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[bookmark: _Toc8591429]Executive Summary
Teamwork is an essential part than can ensure that the employees and other forces present in an organisation are being utilised effectively. Teamwork efficiently merges the positive points of a team and removes the negative points. In this study, skills required to work collectively in Sigma Recruitment services has been shown. Various aspects of teamwork have been pointed out, from which communication has been discussed in detail. The study delineates the requirements of written, verbal and visual forms of communication that occur in an organisation.
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[bookmark: _Toc8591430]Introduction
The modern world institutions are intricately connected and dependent on one another. As a result, working together with other people is essential to ensure successful achievement of goals. The situation is quite similar in the economic world as well. Effective team working skills is a distinguishing factor that allows an organisation to excel over its competitors. One of the many advantages of having a cooperating and dependable team of employees is that they will be able to support each other in times of need and would only deliver the best quality of work. This study showcases ways in which effective team working can be established within Sigma Recruitment organisation.
[bookmark: _Toc8591431]Working collaboratively
Teamwork is a much-cherished quality in the business world and has many opportunities for application. It can be asserted that it is most required when working in partnership will another person or organisation (Maund et al. 2017). Sigma Recruitment is often required to work together with universities and hiring organisations. In such a scenario, both the parties are required to share the responsibilities and credit for success. However, in order to reach out to the set goals and outcomes it is necessary to ensure that the operations were performed properly. The employer has is required to play an exemplary role and promote the following objectives among the employees.
· [bookmark: _Toc8591432]Openness
Within a team or an organisation, a sense of transparency needs to maintain. This would encourage the employees to come with their problems and issues that they face. According to Morgan (2016), transparency and openness within the workplace has been found to be motivating for the employees as it allows them to put forward their ideas and opinions. It is to be noted that to create a transparent working place, the employees and the board members need to have a mutual respect. However, the information shared should be reviewed first in order to ascertain that it is not confidential.
· [bookmark: _Toc8591433]Communication
Maintaining proper channels of communication that allows the employees situated even at the lowest hierarchy level to have their opinions reached up to the board of members. 
Adair (2009) stated that by allowing the information about the organisation and the goals to be spread evenly, the organisation ensures that all their employees are aware.
· [bookmark: _Toc8591434]Adherence to goals
A sense of adherence to the goals should be encouraged amongst the employees by the employers. This would ensure that their every steps of action are not deliberate and taken in order to achieve an objective (Alvesson et al.1996). 
[bookmark: _Toc8591435]Negotiating and developing ideas
Within the business world, there are no right or wrong answers; the answers are all dependent on the given scenario. In order to choose the best way out of a situation, one is needed to negotiate and discuss with other people (Mesmer-Magnus et al. 2017). Negotiation skills come handy for an employee working in Sigma Recruitment services as it allows them to get the best end of the deal for themselves. According to Scholl (2018) negotiation also requires one to be able to identify when an opportunity presents itself. The following points when upheld can ascertain effective negotiation.
· Effective verbal communication
· Problem solving skills
· By being assertive in a discussion one can ensure that their ideas are heard and acknowledged.
· Decision Making
[bookmark: _Toc8591436]Group dynamics theories: the Tuckman Theory
Managing many people towards a shared goal is difficult and needs to closely monitor to ensure strict adherence of goals. As per the views of Gluyas (2015), it has been that within a team with members who substantial differences from one another have based on their field of education and working practices. Within a team it often becomes quite difficult to manage all these differences and merge them together for bringing about a common goal. In order to enable the teams in Sigma Recruitment services to work together, Tuckman’s theory is used. This theory is divided into five stages that delineate what needs to be done.
· [bookmark: _Toc8591437]Forming - This step consists of the steps in which a team is put together. During the step, it is natural for the employees to be anxious. A leader will be chosen among them who is required to have some initial experience about the tasks in hand. The team members are required to interact with another.

