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Executive Summary 
 

 

 

All organizations need to establish a good means of communication and team collaboration to reach 
their set objectives. However, many of them are often faced with obstacles that hinder information flow 
within and outside the office.  

This results in misunderstandings amongst the employees and failure of the company to meet customer 
demands. Thus, many theories were formulated over the years, which established the basic 
communication skills that every person in the firm must have in order to facilitate effective 
communication and teamwork. 

Some of these skills include relaxation and empathetic listening, which if employed during a 
conversation, it is likely that the communication will be a success, and the consequent team 
coordination will follow suit. Furthermore, communication still has other barriers which it faces, such as 
noise which can be either internal or external, as explained by Shannon Weaver’s model of 
communication.  

In general, communication is precious to every organization, and the process of achieving it along with 
effective teamwork is critical but involves multiple complicated procedures. 
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Effective Teamwork and Communication 

Introduction 

Effective communication forms an essential part of every human interaction, although, in the 

work environment, it is necessary for the success of the business. It results in better relationships, lesser 

conflict, and improved team effectiveness within an enterprise where it is observed. Additionally, it can 

either take the form of non-verbal or verbal interaction (Maund, Shriek, and Tinkler, 2017). Every entity 

always strives to streamline communication within themselves to lead to effective teamwork and 

eventually realize their business goals. Moreover, several communication modules have been developed 

over the years to help explain the process and assist the firms to understand how they can use it within 

their organizations to their favor. For effective communication to be established within any 

organization, all the modules of it must be completely engaged in the process. Indeed, achieving 

effective communication and teamwork is a delicate yet complex process that every firm must follow to 

ensure progress and achievement of their goals. 

Discussion 

 One of my friends, Jane, hired at the Mark and Spencer firm, had an experience with the effects 

of miscommunication amongst colleagues. She was happy to be a part of the group, but after a while, 

the environment started becoming uncomfortable for her. Once hired, they were grouped into five and 

asked to work together to see which team could find the best way for customer outreach. Each team 

elected a leader who would link the group to their direct manager. Her team leader decided that they 

would always meet online after work to discuss the methods they would use. Despite this, Jane lived in a 

low network area, which meant she could not easily connect to the internet, let alone attend an online 

meeting. She failed to attend most of the meetings and the rest made plans that they would use direct 

calls. Over one of the meetings she attended, Jane was assigned the role of determining the details and 

challenges they had left out of their plans, but this was cut out by her network failure, so she failed to 

get the message. Jane then told the group leader that she could not connect to the online meeting, to 

which he passively responded to her to get a better laptop. Feeling unheard, she went to the manager in 

charge of their groups and asked her to speak to their group leader to understand her situation. Their 

group leader saw her walking out of the manager’s office and assumed she was trying to overthrow him, 

and he decided to defame her before the manager accusing her of laziness and lack of involvement to 

which she was ultimately fired.  
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Poor communication hinders collaboration within the team along with the appropriate 

allocation of responsibility. The case study reveals the results of miscommunication within the units of 

an organization. Communication aligns all team members to committing to shared goals and promotes 

interdependence (Maund, Shriek, and Tinkler, 2017). Everyone within an organization ought to aim to 

create conditions within the workplace that can enable them to achieve more together as a team rather 

than as individuals. The team is supposed to improve communication between the company and its 

clients by engaging their customers in interviews. Jane does not collaborate with the rest of the group 

since it is not communicated to her what her role will be. She is marginalized from the conversation 

amongst the members, and the responsibility that she is given is not well communicated to her. 

Moreover, the poor network of her area of residence cannot allow her to engage in the process which 

the team has chosen as the method of outreach. She has a poor cellular connection and calling 

customers cannot be practical from her area.  

Conflicts and misunderstandings arise continuously due to ineffective communication. This is 

proven through the clash that arose between the group leader and Jane. Jane has no idea of it, but the 

group leader is biased against her. He feels that she is willingly snubbing her responsibilities to the team, 

so he decides to get her fired. Moreover, he feels that her personality does not match his neither does it 

that of the workplace. Serious interpersonal problems developed amongst them to a point it would soon 

hurt their team performance (Managing Conflict., 2021). Either party failed to see the essence of 

improving communication amongst them in order to work on interpersonal relationships between them. 

Nonetheless, Jane is subjected to hostility within the group when the leader has her fired, and the virtue 

of trust is never developed. When she tried to talk to the group leader directly, he failed to employ the 

communication skill of empathetic and critical listening. She, therefore, felt that her needs were not 

cared for and misunderstood. 

Many people fail to pay attention to the factors and barriers that may hinder their effective 

communication. Shannon Weaver’s mathematical model of the communication process in 1949 

expresses noise as one of the challenges affecting the channels of communication (Coffelt and Smith, 

2020). This is among others such as failure to focus, bar the receiver from the message. Jane falls victim 

to external noise when the network cuts out her leader’s instructions to her. Notwithstanding, behind all 

the vocal interactions, the non-verbal communication always takes place in the background of any 

dialogue, and the involved parties always send and receive the signals sub-consciously, which still affect 

their interaction. The other communication skills such as relaxation, eye contact, body posture, and 
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sincerity usually affect how a message is perceived. If the skills displayed by both the receiver and the 

sender are complementary, then the message is well received, interpreted, and the relevant feedback 

provided (Mesmer-Magnus et al., 2017). However, if not, there is misunderstanding and chaos. For 

instance, a sitting posture with crossed arms and legs sends the signal that one is not interested in the 

exchange.  

