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1.0 [bookmark: _Toc98467902]Executive summary: -

This report is for Lady’s Fashion to advise on possible team structures to facilitate and enable effective channels of communication regarding the case study in hands, The suggestion is to provide a good academics forms and roles to ensure that business is growing successfully to achieve its goals and designing flexible system of communication to reduce the problems in future.

2.0 [bookmark: _Toc98467903]Term of reference: -

It has been asked by Melanie Squair (lecturer of effective team working and communication) on behalf of University of Wales trinity Saint David. To write final report on the module regarding a case study provided. I have been requested to summit this report on 18th March 2022.

3.0 [bookmark: _Toc98467904]Procedure: -

This report based on the information found from a wide range of resources online and the university’s library, which are books, journals, and google search. And the main resource was from the effective team working and communication’s lecture.

4.0 [bookmark: _Toc98467905]Introduction: -

This report is for Lady’s Fashion to advise on possible team structures to facilitate and enable effective channels of communication. However, regarding the owner of the store seeking for advice, the report would examine two parts toward the case study provided to set a formal effective teamwork and giving the best format in order to systemise suitable communication methods to put the team on the right track. The report will discuss the important elements behaviour and attitude of the employees in the workplace, then how to develop the teams and the work environment accordingly to reduce the potential conflicts may cause regarding the lake of the communications. In the second part of this report will review verbal and non-verbal communication with addressing three different models of communication and how to identify the barriers in the communication process to avoid them in particular to the case study.
5.0 [bookmark: _Toc98467906]Finding: -
5.1 [bookmark: _Toc98467907]Case study
According to the case study reviewed and studied regards Janet Williams about advising on a business consultant toward her lady’s fashion store can identify many strengths that made the store running smoothly and expanding which is the good sings to continue growing. Therefore, there are some questions need to be answered to have a best understanding of what the business is about. 
· What are the current strengths and weakness of the team regarding capabilities?
· Would it worth to boost the team capabilities? If so, what will you focus on? By Training or changing the team member behaviours by upgrading the communication channels?
· Is it task-related or teamwork-related capabilities? 
According to (Tannenbaum, 2021, P37) Task-related means that individual must be able to perform the work, while teamwork-related mean people need to work and collaborate effectively with one another. However, understanding these differences can be very helpful to achieve management expectations. The expectation of any leader on his team member is to work collaboratively with trust on each other. To achieve this, business management should apply the nine Belbin team roles as follows: -
5.2 [bookmark: _Toc98467908]Meredith Belbin
     Team Role are nine elements of behavioural attitude identified by (Belbin, 2010) to help leaders to have a best knowledge about their team individually skills, regarding the emotional and physical capabilities as being effective to facilitate team progress. ‘’This doesn't mean that every team requires nine people. People can have two or more Belbin Team Roles that they will be comfortable with, and this can change over the time when practicing certain skills’’. Each Belbin Team Role has strengths and weaknesses, and each role is equally important to the team's success. To identify the characterise of each member of any team specially in the case study, administration should firstly, know what the best characters their employees are! with taking Belbin questionnaire form which can help to know who can do what in the best manner. And you will find the questionnaire in the Appendance. These nine ‘Team Role’ are: 
1- Resource Investigator 2- Team worker 3- Co-ordinator 4- Planet 5- Monitor evaluator 6- Specialist 7- Shaper 8- Implementer 9- Completer Finisher. 
Each of these characteristics has strengths and weaknesses so, must be careful when delegating and sharing the duties to avoid any potential conflicts. The conflicts comes when the team member have been identified and the progress has already stated toward achieving the goals, in the next paragraph you will know how to avoid the potential conflicts with Bruce Tuckman’s stages of team development (Tuckman 1965).
5.3 [bookmark: _Toc98467909]Bruce Tuckman
The idea of Tuckman’s stages of team development (Tuckman and harper 2012) is, the different of stages that a team go through in its development. Therefore, these stages are defining and clarifying the difference between groups and teams. According to the case study we will only focus on the teamwork development and how may Tuckman stages could help the business to grow and prevent itself from the conflicts. 
The first stage is the Forming; in this stage the leader or manager should concentrate on the introduction because relationship have not yet formed, and team member are wonder what is expected of them and how they behave. However, this stage is for only employees who are come to work together for the first time. So, for the Lady’s Fashion would be very beneficial to apply this stage when the two new employees arrived.
The second stage is the Storming; in this stage team leaders are expected to understand the emotional of the team members, as mentioned above when any team identified they will straight start vying positions and the conflict may occurs specially with those who are very sensitive in working in teams! Like specialist according to Belbin’s Team Role. Furthermore, it’s important to introduce the rules with opening the communication method in this stage to share the responsibilities after setting the goal or targets of the team.
The third stage is the Norming; when a team reach this stage, that mean work is progressing well and team members will show their capabilities because co-operative developed, and conflicts has settled according to the trust they build in regard of communication have been made.
The fourth stage is the Performing; when the teamwork has solved the conflicts that have faced in the previous stages now the teamwork is achieved and rules are flexible with fully support so, leadership will minimize to self-manages, duties and responsibilities can be clear.
5.4 [bookmark: _Toc98467910]Analysing 

