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Executive Summary
 
This is a report produced by a business consultant for Sarah Davies who owns a large discount store which is running successfully encouraging a chain of a small convenient shop due to the rapid growth. This report is intended to cover the importance of effective teamwork and communication by using methods and cycles that aid a business to run smoothly. 
This report concluded that in order for Sarah Davies to maintain an effective team there must be regular staff meetings, more two-way communication system along with a reward and recognition program in place. 
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[bookmark: _Toc497811410]Introduction
Sarah Davies who runs and employs many workers for the business of a discount store in Swansea is rapidly expanding and seeks more of a formal process to avoid any issues with the businesses by looking at various communication cycles. This business consultant’s report will cover the different aspects on how to keep the business running effectively. According to Bass, (2017) sharing information and feelings with other team members encourages trust as well as helping team mates understanding individual roles. 
Effective communication help to tackle number of problems in an organisation, as Sherman, (2018) explained this aid in Building a team, making things clear, managing diversity, dealing with problems and surviving catastrophes. Using different models and theories such as the Tuckmans, Belbin or communication cycle such as the Berlos cycle in an organisation can aid in team development and effective communication leading to success. 
   
 
 
 
 
 
 



Findings

Why Effective Communication is Important for Continued Success of the Organisation:
In an organisation it is vital for all members to adopt good communication skills explained the Australian Institute of Business, (2014), this should be the focus of a business as this enhances building and maintaining relationships. This also gives employees the opportunity to be comfortable and produce new ideas. Managers can keep staff more informed which contributes to growth making the organisation more transparent. 
Communication breakdown is often due to weak communication amongst the employees stated Filev, (2017), leaving staff less interested and collapsing the organisation. A research conducted by an employment law specialist Peninsula revealed that employees want to leave the employment due to this issue. 
Senapati, (2016) explained that no organisation can function successfully without communication and to achieve continued success, every team need good employee morale which is boosted by effective communication. This also gives staff the sense of importance and acknowledging achievements lead to improved work ethic. 
The Argyle communication cycle displays the process of communication which is a basic form of communication in many work forces.
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This cycle has six concepts. 1. Ideas that occur. 2. This could be coded through different channels. 3. The message is sent. 4. Message is then received. 5. The message is decoded. 6. Message is understood (Answers, 2018). Sarah Davies needs to ensure the flow of communication is good between all staff in both stores and regular meetings to discuss any issues, ideas and plans. 

The Importance of Two-Way Communication Including the Importance of Consultation and Employee Voice.
Two-way communication gives the opportunity to employees to express any problems, difficulties or ideas in a team which can be from both the employer and employee, this helps the team members to be satisfied in the job and feel part of the organisation. In any workplace if a misunderstanding takes place, this can be resolved by communicating both ways. Managers also benefit from this as taking opinions and feedback can improve efficiency as well as keep managers more informed of the progression of employee’s task performed aiding in a social labour management relationship (Bizcom, 2015).
According to the CIPD, (2017), employees voice has great power in an organisation and can contribute towards productivity, problem solving, innovation and improvement. For the employee it gives them not only a job satisfaction but also an opportunity to develop. CIPD also stated that employees need to be treated like valued and accredited stakeholders as this gives control leading to success. 
Communication Theory, (2018) cited in 1948 Shannon and Weaver created a mathematical theory of communication. This model shows how effectively a sender sends a message and the receiver receives it generating a feedback, but the factor of the noise element can often disturb the communication flow leading to a misunderstanding or misinterpretation. 
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Another effective communication model which is like the Shannon and Weaver model is the Schramm’s model of communication, which was proposed in 1954 according to the Management Study Guide, (2018). In this model encoding and decoding is the essential element of communication for two-way, as the thoughts is put into content and the receiver decodes the message. Once a feedback is given then the two-way communication is complete but again noise can be the only factor to disrupt the message. Sarah Davies will need to encourage more two-way communication and to avoid misunderstanding Sarah must generate feedback or take feedback, the employees voice needs to be heard and considered of and this again can be done by regular meetings and even just having conversation with staff were possible. 
Schramm’s model
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Effective Methods of Communication
Communicating effectively can be done in various ways, according to Robbins (2018), managers should create a friendly space to help staff to speak about feelings and sharing ideas, as well as communicating regularly, having weekly meetings, rather than waiting for annual reviews. The managers must take opportunities of asking the employees feedback and most importantly keep communication face-to-face as much as possible, encouraging team building games can also be a good ice breaker. Sarah Davies can introduce these processes in both stores to avoid any future misunderstanding and have high prosperity of the businesses as the key to a successful business is effective communication. 
According to Robbin, (2018) businesses use many different methods of communication, these varies from meetings, social media, emails, non-verbal and face-to-face. There is also another form of communication known as paralanguage which is like non-verbal communication, but this method looks at the tone, pitch, stress, emotion and or quality of speaking, as also according to recent research, 38% of communication are looked at by the paralanguage. Another form in business particularly is visual communication which is based on methods through graphic design, charts, graphs, drawing, signs or even typography, with this method there is no right or wrong way of communication, just awareness is necessary. 
Communicating effectively requires inheriting good communicating skills such as, reading, writing and speaking. Many organisations use Berlo’s SMRC model. This model focuses on encoding and decoding with four elements which are, Sender, Message, Channel and Receiver, each element can be affected by many factors. The main issue with this method is that there is no feedback system which means no two-way communication process, so this model is not entirely an effective method of communication (Businesstopia, 2018). Sarah Davies should concentrate on using models that have feedback process and concentrate on face-to-face meetings.
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The Significance of Non-Verbal Communication when Communication to Employees. 
Non-Verbal Communication is a process used through body language, facial expression, eye contact, gestures, appearance, touch, reading and writing explained Heathfield, (2018), this language can help enliven a message as well as punctuate and emphasize a message. According to Businesstopia, (2018) 80% of communicating happens non-verbally, it is believed a lot of ideas are shared through expressions and considered to be authentic, as people react to messages that are given during the time of communication. When verbal and non-verbal communication do not match then this can cause friction. 
At times of a disagreement a nod can make a difference. A smile shows a sign of maintaining relationships. Eye contact shows that the employees are being listened to. During a meeting, simply looking down show signs of less interest. Postures and keeping upright can indicate confidence, at the same time standing with arms cross or drooped also is a sign of less interest. Certain work places can have multi-cultural environment so certain non-verbal communication can be perceived in a different way, employers must also familiarise themselves with any cultural acceptance as should the employees (Wise Step, 2018).

