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1.0 [bookmark: _Toc67517582]Introduction
[bookmark: _Hlk67486417]This report will outline theories, and recommendations for geographically dispersed teams from USA, Malaysia, and the UK, using models such as Belbin and Tuckman, two-way communication and how effective communication is so important to the organisation to achieve high end results for Xerox Corporation projects.




[bookmark: _Toc67517583]2.0 Main Findings
[bookmark: _Toc67517584]2.1Tuckman and Belbin
Tuckman and Belbin’s Teamwork theories can play a vital role in establishing a successful well balanced high achieving team. All team members should evaluate their strengths and weaknesses by conducting the Belbin theory of 
 9 team roles to make a High Performing Team: (Dr Meredith Belbin)
· RI = Resource Investigator
· TW = Team Worker
· CO = Co-ordinator 
· PL = Planter
· ME = Monitor Evaluator 
· SP = Specialist 
· SH = Shaper 
· IM = Implementer 
· CF = Complete Finisher 

[bookmark: _Hlk67253717]By having everyone complete Belbin’s questionnaire you can find out if you have too many of the same characteristics within your team as this can lead to underachieving and too many personality clashes plus conflict within the team. By doing this it can give Xerox Corporation the best chance of success as too many of the same compositions in a forming team can lead to an unsuccessful team. Applying this theory at the very beginning of your project to establish team roles and contributions from the individual team members is the best way to get everyone to understand each other’s strengths and weaknesses. Sharing  characteristics with each member of the team also gives them chance to discuss and bond over where they feel they can add value, it can also point out other team members strengths to balance the compositions and characteristics that others might not have and evaluate where the weakness areas are. Everyone will need to understand that they all bring something to the team and have a feeling of worth to achieve high end results. They must learn to communicate on all levels and understand what identified roles they will play and what is expected of them from the very beginning. When your team are starting out, they are more than likely to go through the stages called Tuckman’s theory which was introduced by Bruce Tuckman in 1965. This theory was first introduced with 4 stages and later, in 1977 Tuckman and doctoral student Mary Ann added a fifth stage called adjourning, “This was following an article published in 1977 in Group & Organization studies “(Tuckman and Jenson, 2010, p 1). These five stages were called forming, storming, norming, performing, and adjourning. These stages are a process that teams can go through when working together to achieve a common goal. They might not start out working together well but by the end of the project finishing, friendships and bonds can be formed and it is hard to let go and say goodbye, which is why the fifth stage is sometimes known as the mourning stage. Team leaders and management will need to play vital roles in keeping communication lines open and will probably need to support their teams in the forming stage and find they are likely to be challenged in the storming stage, however the norming stage is when the teams can come into their own and appreciate each other’s strengths and weaknesses and show respect for the team leaders, in this stage you are likely to see progress being made towards goals. The final stage should see each individuals clear on their roles and responsibilities, performing to the best of their ability and getting to achieve the goals set. By applying these theories you give yourself the best opportunity to achieve the best results. Belbin’s theory will give you the best individual characteristics that make a high performing team and how too many of the same characteristics will lead to a lower performing team and result in clashes and conflict.  Tuckman’s theory shows you how they will progress together as a team and interact with each other, but also demonstrates the need for leadership and management to be aware of when potential conflict can begin and the importance of communicating with your teams to get it to the final stages. Because of the geographical teams from USA, Malaysia and the UK, Belbin’s theory questionnaire can be done individually and their findings can be communicated through team meetings, email, Microsoft teams, skype, and zoom. Each team from the three areas should all adapt the same process in forming the teams to begin with and then communication will carry on throughout the project through management and team leaders. All countries will need a team leader and project manager to oversee the project and monitor how they are progressing. The time difference in each country will need to be considered with this project as communication will be key to completing this project and the more communication and understanding the less conflict and problems should appear.

[bookmark: _Toc67517585]2.2Two-way communication
Two-way communication in any business is vital, the channels of communication always need to stay open, employees need to be able to feel they can openly discuss issues and get feedback from employers / managers and team leaders. Xerox Corporation will heavily rely on communication especially from managers and team leaders as they are trying to work on a project from opposite sides of the world, communication will need all teams to be open, honest and have clear guidance from the very beginning. The channels between sending communication and receiving the communication internally will have to be a two-way process.  Wilber Schramm proposed a model of communication in 1954. Known today as Schramm model of communication, his model shows how two-way communication can only take place once the recipient / second party has received the communication / message and decoded it, this then must be communicated back to the sender to acknowledge they have understood / decoded the message. “According to Schramm ‘s model, coding and decoding are two essential processes of an effective communication” (managementstudeyguide.com) Xerox Corporation, management, team leaders and teams working on this project should always let the sender know they have received and interpreted the message to ensure communication continues to take place and channels always remain open. All parties involved should want the same outcome which is to get the project completed with high end results.
 

