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A report on communication within the workplace, applying relevant theory to workplace examples. 

[bookmark: _GoBack]This report will look at communication within the workplace, my workplace example is a Project manager is a sales team. The report will look in to the main theories relating to group dynamic, team working and communication within this workplace.
Group Dynamics and Team working:  
Working within a group, there is a view that the longer a group stays together the more they begin to act and think similar. This is referred to as social cohesion and becomes a culture, this then allows for identity forming which means that you begin to see yourself reflected within the whole group or a part of the group. This in turn generated a purpose and provides a satisfaction that comes from the group identity. Social cohesion and group identity can generate pleasure, harmony, strength and safety but can also work the other way and create a prejudice, bias, an us and them mentality.
As a project manager the main aim is to complete a project successfully on time and within a budget. The project manager must be able to promote group dynamics and roles which encourage respect and mutual communication. Generally, group dynamics refers to how communication takes place within a team or how they react to each other in a team environment. Such behaviours can have a negative or positive influence towards achieving objectives. 
A project manager is a leader and needs to provide guidance to the group. This can be understood better through the phases that a group goes through as it develops.  
Bruce Tuckman spoke about these phases and named them "forming, storming, norming, and performing" in his 1965 article, "Developmental Sequence in Small Groups." This was used to describe what most teams follow when achieving high performance. 
· Forming- The coming together of a group.
· Storming- Members of the group seek out like-minded members. At this stage, conflicts between different sub-groups may arise.
· Norming- Members become invested in the group as a whole and the common goal of the group.
· Performing – The Members of the group now function as a whole, contributing to complete the task within the standards that have been defined in the previous steps. (www.mindtools.com) 

An understanding of these phases allows the project manager to foresee problems that may arise and issues with poor group dynamics. Project leaders would need to discover these stages while and bear in mind the importance of group dynamics. 

When managing a group, the project manager would need to look at the human element of the group and when directing teams, the theory of group work dynamic would benefit this. The project manager would need to deal with conflict appropriately, but also learn what works well as a team, having a clear judgement on when a team member needs to be pulled out or another member introduced. 
The project manager is the lead of the team, and it is essential that they openly communicate, this can be achieved through emails, meetings and clarity would be the key in ensuring that everyone understands and has the same information. This would be needed to achieve sales targets and expectations of the project objectives. 
A team’s dynamics can be strengthened by the project manager clearly defining roles and responsibilities. Strong leadership is important within a group. The project manager can achieve this by creating a timeline for the project and so members can understand their place/role within the timeline. 

They would also need pay attention, tackling problems quickly and providing good feedback. Also, another key element is to understand the team as a whole, this can be achieved through observation, and poor dynamics can be overcome if identified at an early stage. 
Recognition of how each person works within a group or brings to that group their individual personality and skill set. Recognising each member’s motivation can give the manager an understanding of how the person fits in the group. Some disruptive roles may be less obvious to identify but can have a big impact on the group dynamics. For example, “social loafing” which means some members of the group may make less effort than they would if working alone. A manager who can recognise and reacts quickly to these roles can influence the dynamic of the group in positive ways. (https://www.referenceforbusiness.com/management/Gr-Int/Group-Dynamics.html) 
Many methods of communication can be used in a group to work towards a common business goal.  This allows for the build up of trust within the group, “Side conversations via separate emails or “IM” chat features can be detrimental to the group’s overall trust”  
The project manager as a leader will have active listening sills, excellent interpersonal skills and positive/confident use of body language, such as making eye contact, having a confident stance when speaking. A leader can adopt a few qualities when communicating, such as avoiding emotion, leaving conversations on a positive note and being comfortable with silence, allowing for others to think. (Maund et al, 2017 ‘Certificate in Higher Education, Skills for the Workplace, Student Yearbook. Pg 409 )

There are some tools that can be used when communicating, such as a “praise sandwich” this means to remove the word but from negative communication, you start with a praise and end with a praise, which leads the team member to only remember the negative comment. When giving feedback it would be best to keep it impersonal and descriptive and ensure that feedback has the goal in mind. 
Maund et al, 2017 ‘Certificate in Higher Education, Skills for the Workplace, Student Yearbook. Pg 409-410 )

As a project manager, it is important to be direct, clear, and use language that is relevant and that the audience would understand and can relate to. Reading an individual’s body language is also a skill that is useful and allows you to understand the confidence level and honesty of a candidate. This also helps when delivering presentations, negotiating, selling and conducting speeches/meetings. 

Convey in his work for 7 habits of highly effective people states that we should understand first before we are understood. Our responses are usually to agree or disagree, to ask questions, to provide advise based on our own experiences, and to figure out a person’s motives and behaviours based on our own. If we replace these responses with empathic listening our communication would be much more effective. (https://www.stephencovey.com/7habits/7habits-habit6.php)

For the team to be successful the project manager would need to ensure that the group has the following: 
 
· Mutual Accountability
Establishing ground rules of expectations, conduct, penalties and principles. When there is a failure the group can check itself against these. If these are agreed as a group then there is accountability, 



· Shared Contribution
This is essentially a commitment to the group, it can mean giving extra time to the job, and making an extra effort. If the group has a shared effort and aim there is a sense of equal contribution and prevents members feeling resentment. 
· Shared Values
To be open that there are differences in values and attitudes, this is to find a common ground with respect, and the aim is to lead people to the same goal although they may take a different route
(Morgan, 2017, ‘The Business Student’s guide to Study and Employability, pg 204) 
 
Belbin defined cluster team roles, defined as “a tendency by an individual to behave, contribute or interrelate with others in a team in certain ways.” These clusters names such as Shaper, Plant and Monitor or Evaluator which gives an idea to the kind of behaviour that an individual with access to that cluster or role might present. As a project leader the cluster that should be adopted is the coordinator, who observes the team and its processes and takes the decisions, also resolving conflict. 
Another cluster that can be applied to the manager is the completer/finisher. They are detailed people. And can follow through tasks and projects. As a manager they need to have a balance between perfection and the practical outcomes needed for the team. Effective delegation is required.
(https://www.managementcentre.co.uk/high-performing-teams-belbins-team-roles)



From this report we can see that effective communication is the essence of good leadership skills, and effective teamwork and to understand how groups work and what works within the groups would be effective in achieving goals such as those expected within the business sector.
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