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Executive summary
Michelle Sullivan has 27 employees working at the store, with no structure in place, three managers all working different shifts, the employees are struggling with whom to report to, there is a lack of communication and confusion. Three security guards with no manager in place, during this report an investigation will be carried out summarising what problems the store is facing and explaining the importance of two way communication using communication models by Shannon and weaver and the application of teamwork using Tuckman and Belbin. Recommendations will be applied to ensure ensure effective teamwork and communication for the continued success of the store.
Introduction to communication in the workplace
Communication is the key element in organisation, it creates structure and order and gives people an understanding of one another, if there is lack of  both organisation and, communication this will cause the Toy Store to hit a crisis, communication when asked in discussions is recognised as transmitting and receiving information.. When passing information on this information then gets used as feedback for staff and feedback is a very healthy tool in the workplace this gives everyone a sense of organisation in the workplace, feedback increases motivation, creates better performance, sending and receiving  feedback is a healthy tool in any workplace. Study shows that implementing a communication model within the training programmes in organisations creates structure. One of the most commonly used model used is, ‘A mathematical theory of communication’ otherwise known as ‘Shannon and Weavers communication model.’ 

This communication model was designed to create effective communication between the messenger and the receiver, the model deals with Information source, transmitter, Noise, channel, message, receiver, channel, information destination, encode and decode. (Communication Theory, n.d.)
This model is recognised as transmission models of communication, this form of communication includes six elements a source, an encoder, a message, a channel decoder, a receiver. Whenever people are in contact with one another both people are involved with sending and receiving messages. (Artscolumbia.org, n.d.)
[image: Image result for shannon and weaver model of communication]
Two way communication as shown in the diagram above explains that this way of communicating with workers is effective as there is feedback given, information can be shared from managers to team leaders and from team leaders to workers and back from workers to the managers. It explains that information from the sender is acknowledged from the receiver and feedback is given on the information sourced. Effective communication is imperative to this Company, good communication and feedback involves, two, way, communication, interpersonal conflict, a good relationship with hierarchy and subordinates, sending and receiving information constantly within the workplace.
This method will create a better workflow, the same work goals, higher profits and and high morale. (Mcintosh, Luecke and Davis, 2008)
Effective communication
Effective communication will lead to excellent team building, study shows, if colleagues look forward to interacting with one another and share common goals employees will enjoy work more, this is effective for workers and the toy store. (Smallbusiness.chron.com, n.d.)
In any organization a range of communication gets used workers use communication to solve problems and use creative thinking to take on tasks. Using communication to analyze, organize and overcome problems effectively. (Fielding, 2006)
To prevent any more problems at the toy store using the communication models explained in this report will create more organization in the toy story, morning meetings held every Monday for day staff with training given to any worker who is struggling. Implementing the communication model within the training programmes used effectively. Allocating the right person to manage each shift and arranging appropriate timetables for workers including security with fixed hours, rotating shifts between workers every 4days. Study shows, that rotating shifts amongst workers is the ability to spread employee talent to each department. Ensuring each manager and department has access to each individual’s skills. Also to ensure workers on night shift get given adequate training during training hours at the store. (Bizfluent.com, n.d.)
According to the Authors of ‘the great workplace’ to be a great manager and team leader not only can this person execute the role but show good leader skills by communicating with workers and make great decisions that will benefit the workplace. Showing, understanding of each employee and, the skills, that, each individual has to create a good team. (Robin and Burchell, 2013)
Staff will be more inclined to be happy and take less time off from work. As stated in the case study an employee is off work on long term sickness, this tend to happen due to workers being stressed, with no structure for a long period of time at the store, the employee would need to be contacted regarding the changes being made to the toy store restoring faith from workers is crucial at this stage. Study shows that most causes of stress at work are due to employees being overworked, a lack of support and a bad environment, employers are obligated to look in to this ensuring that all staff understand and feel supported.  As an employee communicating concerns to management at store is as important as the manager reaching out to workers, this could save any confusion moving forward and possibly end up in legal disputes which will lead to most stress and loss of capital for the company. (Landau, 2010)
Good Communication and consultation between managers and workers has huge benefits to the company. Employees will perform to a better standard, workers who always have a platform to stand when expressing their feelings will give a feeling of importance and belonging within the company, also create job satisfaction all these benefiting profits. 
(Acas.org.uk, n.d.)
There are different forms of communication, verbal communication is talking one on one and expressing your feelings positive or negative, Non verbal- interpersonal communication, written communications, this would involve writing emails or letters, formal and informal, formal could mean a meeting at work, informal could mean outside  of work team bonding,  visual communication this could involve a presentation using pictures to get tasks at work done. (Google.co.uk, n.d.)
Application to teamwork
In order to create a performing team takes time and effort, before a team is formed a group of workers will go through what’s called a forming stage, this is the stage where workers meet for the first time and don’t know much about one another and will look to the managers or creator of the team for support. What managers at the toy store need to implement in this training programme is ‘Bruce Tuckman’s theory, even though workers at the toy store have worked with one another for a year going back to the forming stage of this theory is imperative to improve teamwork in the company. Tuckman’s theory is designed to be effective for group development, the first stages of the theory forming, workers will work independently as not enough has been spent to trust one another, at this stage managers need to spend with workers on each shift effectively with the rotation of shifts, this time is used to communicate, plan, and collect information. Then the storming stage is created at this stage teams are more comfortable with one another. Although different ideas across the board can cause conflict, good management will create an environment for healthy conflict. As the team progress to the norming, stage, at this point workers will respect one another’s ideas, and the workplace becomes a harmonious place to be. After this stage teams will be well on their way to becoming a performing team. (Ifm.eng.cam.ac.uk, n.d.)
For managers at the toy store creating teams is vitally important for continuation of success and good flow of communication in the workplace. Building a team can be easier by understanding each, workers, strengths and weaknesses, using a technique with old and new staff that organisations have used for many years will help assist this process. It is called The Belbin theory. This theory is used to understand group dynamics therefore being able to create a team from a group of individuals. Below is common diagram used to show how the theory, is used.  
[image: Belbin team roles]
This tool is used to used to help workers describe their preferred team roles. Managers, who implement a Belbin questionnaire to each worker at the store, will benefit greatly from this (Ifm.eng.cam.ac.uk, n.d.)
Teamwork is both beneficial to employees including managers as well as the company itself. It creates strong relationships, boosts profits, encourages individuals to skills, enables flexibility, boosts morale, creates leadership qualities, opens up new opportunities for workers, improves service, expands network Smallbusiness.chron.com, n.d.). 





