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Assignment Task for Unit: Workplace Communication
TASK

The purpose of the unit is to enable you to develop an understanding of dealing effectively with change as required by a practising or potential team or cell leader.

You will need to demonstrate your understanding of why change can occur, giving examples of change and the possible reactions of staff to the said change(s). You will also need to show how staff and teams can be supported through the implementation of change and how negative reactions to change can be proactively managed. 

You could choose a specific change that you and your team have experienced or are currently experiencing, or a potential forthcoming change, and explain how you would support your team through that change.

NOTE:

You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.

You should plan to spend approximately 6 hours preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1000 words: the suggested range is between 800 and 1500 words.

Check your assignment carefully prior to submission using the assessment criteria.

STRUCTURED ANSWER QUESTIONS 

Learner name:

Learner registration number:

	Note: In order to achieve each Learning Outcome, learners must satisfy all of the related assessment criteria by obtaining a minimum score of 50% for each criterion.  

The ‘lines/box’ below a question is for guidance purposes only. Marks are not deducted for writing more. It is perfectly acceptable for all answers to be continued on additional forms provided they are attached to the assignment when making a submission. The availability of the form electronically allows learners to expand the ‘lines/box’ as required.


UNDERSTANDING CHANGE IN THE WORKPLACE
1. Give potential  internal or external reasons or factors for change in the workplace
(12 marks)

There are various factors both internal, as well as, external that have impact on the functioning of an organization. Any change within such factors necessitates change within an organization. The internal factors that have the potential of igniting change within a workplace. One of the internal factors which can cause change within the workplace is changes within the managerial personnel. There comes a time when the old managers have to be replaced by new ones as a result of retirement, promotion, dismissal or transfer. Every manager brings his unique ideas and strategies of the manner job tasks have to be performed by the workforce. Consequently, the way in which the organization operates changes accordingly. A real life example of such a case is when during my first year of study we were assigned a group project. Before the completion of the group assignment, the student who had been serving as the team leader stepped down necessitating the need of appointing another team leader. The new team leader’s leadership, specifically the means of communication used to convene the group meetings was quite different from the previous one. Whereas the previous team leader would ensure that he reached all group members through phone, the new one would simply make a post within the group’s Facebook page and expect everyone to have visited the page prior to the day of the meeting. This lead to the absence of a good number of us as not everyone is active on Facebook such that can always have logged in on a daily basis.
The other internal factor that can bring about change within the workplace is deficiencies in the present management structure. In some cases, change cannot be avoided due to certain deficiencies within the present organizational structure, arrangement, as well as, processes. Such decencies may be within the form of having many levels of management, obstacles in communication and lack of co-ordination among others. For instance, as mentioned in the earlier example, the new team leader had introduced a communication style that led to lack of coordination within the team as some members would fail to read the notice of a meeting date because of the failure to login to their Facebook accounts. Therefore, after sometime, it was necessary for the team leader to make use of another communication mode to ensure that everyone could be reached in a timely manner. 
Concerning the external factors, they include those forces that the organization cannot control but simply have to align themselves to the changes that are introduced by the external forces. The main cause of external change is technology. The introduction of new technologies such as the use of mobile apps and the emergence of e-commerce may have great impact on an organization, which adopt them. For instance, while tackling the earlier mentioned group project, we realized that we could communicate through the use of a mobile app that did not even require one to have an internet connection.
2. Explain team members possible attitudes and responses to change at work    (16 marks)                                                                                 

Team members possible attitudes, as well as, responses to change at the workplace can either be positive or negative. The positive responses to change include enthusiasm. Sometimes team members warmly accept the introduced change, especially once they consider it as a way of making their work easier. For example, when the change involves the embracing of a new technology that reduces the time spend on performing a certain job task.  For instance in our project team, the use of a mobile app for communication was welcomed by all members as it was not only effective but also less costly. On the other hand, negative responses usually encompass the resistance to change especially when the team members have the perception that the change will be disadvantageous to them, for instance once the said change can result to job cuts, or pay cuts. In such a scenario the change causes anger and the members can team up to resist it. 
3. Identify potential barriers to change in the work place and state how they could be overcome   (12 marks)