According to (Baird and Baard, 2021, P527). Given, the significance of the organisational team to ensure business can fully adapt to dynamic environmental change. The use of controls focuses on the monitoring of the team performance, which could be very useful for the case study. Moreover, Teams with more informal social exchanges and socio-emotional support, usually outperform others. Some studies argue that (Chiu, Chad et al. 2022, P502) factors such as friendship and shared values, a team leader can be able to encourage positive interactions among team members because of their commitment toward an agreed goal. And yet to achieve the goal you should be capable to progress effectively and open good channels of communication.


5.5 [bookmark: _Toc98467911]Verbal and non-verbal Communications: -

Communication is the transactional use of symbols, influenced, guided, and understood in the context of relationships” (Duck, and McMahan, 2015, p.5). By referring to this definition you can realise the importance of the communication in our lives in the formal and informal way. But this advice will be focus only on verbal and non-verbal communication regarding the case study. However, the most important questions to discuss and argue around are.
·  how can we manage the communication and its categories? 
· What kind of skill needed to outcome the effective teamwork in relation to communication?
· What tools, forms and modules are there we must understand to have a good communication?
Any leadership or a team with committed goals will think carefully about the communication system and style of the workplace environment to reduce the barriers and avoid the conflicts may occurs during the process of communications. In order to provide answers, we should understand the human communication process better (Fuchs, 2021, P37). The communication management requires leaders to be able to develop effective skills which will introduce their own criteria to evaluate them to help collect and analyse the feedback, along with being prepared when delivering a massage whether its vocal, visual or verbal, this important elements has difference percentages in the impact of communications which are; words 7%, voice or tone 38%, and the body language is 55% so, that why  managing a good communication is recommends face-to-face meeting regularly to have high level of impact and get the feedback clearly.
Communication skills are the tools that we use to remove the barriers to make an effective communication (MTD Training and Venture, 2012, P11). As a leader you may face on of these barriers or you might face them all at the time of progressing. However, to deliver your massage to employees you must recognise the barriers exist and then apply proper tools to remove these barriers preventing your massage to go through. Instantly, the employee in the other side of these barriers will try to send you a massage back, and they may not have the ability to send their massage in effective communication skills which could leave the success of the communication to the chance. Instead, you can also use your own skills as a manager to make sure you have clearly received their messages as well.
To be successful at communication, tis important that to recognise what tools and terms of communication you are using to send or receive any massages alongside with these barriers to communicate, barriers can occur at any stage of the communication process. Because the communication is tow-way traffic, you may experience in the ‘’communication process’’ these stages are like a circle, you are sending for others and perhaps, wating for the feedback which more often take the same way through to come back to you!  And these stages of the communication process as flows are sample diagram showing stages of models to help in the explanation. But there are many different opinions for the exact stages to make an effective communication. However, we shall examine only three different models in the next paragraphs.
[image: Shape
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the three different Model we will review makes this diagram collectively to help us understand them severally.

