		EFFECTIVE TEAM WORK AND COMMUNICATION


Effective Team Work and Communication
Teacher:
Dr. Rexon Nting

Name of the Student:
Md. Shahin Ahmod
Group-8
Student ID: 1706992






Table of Contents
Introduction	3
Literature Review	4
Knowledge and Understanding of Subject	5
Analysis	6
Practical Application and Deployment	8
Skills for Professional Project	11
Conclusion	13
References	14



[bookmark: _Toc499812811]Introduction
Effective functioning of a team is dependent on two major factors, the nature of the task required to be undertaken and determine compatibility among the members of the team.It is important to understand the basic reason behind forming teams in an organisation. According to Tompkins (2015), teams may be formed consisting of people with a set of skills, which will be beneficial for the successful of the task and hence prove of advantage to the organisation. However, for a team to function smoothly it is very important to establish proper communication between them. This assignment focuses establish certain approaches for effective teamwork and also propose communication skills vital for success at the workplace. In addition to reviewing several scholars, journals and articles, the project tends to analyze the literature and establish a clear understanding of the subject and skills for professional practice as well.


[bookmark: _Toc499812812]Literature Review
According to Williams (2013), effective team work requires the member to have a clear understanding of the task and their contributions to it. Working in a group is not only beneficial to the organisation but to the employees as well. They learn to accept people with different social backgrounds and form connections among themselves that may be helpful for individual growth (Taylor, Mellor and McCarter, 2016).. It is difficult to complete any task productively without the presence of a proper communication channel (Cardon, 2014). 
[bookmark: _Toc499812813]Knowledge and Understanding of Subject
Interpersonal communication refers to the internal communication that takes place between the team members. To allocate roles, expressing opinions, brainstorming, coordination, etc. the member must constantly interact with one another. According to Graves (2017), communication may not necessarily be face-to-face or verbal in nature. Body language and other nonverbal forms of communication also form an important part of interpersonal communication.For effective teamwork the team member must be open about their doubts and opinions and express themselves are clearly as possible. For example, while discussing the sales pitch of a given product, it should be clearly mentioned the previous discussions on the same topic and the progress of the sales pitch should then follow.
On the other hand, written communication refers to all such communications that are in written form such as emails and letters. As stated by McLean (2014), from an organisations point, written communication is an official way of communicating tasks, responsibilities, grievances within various branches of an organisation. Written communication is important because it acts as proof that the said communication has taken place.  Unlike oral communication, there is a record of the interaction, which can be referred to at a future date.The most common form of written communication is through email. Emails are used to contact clients for new or existing contracts and conveying messages within the organisation. There are certain structures and formats that have to be followed since it is an official form of communication. It is important to address the person and give a heading to the message. Apart from that at the end of the message, the designation of the sender must be mentioned (Guffey and Loewy, 2016).
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According to Brounstein et al.,(2014), working in a team requires a person to be open and accommodative towards the other team members in order to complete the task properly. In my opinion, it is helpful to provide a clear information based on the 5W theory (who, when, where, why and how), every person of the team in a firm should be able to understand the task fully and correctly in order to be able to work together (Thill and Bovée, 2017). 
Team members learn from their peers the correct way of functioning and the mistakes to avoid. Each team member develops a sense of ownership towards the task at hand and work with the same intensity. I think that this is because if the task is completed properly the entire team is applauded. On the other hand, every team member equally (Brounstein et al., 2014) also takes responsibility of the failure of the given task.This helps for the moral of individuals who do not feel like they have been singled out and saves them from humiliating circumstances. As per Thill and Bovée (2017), working together in a team forms a bond among the team members and may encourage healthy competition with other teams; it helps me to understand the effectiveness of the communication skill. In this way, the team is motivated to work with maximum efficiency. 