Even though change within the workplace is vital for the sustainability of the organization, it in some cases faces various challenges and barriers. The typical barriers to change within the work are the failure to involve the employee within the planning of the change process and absence of effective communication strategy. Mostly employees fear change, therefore unless they get involved in the planning of the change process, even the most loyal employees will oppose the change. The failure to involve the employees in planning the change spikes fear, as the employees may have the perception that the proposed change will have negative impact on them, for example, the fear that they may make them lose their job. On the other hand, some firms lack effective communication strategy, as some senior managers make the assumption that the moment they introduce the change, all the employees will definitely embrace it and make the required adjustments without fail.  This is the worst procedure to introduce change as it creates the room for resistance to change. While carrying out the team project assignment, all the members had objected the resignation of the first leader as they feared that a new leader would not be in the position to coordinate the group activities as the first one. 
4. Identify potential  benefits of change in the workplace      (12 marks)

Change can bring out a wide range of benefits within the workplace. For example if the change involves the embracing of the most current technology, it can make it easier for the employees to tackle their job tasks in a timely manner thereby increasing their productivity. For example, while we were tackling the group assignment, once we started using a mobile app for communication, everyone could get the meeting date notice in time thus no one would be absent making the assigning of tasks to the different members easy. This enabled us to complete the team project even before the expiry of the set deadline.
In addition, the introduced change can have the potential of making better the health of the employees. This is because it may involve the introduction of equipment that does not require to be controlled by the employees thus making them have the opportunity to relax and save their energies. For instance in the event an organization purchases computers and invests in an information management system, it will save the employees from moving from one department to another in search of certain information.
KNOW HOW TO SUPPORT THE IMPLEMENTATION OF CHANGE IN THE WORKPLACE

5. Explain how a team leader can implement change in the workplace 
(16 marks)
There are various strategies that a leader can use in order to succeed in implementing change within the workplace successfully. In the first place, the team leader should ensure that employees from the senior to the junior management levels are involved within the creation of the change plan. This makes them to understand well the need of having the proposed change implemented within the workplace hence they will not resist it. Most importantly, the team leader should delegate various tasks to the other employees. This involves the assigning of certain roles and responsibilities to the employees according to their knowledge and skill. The team leader should know that he or she cannot on his or her own implement change. Moreover, the team leader should ensure that there are effective communication channels, which will ensure that all those affected are aware of the impending change so that they are not caught unware an aspect that can make them resist it.  Above all, the leader should have a good understanding of the end goal and objectives of the proposed change before starting out. Establish the present position to the firm and where it ought to be.  
6. Explain how a team leader can support change in the team
(16 marks)
There are several ways through which team leaders can offer support to the change process. First, it is important for the team leader to identify the key players within the change process. Individuals respond in a different manner to a change within the work place. Therefore, the leader has to identify the ones who are highly likely to support it, as well as, the ones that may greatly oppose the change. Afterwards, the leader motivate those in support to encourage the ones opposing it to take part in the change process by making them know about the benefits they are set to enjoy after the change has been fully implemented within the organization. It is also important for the team leader to keenly monitor the implementation of the change so as to ensure that everything is done as per the plan. Moreover, by monitoring the manner in which the change is being implemented, the team leader can offer the necessary 
7. Explain how to develop and maintain cohesion within a team during change
(16 marks)
There are many ways of developing and maintaining cohesion within a team in the course of introducing change. To develop cohesion it is essential to encourage feedback and ensure that each team member’s opinion counts. This is because people like having the feeling that they are being heard. Therefore, the team leader should create opportunities for feedback. Besides, no one should be ridiculed because of making a certain suggestion no matter how fake it may seem. In addition, team leaders have to encourage members to build personal connections with each other. Therefore, the team members should be advised to interact even when not dealing with the assigned project. This enables them to know each other well other than only as a teammate. Furthermore, once people interact within a social environment, they get to understand each one’s likes and don’ts hence making it hard for them to wrong each other. This is achieved by increasing communication among the team members.  
Most importantly, there should be well established conflict resolution procedures. No matter the measures taken, differences in opinions will definitely emerge. The team leader should be available or easily accessible so as to offer guidance on how the differences will be resolved. The sooner the differences are resolved, the quicker the involved parties will reconcile and hence realize good cohesion within the team.
Learners must achieve at least 50% of marks available for each learning outcome. In some instances learning outcomes may be covered by more than one question.

Learning outcome 1:   Questions 1-4 combined 

Learning outcome 2:   Questions 5-8 combined
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