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Executive summary

This report describes the importance of communication in an organization regarding verbal, nonverbal communication and address the theories that can be applied to achieve effective team work in the organization. 
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Introduction 
Communication connects society together Brennan (1974) states the ability to communicate enables people to form and maintain relationship, the ability of such relationship depends on the calibre of communication.
























[bookmark: _GoBack]Good verbal communication skills are crucial in oragnisations it enables the workforce to communicate effectively with other colleagues in a mixture of situations.
It could mean dealing with colleagues with different cultures and different ages with a different level of experience. 
Verbal communication is not just how you communicate your thoughts, responses and ideas adequately, and its vital for developing the organisation colleagues and suppliers and customers. 
With verbal communication you are responsible for what you say, the listener has the obligation to listen to what is said and actively engage in the conversation and as the conversationist it is your responsibility to make the message clear and understandable, and understanding that the listener is crucial in communicating properly.

Nonverbal communication is a crucial part of any organisation. Albert Merhrabian research in 1971 discovered that words accounted for 7% of the body language.
Tone of voice (how we say) accounted for 38% of the body language.
 And 55% was body language the of the overall message.
Riggio (2005) states that nonverbal communication is accepted as very important but under researched.
There are 4 leading parts to nonverbal communication;
1. Identification = showing a connection to a particular group or keeping a distance.
2. Relationship =developing, adjusting or showing dominance or affection.
3. Emotion = showing, describing feeling, attitudes and purpose.
4. Delivery = consolidating verbal and nonverbal messages in listening and speaking.


Godfry (1986) suggest that we tend to use a specific emotional display such as smiling when we are looking for a favor from others























Effective team-work and communication
                         
The seriousness of communication indicated in recent studies show that communication has a positive interaction to many organisational production such as organisational  commitment, performance, workforce, behaviors and job satisfaction. In comparison a breakdown of communication can cause job dissatisfaction low trust and low efficiency, stress and absence as mentioned by (Zhang & Agarwal, 2009).
Kreps (1990) went on to describe organisational communication as a process whereby colleagues gather relevant information about their organisation.
The importance of verbal communication in the workplace has two goals. 
The first it has the purpose to inform the workforce about their task and any company policy issues (De Ridder, 2003; Francis, 1989). 
According to (Phattanacheewapul & Ussahawanitchakit, 2008; Chen et al., 2005). Organsitional commuincation is defined as “transmitting news about the work from employees through to employees”.
The second part is to create a community within the organisation as mentioned by (Francis, 1989; Postmes et al., 2001; De Ridder, 2003). A purposeful communication can inform and develop employees at all levels and inspire them to support the strategy (Barrett, 2002). This is crucial as positive attitudes to any change programs as defiance is the biggest barrier to overcome (Kotter, 1996).
Elving and Hansma(2008) conducted a research between management and employees and the highest importance was placed upon communication and informative skills of managers at all levels. According to Elving (2005) communication should be used to organize a community which will raise commitment, trust and recognition with the management and the organisation.



The importance of two-way communication is a technique by which information such as a message is sent (The Sender) to another person who is the recipient.
When the recipient gets the message, they in turn send back what is known as a acknowledge or response that the message was received.
The importance of two-way communication is as follows;
Flow of information.
The recipient can accurately response to the message received. As result a smooth flow of information is sent and received in both directions.
Increasing efficiency 
The beneficiary can inquire further interpretation of the message from the sender thus broadening their understanding and knowledge and efficiency.
Job satisfactory 
This provides the workforce with a channel to address any issues they may have to the management. The management can act upon the communication and as a direct result the job satisfaction of the workforce can increase. 
Informal relationship 
As the two-way communication permits both colleagues need to listen to what the other has to say thus developing a collective understanding creating a more desirable relationship between the two.
Increasing effectiveness of communication 
Effective communication is built on good comprehension of the message by both the sender and the beneficiary. Through this channel of communication, they can jointly decide what action to take if any.
Dolphin (2005) suggests that excellent communication means that everyone in the organization, at all levels understand the need for change, what the changes are and how they will affect the business and each Indvidual's work.
Build trust
Mishra & Mishra (1994) suggest that trust can be conveyed through effective communication via openness and concern.