5.6 [bookmark: _Toc98467912]Shannon-Weaver Model: -

Effective communication needed for developing trust in the workplace to have significant impact on the employee’s engagement to improve their capabilities, workplace culture and the productivity. Referring to the diagram above and according to (Shannon-Weaver, 1949) they identified Mathematical Model to introduce the tow-way of communication process includes: -
 source which means the information that sender/leader wants to deliver and should know why the massage is necessary and what is the result needed.
Encoder, transferring a massage into proper format, it requires knowing who you are sending it to and make sure it includes all the information they need.
Channel, the methods that you use to communicate with others such as telephone or Email. In this stage you must think twice of the barriers might occurs.
Decoder, process of receiving your massage and it’s your duty to ensure that the receivers are valuate the information that you are sending.
Destination, you may have expectations for respond from receiver/worker, you can increase the chance of getting result by addressing reword and recognition as part of your massage.
This model has mentioned both signals for employer and the employees so, when you come to choose method to communicate with your employees you must make sure to use your communication skills and tools recommended depends on the matter.
5.7 [bookmark: _Toc98467913]Berlo’s model of communication: -

Berlo’s model of communication has same format as Shannon-weaver model however, the only difference was in the channel.  Shannon-weaver identified it as a methods and technology, while Berlo mentioned in his model as the body language instead. Passed over to human emotions which have the most impact on effective communication. In regard of high percentage in face-to-face communication to include the five senses of the human body

5.8 [bookmark: _Toc98467914]Schramm’s model of communication: -

Schramm suggested that the communication should be two-way. This means receiver must communicate in return to the massage have received. And that proven the argument of the diagram circle above which have included all the three models in one to help understand the important of effective communication.

6.0 [bookmark: _Toc98467915]Conclusion: - 

To conclude, according to Melanie squire, the lecturer of the effective team working and communication, requested to write a report of 2000 words about what I have studied and understand from module. This report is reflecting the skills and knowledge on the module and apply them in case study.
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8.0 [bookmark: _Toc98467917]Appendance 


Belbin’s Questionnaire

What sort of team member are you?  Are you the one who likes to come up with new ideas, or are you the sort of person who likes to make sure the I’s are dotted and the T’s crossed?  

Work carried out by the occupational psychologist Dr Meredith Belbin, suggests that everyone who is a member of a team tends to adopt one or more styles of behaviour within that team, that is, they tend to fill certain roles.

This questionnaire is designed to help you discover your preferred role in your team at work.  Please complete the questionnaire as instructed and then fill in the score sheet at the end.

Don’t think too long about the questions – your instinctive response is probably the most appropriate.  There are no ‘right’ or ‘wrong’ answers.  

Unfortunately, whatever role you play and however well you play it, we won’t be awarding Oscars however there will be a prize for the winning team!

[image: ]
Belbin’s Team Roles - a Self-perception Questionnaire


[bookmark: _Toc98467918]Instructions

· Below are 7 sections each with 9 statements. 
· Circle the 2 or 3 statements from each section which are most relevant and appropriate to you/your personality. 
· Your task is to allocate a total of 10 points to the statement(s) you have chosen. The most relevant statement will receive a higher weighting out of 10. You are able to give the full 10 points to 1 statement.


 
Section 1

“What I believe I can contribute to a team...”	

(a) I can quickly see and take advantage of new opportunities

(b) I can work well with a very wide range of people

(c) Producing ideas is one of my natural assets

(d) I can draw people out whenever I detect they have something of value to contribute to group objectives

(e) I can be relied on to finish any task I undertake

(f) My technical knowledge and experience is usually my major asset

(g) I am always ready to be blunt and outspoken in the cause of making the right things happen

(h) I can usually tell whether a plan or idea will fit a particular situation

(i) I can offer a reasoned case for alternative courses of action while maintaining freedom from personal bias 


[bookmark: _Toc98467919]
Section 2

“Possible shortcomings I may have in teamwork..”

(a) I am not at ease unless meetings are well structured and controlled and generally well conducted

(b) I am inclined to be too generous towards others who have a valid viewpoint that has not been given a proper airing

(c) I am reluctant to contribute unless the subject deals with a field I know well

(d) I have a tendency to talk a lot once the group gets on to a new topic

(e) My objective outlook makes it difficult for me to join in readily and enthusiastically with my colleagues

(f) I am sometimes seen as forceful and authoritarian when dealing with important issues

(g) I find it difficult to lead from the front, perhaps because I am over-responsive to group atmosphere

(h) I am apt to get too caught up in ideas that occur to me and lose track of what is happening

(i) I am inclined to become preoccupied when I realise that loose ends have not been tied up

[bookmark: _Toc98467920]
Section 3

“When involved in a project with other people..”