How the Application of Teamwork theories (Tuckman and Belbin) Can Improve Teamwork in the Organisation. 
Applying the theories of Tuckman which was produced by Bruce Tuckman in 1965 according to The Team Building, (2018,) help understand the development of a team on each stage from the formation to the performing stage. The model below will explain each stage thoroughly.  Thousand Insights, (2018) explained to receive an effective team work the leaders need to understand each stage of development and make decisions accordingly, understanding the Tuckman’s theory and the behaviours of team members will aid the leader diagnose situations and guide the team forward. 
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According to Mind Tool, (2018) understanding these stages can help a manager or a team leader to help the team to perform more effectively and have a productive team. 
 The nine Belbin team roles explain the different characteristics and behaviours individuals may have, some may come under just one role and others may come under several. According to a research it has been discovered that the most successful teams are those that have mixed behaviours within the group. Many organisation may not have all nine roles within the teams, some teams may have one or two behaviours only and is not necessary that all nine roles must exist to produce achievement, sometimes a small mix can create productivity, each role has strengths and weaknesses and its own importance, having a diverse team can always work in favour of an organisation. It is also important to look at the aim of the team and allocate members according to ability, skills as well as what behaviour the individual possess. A Belbin Self Perception Inventory can be filled by members and other members to give feedback as this will help recognise what roles and strength held so this can be utilised, and high performance can be made (Belbin, 2018). 
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Conclusion
To conclude, Sarah Davies needs to focus on good communication between herself and staff as this helps employees to be more comfortable and productive explained the Australian Institute of Business, (2014). According to Filev, (2017), communication breakdown can lead staff to be less interested in work making employees wanting to leave. 
Sarah Davies need to adopt more two-way communication system as this allows both parties to be heard and share feeling as well as ideas, this also helps resolve any misunderstanding and can aid Sarah Davies in taking feedback from employees to see were improvement is needed and even keeping on track of staff performance (Bizcom, 2015).
Sarah Davies can also hold regular meetings and create a friendly space and keeping communication more face-to-face explained Robbins, (2018). Importantly Sarah Davies also should keep in mind that non-verbal communication is 80% of communicating so by ensuring eye contact, good posture, a smile or even a slight nod can show interest and care to the employees.
To also conclude, understanding theories such as Tuckman’s can aid Sarah Davies to look at the development stages of the team (Tuckman, 2018). Getting staff to complete a Belbin Self Perception Inventory and by receiving feedback from other colleague can help staff determine which role they come under and also aid Sarah Davies to understand were to place them to achieve good productivity (Belbin, 2018). 











Recommendation 
It is recommended that Sarah Davies agrees on a clear mission with all the team members, this gives the team clarity to work towards a goal and also is essential for a successful teamwork (Heathfield, 2018).
Sarah Davies also needs to ensure that communication is honest and respectful, explained Heathfield, (2018), which gives team members a sense of belonging leading to team development. 
Sarah Davies can start a reward and recognition program were team members receive a reward for good work, this can be achieved by praising staff or by giving a small token (Capozzi, 2018). 
Introducing social team activities which is more informal stated Capozzi, (2018), this helps staff to be more comfortable and free with each other. This can be done outside of work place during team building events. 
Sarah Davies needs to make sure that employees roles is clarified so staff can be clear of the responsibilities involved and be more productive (Robertson, 2018). 









Action Plan
S - Hold regular staff meeting, keep communication more face-to-face, this must include all staff. Reward and praise staff for good work. Avoiding miss communication via messages by giving feedback. 
M - This will be measured by setting dates for meeting. By communicating on a regular basis other than days of meeting. Also by asking staff if they are satisfied with everything discussed in and out of meetings. Ensuring feedback is given to all messages to give clarity. 
A - This is attainable from the start of business and keeping this an on-going activity. Similar successful organisations have these effective communicating standard in place. 
R - This is very realistic and can give the company 100% success if followed. This will benefit the owner and the staff to keep a happy and friendly environment. 
T - The outcome of effective communication should be visible from the beginning. This should carry on as long as the business exist. 
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