Productive teamworking is the basic matter of interest for any organization.
There are many elements that can affect a team performance, there has to be a balance of all team roles so that a team can perform at its best. Obtaining such a team is crucial. Placing all the intelligent people does not guarantee achievement.  soft skills are just as important as hard skills.  
Belbin team roles is a demonstrative technique for tams and individuals that looking to better a teamwork. Belbin’s theory can reveal the characteristic such as strengths and weaknesses of individual's that work together. The results establish who plays which team roles. Doctor Meredith Belbin (1981) identified the team roles as “a tendency to behave, contribute and interrelate with others in a particular way”. A team role can inform you how each member behaves when working as a team.
There are nine team roles each roll has its own specific strengths and permissible weakness but each one has a crucial contribution to make to the team and grant individual to acknowledge their strengths and behaviors and should be developed for the team.
Belbin's team roles introduce the following nine team roles.
1. Plants} highly creative and good at solving problems in unconventional ways.
2.  Monitor evaluator} provides a sensible approach, making impartial judgement.
3. Coordinator} focuses on the teams' goals, picks out team players and nominates work appropriately. 
4. Resource investigators} contributes inside knowledge on the opposition
 if the team is in danger of becoming too inward looking and detached.
5 Implementors} they plan a workable strategy and carry it out accurately
6 Completer finishers} these are brought in at the end of a project to methodically check the work for mistakes.
7 Team workers} uses their flexibility with the team to recognize the work required to complete it on behalf of the team.
8 Shapers} provide the essential drive they are challenging team members they inquire about things and keep the focus and momentum going.
9 Specialist} they have the comprehensive knowledge of key areas.
There are other psychometric theories before Meredith Belbin such as
 (Benne and sheats,1948, Granen,1976; Granen, Scandura,1987, Holland,1985.
Bruce Tuckman developed the Tuckman theory in 1965. It is the principle team building theory. The implication of truckman's model it recognises the reality that groups do not start of fully formed and functioning, Braaten (1975) also develop a fourteen stage model of development as did Yalom (1970), Mann (1967), Heckel,Holmes and Rosecrans(1971).
Tuckman recommends that teams grow through clearly defined stages from conception of groups of individuals to a connected task focused team.
Tuckman reviewed fifty articles on group development resulted with two familiar features to groups.
Testing and dependence and intra-group conflict over time, Tuckman summaries the four stages as “forming” “storming” “norming” and “performing”.
Forming} initial stages of the developing a team.
Storming} colleagues begin to form as part of a team. 
Norming} team members are evolving and creating ground rules, who does what and how things should be done.
Performing} final stage increased attention to the task, performance is conveyed through colleagues working effectively.

The most effective form of communication for the company would be the verbal and nonverbal two-way communication as a small company employing twenty-seven people.
It can save time conveying messages at speed as verbal communication has this facility to be quick.
Feedback can be quick the beneficiary can ask for clarification without delay. Feedback comments in the form of opinions to something to provide useful information for future decisions and development (Fowler,2005) 
Most convenient as oral communication is the most widely adopted method of communication.
Persuasion as managers can make their points more powerful and persuasive can be more meaningful, emphasized.
Clarity of the message in a written format the recipient can re-read the message to resolve any doubt they may have.







Conclusion 


Teamwork cannot be dictated upon colleague's positive teamwork will accrue instinctively when there is a healthy and relaxed workplace.
Treat employees as individuals and open communication.
Change from dictorial management styles by taking the necessary steps to get the most out of your team.













Recommendation
· Introduce Open door policy
· Encourage feedback
· Clarity of team roles and responsibility
· Encourage the difference of opinions
· Lead by example



















Action plan
Implement Belbin theory at the start to establish strengths and behaviors of the team.
 Finally putting Tuckman theory in place as Tuckman states “groups do not start fully formed and functioning”.
A 360-degree feedback would be a good system to implement, it would be advantageous to the employee to recognize where their strength and weakness lies to become more effective as it gives the beneficiary the opportunity to change and develop skills as the feedback id from various source. Such feedback can be integrated into a personal development plan (PDP).
Open door policy encourages open communication and feedback, discussion about anything important to an employee.
Clarity of team role and responsibility will make sure that everyone is clear on what tasks they are to do and adhere to the practice and principle of the organization.
Encourage differences of opinion by having various opinions is competitive advantage in the workplace.
lead by example management should encourage teamwork and any communication styles they want to implement, enhanced communication results in higher productivity, improved morale and healthy workplace culture results in less absentees. 
Set time for coffee breaks creating a relaxed and informal environment for discussions and issues they might be facing.
 The only cost to the company would be the price of a jar of coffee.





Figure 1 depicts the Belbin theory model  
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Figure 2 depicts simple a model for two-way communication
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Figure 3 depicts

The 4 Phases of Tuckman’s Teamwork Theory
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