(a) I have an aptitude for influencing people without pressurising them

(b) I can help prevent careless mistakes or omissions from spoiling the success of an operation

(c) I like to press for action to make sure that the meeting does not waste time or lose sight of the main objective

(d) I can be counted on to contribute something original

(e) I am always ready to back a good suggestion in the common interest

(f) I am quick to see the possibilities in new ideas and developments

(g) I try to maintain my sense of professionalism

(h) I believe my capacity for judgement can help to bring about the right decision

(i) I can be relied upon to see that all essential work is organised

[bookmark: _Toc98467921]
Section 4
		
“My characteristic approach to team work is that...”

(a) I have a quiet interest in getting to know colleagues better

(b) I contribute where I know what I am talking about

(c) I am not reluctant to challenge the views of others or to hold a minority view myself

(d) I can usually find a line of argument to refute unsound propositions

(e) I think I have a talent for making things work once a plan has to be put into operation

(f) I prefer to avoid the obvious and to open up lines that have not been explored

(g) I bring a touch of perfectionism to any job I undertake

(h) I like to be the one to make contacts outside the group

(i) While I am interested in all views I have no hesitation in making up my mind once a decision has to be made

[bookmark: _Toc98467922]
Section 5

“I gain satisfaction in a job because..”

(a) I enjoy analysing situations and weighing up all the possible choices

(b) I am interested in finding practical solutions to problems

(c) I like to feel I am fostering good working relations

(d) I can have a strong influence on decisions

(e) I have a chance of meeting new people with different ideas

(f) I can get people to agree on priorities

(g) I feel in my element where I can give a task my full attention

(h) I like to find a field that stretches my imagination

(i) I feel I am using my special qualifications and training to advantage

[bookmark: _Toc98467923]
Section 6

“When I am suddenly given a task with limited time and unfamiliar people..”

(a) I like to read up as much as I conveniently can on the subject

(b) I would feel like devising a solution on my own and then trying to sell it to the group

(c) I would be ready to work with the person who showed the most positive approach 

(d) I would find some way of reducing the size of the task by establishing how different individuals might best contribute

(e) My natural sense of urgency would ensure that we did not fall behind schedule

(f) I believe I would keep cool and maintain my capacity to think straight

(g) In spite of conflicting pressures, I would press ahead with whatever needed to be done

(h) I would tend to assert myself if I felt the group was making no progress

(i) I would open discussion with a view to stimulating new thoughts and getting something moving

[bookmark: _Toc98467924]
Section 7

[bookmark: _Toc98467925]“When I am part of a team which is working on a problem..”

(a) I am apt to over-react when people hold up progress

(b) I sometimes find my sense of objectivity has a demotivating effect on theirs

(c) My desire to check that we get the details right is not always welcome

(d) I tend to show boredom unless I am actively engaged with stimulating people

(e) I find it difficult to get started unless the goals are clear

(f) I am sometimes poor at putting across complex points that occur to me

(g) I am conscious of demanding from others the things I cannot do myself

(h) I am inclined to feel I am wasting time and would do better on my own

(i) I hesitate to express my personal views when difficult or powerful people are around me







A Self-perception Questionnaire Analysis sheet

· Using the answers to your questionnaire, fill in the table below. 
· For each of the Sections, look for the statement(s) you have chosen (a– i) and write in the points you awarded, then add up the totals for each column.

	
Section

	IM
	Co
	SH
	PL
	RI
	ME
	TW
	CF
	
SP

	1
	h
	d
	g
	c
	a
	i
	b
	e
	f

	
	

	
	
	
	
	
	
	
	

	2
	a
	b
	f
	h
	d
	e
	g
	i
	c

	
	

	
	
	
	
	
	
	
	

	3
	i
	a
	c
	d
	f
	h
	e
	b
	g

	
	

	
	
	
	
	
	
	
	

	4
	e
	i
	c
	f
	h
	d
	a
	g
	b

	
	

	
	
	
	
	
	
	
	

	5
	b
	f
	d
	h
	e
	a
	c
	g
	i

	
	

	
	
	
	
	
	
	
	

	6
	g
	d
	h
	b
	i
	f
	c
	e
	a

	
	

	
	
	
	
	
	
	
	

	7
	e
	g
	a
	f
	d
	b
	i
	c
	h

	
	

	
	
	
	
	
	
	
	

	
Total

	
	
	
	
	
	
	
	
	




· Whichever role has the highest weighting (points), is your preferred team role and is an indication of how effectively you work as part of a team. 
· The next highest weighting is your backup or secondary team role.
· The lowest score role will indicate an area that you may want to improve/develop.
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