Recommendations
· Making more use of managers time, giving them to create effective training programmes for each worker, using the models implemented in the report
· Improve motivation amongst staff by rotating shifts every four days making use of the skills they have in each department and enabling all workers to attend training, this also help cut costs through effective production methods.
· Identify and keep up to date with the skills each worker holds. 
· Communicating, planning, leading, controlling, formulating common goals, objective setting. 
(Proctor, n.d.)



















Action plan
	Action description.
· Prepare and plan training programmes for employees. 

· Introduce Communication models to training programmes for management and team leaders to implement whilst training old and new staff. 


· Arrange regular staff meetings, so workers can express any positives and negatives.

· Create timetables for workers, ensuring shift rotation, enabling all employees to attend training programmes. 

	Person responsible.
· Michelle Sullivan- Toy store owner and managers.


· Managers and Team Leaders. 















· Managers and Team Leaders 






· Managers and Team Leaders 
	Task date.
· 5/4/2019




· 5/4/19
















· 5/4/19







· 5/4/19
	Date due




n/a
















n/a







n/a







	Outcome

To be filled out after each task. 
	Signed by

To be signed by manager on shift.







Conclusion
During out this investigation what has been concluded is in order for the continuation of Michelle Sullivan’s Toy store success, managers that implement structure, this involves, good communication, planning, analyzing and implementing training programmes that include both communication models and team work theories. Carefully planned out Shift rotation and, time tables, for all workers including, security. The report also explains why it is important for effective communication in the toy store. Recommendations have been advised and an action plan to follow. The report explains the benefits of teamwork in the workplace and different forms of communication between management and employees and a structure that will create excellent communications with existing and new staff, a training programme if followed correctly will increase productivity 
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