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In this report I am going to define the complex problem that I had in my workplace. 
I had lack of two-way communication. Them, I will analysis the problem. 
Afterwards, I will use the different decision-making tools techniques to identify 
solutions such as PESTLE and Fishbone Analysis. 
As well I will provide suggestion to find the best solution. 
In my report as well, I will explain how I am going to implement the best solution. 
Also, I will structure the communication plan of the solution with different stakeholder.
And finally, I will explain what process I will be following to ensure that implemented solution is in place and working.  
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According to Cambridge dictionary (Anon., 2008), a problem is an issue that is out of adjustment and needs to be sorted out to, fixed or corrected to allow desired results to be performed.
At my workplace I have been involved in lack of two-way communication problem with my manager.  
Communication is the glue that holds a society together. The capacity to communicate allows people to create and keep personal connection. And the condition of such relation depends on the ability of communication between the group. According to, (Brennan, 1974). 
Communication in the workplace is interchanging facts and suggestions in a company is named workplace communication. But successfully transmission happens when the information is dispatch and collected correctly. Successfully conversation is principal to achieve and satisfaction. Successfully communication at the organization is principal in every employment target. According to, (Kashyap, 2019).

Scoop: The scope of communication is so extensive that encircle nearly every area of our personal, social, professional, national, international and religious lives.

Impact: Poor communication skills can cost more than it knows. It can impact in different ways to the organization. According to (Krause, 2019).

· Productivity: When staff feels they are not being heard or have problems making themselves understood, they turn to be less productive.
· Culture: Poor communication between colleagues leads to bad perception and a situation of disturb and confusion.
· Leadership: Being able to communicate efficiently is one of the first skills any leader should have. When the leader does not have the ability to lead suffer.
· Cost: Unsuccessful communication means staff have to work intensely and still obtain less done, which intensified the cost of doing business.




It can impact to the staff as well. 

· Misunderstandings, between manager and member of staff. As manager do not provide clear idea to the staff.
· Stressed employees can be stress for the employee, because can feel insecure on how to manage the week, because manager do not provide enough information. 
· Lower morale, staff can feel not properly valued as an employee, as manager does not listen to the staff. 
· Reduced productivity, staff can loss the interest of doing properly the job as they feel that manager does not care about member of staff. 
· Increase mistake in the workplace, as a lack of communication between employer and employee can cause mistakes in the workplace, because manager do not provide the enough or accurate instructions. 
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The complex problem is that when I need to speak with my manager, she does not give me the appropriate time, space to speak with her. So, as she does not have time we usually speak in corridors or staff room, after she does not remember what I asked for. 

As a personal example: I wanted to let her know that my daughter was on half term, so I needed to swap my days, she said to me that it is fine. After 2 days I saw the weekly rota and she did not change the days that I asked to her. So that made me feel confused. And we have always the same problem when I need to book my holidays. 

The problem is that manager does not listen. There is a problem of poor communication.
According to (Luecke, 2008), Effective communication is an essential factor of progress for every institution, manager and employee. Good communication skills are a requirement for growth in most area and are clued to apply effect both inside and beyond the teamwork.


There are some roots of lack of communication in the workplace. According to (Vdovin, 2017).

1. Objectives are not clear: Ensure to have a one-on-one dialogue with the staff in order to go direct to their duties and the expectancy that carry on with their job.
2. Bad leadership: Persons designated managerial roles are bad managers, can be possible that communication in the workplace will fail.
3. Cultural diversity in the workplace: While diversity is definitely a good evolution, but can cause a few challenges, such as poor communications in the workplace.
Distinct persons from opposite environment will send communication in distinct methods, with diverse nonverbal signal. Interpretations of the information can be different too.
4. Demoralized employee: When staff members drop interest, they are treated as a depress. A staff who is depress considers detested, unappreciated, and also dislike. Staff tends to be unproductive.
5. Personal problems: Staff can be preoccupied by their own personal problems and challenges. As to distractions a staff will communicate in incorrect way and reply in a pessimistic way.
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According to (Perera, 2017) is a structure to study the essential elements (Political, Economic, Sociological, Technological, Legal and Environmental) affecting a company since the exterior. The tool provides understanding within the outside elements affecting their company. The study is flexible, so companies are able to use it in a field of distinct framework. Managers can use the conclusion to lead strategic decision-making. 
A PESTLE analysis is an examination of 6 exterior impact on a company:

· Political: Political stability/instability consequences, changes in government constitutions, government actions.
· Economic: Economic development, reduce charges, exchange, rise and salary rates, lowest salary, working hours, redundancies (provincial and nationwide), acclaim opportunity, cost of living.
· Sociological: Cultural rules and belief, health awareness, community increment wages, age group organization, occupation view, health and safety.
· Technological: technology has become an essential element of any business today where most actions are over the internet. Elements functional as technical competency, the productivity of technology, upgrade hardware and software should be review here.
· Legal: Replace to law affecting jobs, obtain information, allowances, funds, bring in/exports, and tax.
· Environmental: Worldwide warming and the growth required to change to viable materials, social history (municipal and governmentally).
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According to (Horev, 2010). The tool was created by Professor Kaoru Ishikawa from Japan. The purpose is to recognize and order each possible cause in a specific ranking. The problem will show on one side as the head of fish, with a long backbone linked to it. A few branches will appear from this backbone, and every branch will be assigned to one group of possible roots. Any possible main root connected to one of the class will seem like a stem coming out of the linked branch.  Finer details will seem like a smaller stem under main stems.  