· [bookmark: _Toc8591438]Storming - The members of the team start to work together and face resistance from one another as their working styles are not well aligned (Welp et al. 2016). Moreover, it has also been in this step that many members often lose sight of the goal.
· [bookmark: _Toc8591439]Norming - As some time has passed; the members begin to lose their resistance and are able to work together by resolving their differences. According to Tuckman and Harper (2012), the success of a team depends on the time period within which this state can be achieved.
· [bookmark: _Toc8591440]Performing - Finally, the team members can put their differences at work and put their theories and plan into action to bring about the desired outcome.
[bookmark: _Toc8591441]Theories of team structures: Belbin’s team roles
According to this theory, a team needs to be formed in such a way that the intrinsic qualities of the members are well aligned with their professional role within the team.
· [bookmark: _Toc8591442]Resource Investigator - Has a curious and inquisitive nature that allows them to find new ideas that would help the team.
· [bookmark: _Toc8591443]Team Worker - Helps the team members to stick together and develop a collective team identity (Belbin, 2012). Completer Finisher.
· [bookmark: _Toc8591444]Co-ordinator - Can focus on the objectives and goals of the team. They are required to delegate the tasks to the members according to their capabilities.
· [bookmark: _Toc8591445]Plant - Is a member who is creative minded and can find unique ways to resolve a problem.
· [bookmark: _Toc8591446]Monitor Evaluator - Needs to assess a situation without any bias. They should be able to point out the mistakes to the team members.
· [bookmark: _Toc8591447]Specialist - A specialist is someone, who has much experience in the field associated with the team. This allows them to provide an in-depth information about various work processes.
· [bookmark: _Toc8591448]Shaper - Is a person who is naturally motivated and has the draw to complete a given task. This person can motivate the whole team in order to fulfil their individual tasks (Belbin, 2010).
· [bookmark: _Toc8591449]Implementer - Is required to put the strategies and a plan into action in such a way that is closely follows the plan.
· [bookmark: _Toc8591450]Completer Finisher - Is a person who pays attention to the detail and has the ability to work under pressure. This member ensures that the quality of job that is delivered is polished.
[bookmark: _Toc8591451]Group strategies
Within the Sigma Recruitment, the employers ensure that the group managing strategies have been employed. By putting these practices in application, it can be ensured that the team will be able to function together without facing much resistance. Some of these strategies involve:
· [bookmark: _Toc8591452]Shared objectives - The organisation inculcates the quality of sharing the same objective for the team. This way they are more focused and coordinated in their operations.
· [bookmark: _Toc8591453]Group agreements - Teams have been formed in order to benefit from the knowledge and experience of all the members. Blanchard et al. (2000) stated that by putting together all points of opinions a better strategy can be developed.
· [bookmark: _Toc8591454]Meaningful schedules - The employees have been given the freedom to manage their schedules and are free to enter or leave the office as they see fit. This allows the employees to have better work-life balance.
· [bookmark: _Toc8591455]Effective delegation - In Sigma Recruitment services, tasks and professional roles are deployed according to the ability and experience.
[bookmark: _Toc8591456]Interpersonal communication including
Within a team communication and the way, of the members interact plays an important role. The process of communication is dynamic and has many aspects related to it.
· [bookmark: _Toc8591457]Body Language plays a subtle but important role in communication process. It sets the tone of the interaction and can help in negotiating.
· [bookmark: _Toc8591458]Effective Listening is required to ensure that all the information that has been provided has been received (Bown and Brady, 1991).
· [bookmark: _Toc8591459]Interpretation refers to the way the people listening to a given information are going to understand its meaning. Any information is liable to different interpretation.
· [bookmark: _Toc8591460]Context sets the meaning of a piece of information that is being communicated. Out of context, any information will prove to be nonsensical.


[bookmark: _Toc8591461]Written communication: formats and structures
Written information has an added advantage over verbal communication a sit can be recorded and represented in future (Collins and Jim, 2001). Therefore, it has more gravity and needs to be able to set down the rules and regulations. The following stuff should be kept in mind when organising a written communicative piece:
· [bookmark: _Toc8591462]Format - A format ensures that the information has been presented in a way that it is able to draw attention from the reader. The main information or statement needs to be positioned on the top while rest of the points can take sub-ordinary position.
· [bookmark: _Toc8591463]Tone and Language - The tone can be formal and informal; it depends on the type of words that have been used (Covey, 1989). In the Sigma Recruitment services, the employees are encouraged to maintain a formal tone in their communicative letters.
· [bookmark: _Toc8591464]Structure - The structure should be designed in such a manner that it is easy to follow along and understand. Related information needs to be put together and separated from other using proper spacing.
[bookmark: _Toc8591465]Strategies for improving clarity
[bookmark: _Toc8591466]Expression delineates the way in which a piece of written information is going to be interpreted. For instance, if in a letter the writer has used flowery language this express that the writer interested in showcasing their ability and grasp over the language. On the other hand, when curt and stern tone is used, the writer is angry and wants strict adherence to whatever he has written.
[bookmark: _Toc8591467]Grammar and Punctuation is essential as without it, no information can be successfully interpreted. Dalley and Burton (2010) stated that it is recommended that the grammar and punctuation is thoroughly checked before a written informative literature is delivered.
Syntax defines the way a sentence has been structured. A meaningful sentence has verb and subject agreement.
[bookmark: _Toc8591468]Communication with an audience using visual and electronic resources
In some cases, visual presentation of information is required. PowerPoint presentations and posters are used in such cases as they provide visual context to the information. Ercegovac (2008) stated that it has also been seen that in such cases where visual stimulus is accompanies with the information, people are more able to retain the information. The following points need to be kept in mind when organising such a presentation.
· The structure and organisation of information play an important role. The facts that need focus can be highlighted.
· Information can be colour coded as it will ensure that the points are interpreted in association with one another.
· Relevant pictures, tables and charts can be used that organise and present the information.
· Colour management is important in such presentations and the presenter must ensure that all the people in the audience are clearly able to see.