Schramm’s Communication Model
[image: ]


[bookmark: _Hlk67596778]Two-way communication between the teams and management should use models like this to ensure teams feel they are being kept up to date, productivity is going well and the project is on the right track. Management will also need to consider the demographics of the teams and their cultures and make sure that everyone understands the needs of the individuals and their communication styles, as they are likely to vary and not always interpret things in the same way. According to (MindTools.com)” When dealing with different people in a different culture, courtesy and goodwill can go a long way in ensuring successful communication”. The Shannon weaver and Berlo’s communication models are both like Schramm’s model and both say that for two-way communication to take place the receiver must acknowledge the message and respond to it. Berlo’s model (SMCR) was introduced in (1960) from the Shannon weaver model (1949) and described factors that made communicating more effective known as the (SMCR) sender, message, channel, receiver. (businesstopia, 2018)


Concepts in Shannon Weaver Model
“Sender (Information source) – Sender is the person who makes the message, chooses the channel, and sends the message.
Encoder (Transmitter) –Encoder is the sender who uses machine, which converts message into signals or binary data. It might also directly refer to the machine.
Channel –Channel is the medium used to send message.
Decoder (Receiver) – Decoder is the machine used to convert signals or binary data into message or the receiver who translates the message from signals.
Receiver (Destination) –Receiver is the person who gets the message or the place where the message must reach. The receiver provides feedback according to the message.
Noise –Noise is the physical disturbances like environment, people, etc. which does not let the message get to the receiver as what is sent.” (businesstopia, 2018)

As you can see from this Shannon weaver’s model of communication is a two-way process with both the sender and the receiver providing communication which feedback is needed to ensure that no interference and break down of communication takes place. All three of these communication models should help Xerox Corporation in their project if followed through.

[bookmark: _Toc67517586]2.3 Effective communication
[bookmark: _Hlk67515071]Communication will be the most important part of Xerox Corporation achieving the best results for this project, and for it to succeed, effective communication will always have to be maintained and kept on top of by all involved in this project. Communication is the key to many businesses success as many employees state the reason for wanting to leave their job was from lack of communication. According to a survey conducted by leading employment law consultancy Peninsula, 47% of employees said their employers did not communicate with them regularly enough (Hunter, 2016). All communication will need to be clear and concise; everyone will need good leadership and direction; feedback will also be important from all teams to prevent conflict and a breakdown in communication.  Employers will get the best from their employees if they feel a level of satisfaction, appreciation, and fulfilment from their jobs. If the company succeed in ensuring that all employees feel satisfied, appreciated and fulfilled they will get the highest productivity and motivation from them too. The more your teams / employees are valued the better results you will achieve. Effective communication has been recognised to be a critical determinant of team performance when working with geographically dispersed teams (Foster, Abbey, Callow, Zu, & Wilbon, 2015; Marlow et al., 2017; Powell et al., 2004). “For example, on geographically dispersed engineering teams, effective communication led to improved quality, reduced costs, and faster turnaround for new products “(May & Carter, 2001). Regular meetings with all teams should be arranged to communicate updates and progress, and by holding these meetings this should help to prevent a breakdown in communication.  Roles and responsibilities need to be effectively communicated to each employee so that everyone is aware of their individual goals and has something to work towards which will increase motivation. Team leaders should carry out 1:1’s with each employee as this is an opportunity to provide feedback and pick up any potential issues that can be resolved before turning into a big problem. If effective communication is not maintained this is likely to result in conflict, low staff morale and employees feeling undervalued, resulting in goals not being met and a potential bad reputation for the company. 
[bookmark: _Toc67517587]3.0 Conclusion
This report has shown that communication is key to ensuring a successful project. Xerox Corporation will need to ensure that the teams are made up of a good skill mix and effective communication is maintained at all times to give the highest chance of succeeding and completing their project with high results. Tuckman and Belbin’s theories should be put into practice to help towards creating a high performing team.  Two way communication is a key part to effective communication, Schramm’s model should be used to ensure everyone is kept up to date and aware of progress being made towards completing the end goal. 
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