MANAGEMENT
MANPOWER

								

	
	Lack of Knowledge	Lack of Leadership
	Bad of Moods	Limited FeedbackLack of Communication in the Workplace

	Failing to ask questions	Don’t give clear directions
	Fear	Poor Management style




	Unclear goals and duties	Culture Clash
	Communication Styles	Virtual Teams	
	Lack of Training	Unnecessary Conflict	
		Gossip 
	
METHOD

						ENVIRONMENT




After I have done my analysis, I found the roots causes of bad communications at my job. The causes can be many such as, misaligned supposition, confusion, 
[bookmark: _Toc58660744]mislaying of momentum, discontent, absence of dedication, insensate incompetence and they can be resolve. On noticing the root cause of communication problems, could enormously help the opportunity for the group to prosper. The greatest methods to discover communication issues and their root cause is by making a monthly evaluation on how fine the group is communicating and working cooperatively. 



SUGGESTION FOR SELECTING THE BEST SOLUTION


After I have done my analysis, I will need to find what is the best solution. Based on my fishbone analysis I have identified some solutions that can help to solve the problem. 

Solution A: Schedule regular time to communicate, and one-on-one meetings to provide and ask for feedback. 
Solution B: Give your attention and take time to listen.  
Solution C: Identify and share effective and ineffective behaviour and take advantages of tools that improve communication. 

Based on the above 3 solutions, to me all solutions are important but to solve the problem that I have been involved in my workplace is solution A it would be the best solution in this scenario in order to deal. 
It is important because It is something what I asked in my workplace to have better communication with managers. I have used PMI tool to help me to choose the best solution in this case. Using the PMI decision making help me to make decisions quickly by analysing and weighing the pros and cons.

	PLUS
	MINUS
	INTERESTING

	Specific time to speak about a problem. 
Provide and ask feedback.
With regular meetings can find the solution of the problems. 
Keep always update managers and staff. 
	Manager try to obtain more personal information.
	Having regular meetings can help to learn new things. 
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In order to implement the best solution, I will need to use the ADKAR Model. 
According to, (Hiatt, 2006). The ADKAR model has 5 elements that explain the principal structured blocks for successful modification: Awareness, Desire, Knowledge, Ability, Reinforcement. 
At the workplace, losing factors of the ADKAR model could reduce business alterations.
In the lack of awareness and desire, staff could await relaxed acquire of the modification, elevated turnover and retards in execute. In the lack of knowledge and ability, you could await wrong use of current procedures and tools, a pessimistic effect on clientele and assist cut in production. In the lack of reinforcement, you could await people to drop interest and return to previous behaviours. 
  
	Awareness
	Desire
	Knowledge
	Ability
	Reinforcement

	The staff require to be aware that change is coming
	The staff can accept why the change needs to be made but that doesn’t mean that staff will want to make the change.
	The more knowledge and coaching you can give; the more staff will accept the change and notice the benefits of making the change.
	Just because your team accept the change does not mean that staff will have the ability to do their roles instantly.
	After the change has been made and your progress are flowing smoothly, reinforcement is an important step of the ADKAR model that make sure that people don’t return to old methods.
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As in the table can see, that in order to communicate the best solution to the different stakeholder, I will use different medium of communication to communicates the solutions. 
According to, (Carmicheal, 2020) a communications plan allows you to successfully bring information to suitable stakeholders. The plan will recognize the information you need to encourage, to anybody you're targeting those messages, and on which channel. Communications plans can be operated in times of crises, or in changes. 
Different stakeholders possess distinct profits, attitudes and priorities. 
Effective communication guarantee that they receive information that is apt to their needs and make positive attitudes to the company.

	STAKEHOLDERS
	COMMUNICATION MEDIUM
	TIMEFRAME

	
	F2F
	Telephone
	Group
	Letter
	Email
	 

	Employees
	x
	
	x
	
	x
	Immediate & Weekly

	Customers
	
	
	
	
	x
	Immediate & Weekly

	Managers
	X
	
	x
	
	
	 Immediate & Monthly

	Suppliers
	
	x
	
	x
	x
	 Immediate & Monthly

	IT Organisation
	
	x
	
	x
	x
	Immediate 

	Third Party 
	
	x
	
	X
	x
	 Immediate 
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In order to monitoring and review the techniques I will use the PERT Implementation plan. 
Programme Evaluation and Review Technique (PERT) is a risk management technique that is used to plan, arrange, and coordinate the different tasks in a project. It is a tool that ease the analysis of the duties involved in finishing a project, for example the time needed to finish every task of the project, and it regulates the minimum possible time needed for finish the entire project. According to (Ghadar, 2017).
Need to take actions in order to ensure that the implementation plan solution is in place and working. 

	Action
	Responsible
	Priority
	Start Date
	End Date
	Notes

	1. Make the communication priority. 
	Managers
	ASAP
	10-12-2020
	
	Review and check constantly. 

	2. Make sure you understand the change and staff as well.
	Managers
	Urgent
	10-12-2020
	
	Give time to accept the change

	3. Provide feedback 
	Manager
	Necessary
	10-12-2020
	10-01-2021
	It will help the staff to know how they are doing. 
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After I have analysed my problem and understand how to find the roots causes of the problem it is easier to find a solution to try to avoid having the same problem in the future. Also, I have learned how to use different tools and techniques to identify solutions. In additional, I had the opportunity to use methods to find the best solution, such as PMI. And as well, I have learned how to use the monitoring and review techniques. 
It has been really interesting to learn about problem solving and decision making this term as It is going to be really useful in my future professional career. 
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