[bookmark: _Toc8591469]Conclusion
In this study, the requirement of teamwork and proper communication mechanism has been established. The information was provided in context to Sigma Recruitment services. It was seen that by putting such practices in application the organisation was able to succeed. Amidst all aspects, of communication was discussed in detail. Tuckman’s and Belbin’s team roles theory were put in application in context to the functioning of the organisation. It is known that; days PowerPoint presentations have an important role in business world. Organisations use this method to relay information to many employees at the same time by making the discussion engaging and entertaining.










[bookmark: _Toc8591470]Reference List
Adair, J.E. (2009), Effective Teambuilding: How to make a winning team. London: Pan Books.
 Alvesson, M., Willmott, H., P.M. and Willmott, P.H (1996) Making sense of management: A critical introduction. 2nd edn. Thousand Oaks, CA: Sage Publications.
Belbin, M.R. (2012) Team roles at work. 2nd edn. Oxford: Butterworth-Heinemann.
Belbin, R.M. (2010) Team roles at Work. Butterworth-Heinemann Title; 2 edition Magin, M. (2014) Making teams Work: 24 Lessons for working together successfully. McGraw-Hill Pub.
Blanchard, K.H., Hersey, P. and Johnson, D.E. (2000) Management of organisational behavior: Leading human resources. 8th edn. United Kingdom: Prentice Hall.
Bown, G. and Brady, C. (1991). Successful manager (women in management Workbook series). Kogan Page, Limited, London, United Kingdom.
Collins, J.C. and Jim, C. (2001) Good to great [Why some companies make the leap…And others don’t]. 4th edn. New York, NY: HarperCollins Children’s Book Group.
Covey, Stephen R. (1989) The 7 Habits of Highly Effective People: Powerful Lessons in Personal Change. 5th edn. New York: Simon and Schuster.
Dalley, D., and Burton, L. (2010). Developing your Influencing Skills: How to influence people by increasing your credibility, trustworthiness and communication skills (2010) Universe of Learning Ltd.
Ercegovac, Z. (2008) Information Literacy, search strategies, tools & resources for high school students and college freshmen, Linworth Pub. 2nd ed.
Gluyas, H., (2015). Effective communication and teamwork promote patient safety. Nursing Standard (2014+), 29(49), p.50.
Maund, A. Schriek, M. and Tinkler, P. (2017), Certificate in Higher Education: Skills for the Workplace Student Yearbook. Sage Publications.
Mesmer- Magnus, J., Niler, A.A., Plummer, G., Larson, L.E. and DeChurch, L.A., (2017). The cognitive underpinnings of effective teamwork: a continuation. Career Development International, 22(5), pp.507-519.
Morgan, P. (2016), The Business Student’s Guide to Study and Employability. Sage Publications School, W., (2018). Effective teamwork- A theoretical model and a test in the field. In Understanding group behavior (pp.127-146). Psychology Press.
Tuckman, B.W. and Harper, B.E. (2012) Conducting educational research. 6th edn. United States: Rowman & Little field Publishers.
Welp, A., Meier, L.L and Manser, T., (2016). The interplay between teamwork, clinicians’ emotional exhaustion, and clinician-rated patient safety: a longitudinal study. Critical care, 20(1), p.110.


 


image1.jpeg
Y Drindod Dewi Sant

Trinity Saint David




image2.jpeg




