the same purpose through open line communication. This will build a strong team to deliver with motivation and pride. There is also a Bruce Tuckman theory established in 1965, which can be followed by social service management teams to maintain an effective team. 
· Forming: this is the first stage where the management and employees get to meet and discuss relevant issues regarding communication, and also individuals are determined what sources and methods can be used for communication.
· Storming: this is where the team members and management fails to communicate with each other and becomes frustrated, due to different method of working, which than can lead to conflict within the teams.
· Norming: during this stage the employees and management get to establish themselves and hopefully by effective communication will begin to trust one another. Also individuals become more comfortable sharing their ideas and opinion without fear.
· Performing: this is the stage where individuals willing to compromise with each other in order to make an effective decision, and also everyone in the workplace feels happy and motivated being part of the team.
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· Adjourning: this stage was established by Mr Tuckman jointly with Mary Anne Jensen 1977. It involves teams completing tasks effectively and individuals can develop their career within the organisation.
Verbal and written communication
It is important for a manager to communicate through verbal and written communication with the employees in order to maintain a team working efficiently. Without written and verbal communication it will make it difficult for a manager to maintain the team performing. Verbal and written communication is very important for a business to grow and maintain good relationships with its customers and employees. However manager who offers good written and verbal communication to an employee will have greater job satisfaction and less work stress as well as maintaining the team working efficiently, which in this case the social service management was clearly lacking. When communicating with someone by email or text message it important to be very clear with the message and use the correct language to interpret correctly P. Morgan (2017).
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Conclusion
The report concludes the communication issues were the main element, why the teams failed to succeed in the work place. However by utilising Berlo’s method of communication, can be beneficial to the management teams to receive and send message accurately.  The report also outlines the importance of communication cycle, management method and written and verbal communication is vital for the organisation in order to achieve future goals. Furthermore it’s discussed the socials services organisation will need to put a proper structure in place in order to maintain and create an effective team.
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Recommendations 
:  The organisation will need to improve management communication method by having written structure in place stating clearly different ways that the employees could communicate with the teams. For example by openly communication with employees, can avoid conflict and could build stronger team members L. Mcquerrey (2018).
:  The organisation will need to develop the management team by having regularly meetings and discussion to put forward on how the business can improve, for example giving regularly training and feedbacks to employees can build good working environment. Also it is important for the managers to keep regularly up date with their employees regarding how well they doing and how can they develop their carrier within the organisation. 
:  It is recommended for the organisation to have a written communication method in place, which can allow employees and managers to receive and sent message accurately. Also it can help the team members to pass key information on a certain case.
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