[bookmark: _GoBack]On the contrary, Communication that uses visual aids to convey a message can be termed as visual communication. I have been conversant that Visual aids can be in the form of drawings, pictures and videos. Visual aid is an excellent mode of communication as images have a longer impact of a person as compared to written words (Brounstein et al., 2014). A picture of building has a lasting impact on the human brain rather than reading the name of the building in a magazine. Similarly, I have found that communications that make use of pictures and videos are more receptive than the written word. Due to this reason, presentations are used more often in organisations that make use of new and innovative visuals. Many leading firms in the United Kingdom like BP, Tesco and Aviva tend to value visual communication as an effective tool for enhancing employee functions in the organizations.
However, visual and electronic communication may not be as effective as they are expected to be. It is very easy to misunderstand the message through an electronic mode of communication. According to Thill and Bovée (2017), the manner in which the message is conveyed is important so that wrong interpretations of the message are not formed.Moreover, electronic communication is an expensive mode, which requires considerable resources and time to produce. In the age of social media, new ways of communication have emerged that such as chat heads on company websites. This is a way of communication with customers, I have understood that on a personal level are try to resolve their issues. As per Taylor, Mellor and McCarter (2016), consumer brands such as Amazon may use chat heads to resolve customer problems.. Meeting can take place between member who may be far away from each other with the help of video calling and conferencing. These technological advancements have opened new avenues for the business like Llyoyds, Vodafone, Prudential and Unilever in the UK.
[bookmark: _Toc499812815]Practical Application and Deployment
According to Rosen and Rosen (2014), there exists a number of theories, models and framework that help to improve practical application and deployment of teamwork and communication in an organization. In order to form an effective team, many considerations need to be evaluated and implemented by the management. Random selection of persons to form a team does not guarantee productivity and may adversely affect the team’s performance (Cardon, 2014). It is noted that to form an ideal team there are many things to be considered such as skill sets, personalities, age, and sex. Dr. Raymond Belbin has formulated a theory, which can be helpful while selecting team member to work together. Belbin recommends personality tests that help to determine individuals who would be more compatible to work together than others. He then segregates members based on the roles that they can take in the team, which are, action oriented roles, people oriented roles, and thought oriented roles (Williams, 2013).
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Figure: Action Oriented Roles
(Source: Cardon, 2014)
According to Cardon (2014), action oriented roles deals with people who pay attention to details and help bring a level of discipline to the team. They also make sure that the tasks are completed on time.
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Figure: People Oriented Roles
(Source: Cardon, 2014)
While, people oriented roles refers to individuals who help in coordinating different activities of the team and have flair of getting work done from member by being diplomatic. They are good at dealing with people and hence may be the source of contact outside the team (Gallagher, 2013).
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Figure: Thought Oriented Roles
(Source: Cardon, 2014)
On the other hand, Cardon (2014) stated that thought oriented roles may include members who come up with ideas and new solutions to problems. These people are good at analysing a problem and giving innovative solutions.
For example, in organizations like BT, Compass Group, Barclays and Wm Morrison two team members with similar skill sets tend to take up a certain task within the team. They often have their own strengths and weakness. It is noted thattheir collaborative nature comes down to their negotiating capabilities that helps to decide who can do the particular task more efficiently. The collective decision making amongst the workforce not only enhances teamwork but also creates an increased level of performance capability (Bovée and Thill, 2016). 
[bookmark: _Toc499812816]Skills for Professional Project
According to Williams (2013), the management of companies irrespective of the industry they belong to has been focusing on developing group strategies in order to ensure development of skills in a professional project. When working in a team all the members should be on the same page regarding the various functions of every member. For this purpose timely meeting must be organised to analyse every member’s point and to ensure that the objective of the task is understood by all. As per Ferrell (2015), it is important that all members are in agreement with the decisions taken by the team and every person is aware of their responsibility and the time frame within which they are expected to complete individual tasks. It is the responsibility of the team leader to delegate tasks effectively keeping in mind the various skills of every person (Gurak and Lannon, 2013).
On the other hand, in the words of Johnson (2017), communication is the key to increased efficiency. It is imperative to constantly work on improving the communication skills of the team members. When expressing their thoughts, the team members must have clarity of expression. They must be able to put their points forward in a manner which can be understood easily but the other team member without any room for confusion. In non verbal communication, the sensitivity of the listener must be kept in mind (Daniels et al., 2014). Effective communication takes place when both the sender and receiver have a clear understanding of the message. 



[bookmark: _Toc499812817]Conclusion
With the growth in new and innovative ways of effective communication it has now become possible to further increase efficiency of teams. Effective team work does not have the limitation of inefficient communication. Communication is essential for effective team work. At the same time, the various forms of communication must be utilised to their full potential, in order for a team to work effectively. On the other hand, it is mandatory to provide some recommendation in order to apply the effectiveness of communication to enhance the employability of the employees within organizations. it is needed to be described that proper communication skill not only helps to get information about the employees or the organization. It is one of the significant aspects to enhance the employability and performance of the employees. In that case, the employers of the organizations should communicate with the employees to know about the current position of the employees. Accordingly, a clear communication with the employees regarding the goals and objectives helps to enhance the performance of the employees. 
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