In addition, team coordination fails when the participants do not communicate openly. The 

members of Jane’s team were not willing to give open communication and positive feedback. Each 

participant within the work environment must be willing to give and receive constructive criticism to 

help build up each other (Communication in the Workplace, 2021). Jane is not open about the troubles 

that make her incapable of attending the online meetings after work. This ends up creating an 

impression amongst her colleagues of her being lazy (Morgan, 2020). Also, when the group leader thinks 

that Jane is going behind his back to speak about his conduct, he reacts negatively by defaming her. This 

is evidence that he is not willing to receive any criticism about his leadership. At times when the 

interpersonal relationships at the workplace are hostile, the feedback from members can tend to be ill-

intended, which harms unity and promotes mistrust (Problems that face Teams, 2021). The 

interpersonal attacks may initially seem only to affect individual members but soon evolve to affect the 

whole team and disrupts their productivity at large.  

Conclusion 

Overall, the communication process takes many forms and affects the general mood or 

accomplishment of an environment based on how well it is handled. Various models have been set up to 

represent the communication process, and in all these models, there are four consistent parts: the 

sender, message, receiver, and feedback. Any distortion to the flow of information amongst these four 

channels results in miscommunication and misunderstanding. Barriers such as noise can usually pose a 

challenge to effective interaction. Furthermore, the communication skills such as critical listening 

improve the effectiveness of communication and help create interpersonal relationships, which 

eventually evolve into beneficial teamwork. Effective communication builds effective teamwork that 

ensures coordination of office activities and the eventual success of any business. Thus, every business 

should invest in improving effective communication within them and ensure the teamwork commits to 

the unanimous goal of bringing success to the firm. 
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Recommendations 

Interpersonal skills are necessary to promote an interactive workplace without hostility. They 

help to improve relationships within the professional environment and limit discriminatory treatment 

(Belbin, 2012). For example, an employee with a character of pride could be very good at doing their 

job; however, the rest of the colleagues might feel resentment towards them and become unwilling to 

work together. Their goals thus become repellant of each other, and the focus could become outdoing 

one another, which can result in unhealthy competition that makes a hostile workplace (Problems that 

face Teams, 2021). This is like Jane’s case, whereby her group leader was insecure and had her fired. 

Nonetheless, other workers might lack the back up of good non-verbal; communication when they 

interact with others. The intention might mean well, but the message delivered might cause division in 

such scenarios (Maund, Shriek, and Tinkler, 2017). The sender formulates and encodes the message; the 

receiver gets the message, albeit they do not decode it correctly. The message is misinterpreted, and 

the feedback could be irrelevant to the message. According to Berlo’s model, it could be factors such as 

the culture, communication skills, or attitudes of the sender that distort the content of the message and 

affect how the receiver interprets it.  

Critical and empathetic listening must be considered important in any exchange of information. 

It is the main reason behind the installment of a customer service department in every successful 

organization. Listening to the customers helps the firm get a grip of what the customers demand and 

how they want their services offered to them (Doyle, 2017). Additionally, whenever the managers fail to 

listen critically to what their employees are saying, then the essence of feedback is overlooked. The 

workplace could feel uncomfortable for the employees, and thus, their service delivery could fall below 

par (Effective Listening, 2021). This was the result for June and her team leader. The result of this is high 

worker turnover rates that end up making the firm unstable, as they have to go through the recruitment 

and hiring processes repeatedly. This scenario is also witnessed in the first case study whereby Barry, 

the manager of a restaurant, does not have any time for his workers. The training he offers them is 

hurried, and instead of instructing them of his requirements directly, he used a sign. This sign does not 

accommodate any form of feedback, which may help him understand why they have difficulty following 

his instructions, and he fails to understand what is ongoing under him (Belbin, 2012). Overall, this leaks 

the capital base of the company, and the losses result in its eventual demise. 
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It is necessary to promote practicing and training as a team to improve communication and 

teamwork. Every employee hired comes with a different set of talents or skills and are of varied origins. 

When these employees are put in a group and trained together, they learn the skills the other 

possesses, and to work around each other’s weaknesses (Maund, Shriek, and Tinkler, 2017). The 

differing personalities, hence, instead of being polarizing to the office, become complementary of each 

other. Moreover, the potential future conflicts are recognized early while training, and are handled. The 

employees also get a chance to synchronize their goals and commit to the business's success. The 

development of interpersonal relationships during this session is beneficial through teamwork. The 

organization can thus get to achieve some of the stages of Bruce Tuckman’s team formation even before 

the employees are indulged in work (Tuckman, and Harper, 2012). They could undergo the processes of 

forming and norming all while being trained as a team.  
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Appendices 

Appendix A 

Refer to Figure 1 to learn about critical and empathetic listening. 

 

Figure 1: The notes on Effective Communication from slide 16, 17, and 19 on the Effective 

Listening PowerPoint 
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Appendix B 

To learn about barriers to effective listening go to Figure 2 

 

Figure 2: Notes on Effective Communication on Slide 3 and 4 of the Communication PowerPoint 
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Appendix C 

To learn about the case study involving Barry and the communication barriers refer to Figure 3.  

 

Figure 3: This contains information on the case study sourced from page 1 on the 

Communication Case Study document. 
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Appendix D 

Refer to Figure 4 to learn more about the basic communication skills. 

 

Figure 4: Contains information on Communication Skills sourced from slide 7, 8 and 9 on the 

PowerPoint on Communication in the office. 
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Appendix E 

Refer to Figure 5 to learn more about the barriers to listening such as noise. 

 

Figure 5: This includes the information on barriers to listening from the pdf titled Listening on 

page 100. 
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Appendix F 

To get the source of the points on interpersonal conflict refer to the Effective teamworking and 

Communication PowerPoint on slide seven. 

Tuckman’s stages of team formation are found on fifth and sixteenth slides of the Term two-

week two PowerPoint on Tuckman 

Refer to the document titled Tuckman Stages on pages 1 and 2 to get more information on the 

points made about the team stages in Tuckman’s model. 
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