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INTRODUCTION 


Communication means exchanging of the ideas and thoughts or transferring the information between the persons or group of persons. It is act of sharing of the ideas and useful informations from one person to the other (Murphy and et.al., 2019). This includes various modes through which communication can take place. The aim of communication is that the information that is transferred from one person to other should be cleared and easily understandable. Communication is very important in daily life as this helps in transferring the informative values to one another. Effective communication plays an major role in the organisations as this helps in sharing the plans, ideas, goal and opinions from upper level to lower level of management. In this report various modes of communication will be discussed. This report contains different kind of communication skills. There are some points that highlighted the communication barriers which results in poor communication. Suggestions will also be discussed in this report for the improvement of the communication process by using various theories.    

MAIN BODY
Models Of Communication

Shannon and Weaver: This model was developed in 1949 by Claude Shannon and Warren Weaver. It was designed to regulate the function of the telephone technology and radio. They have developed a model in which there is a sender present who speaks in the telephone in order to send the information and there is a receiver present on the other end who receives the information. This model contains various elements through which the process of transferring the information takes place.  The various elements are sender, encoder, channel, decoder, receiver and noise. These all elements of this model makes the communication process possible. In this model, sender is whom who formulate the message, select the mode and transfers the message. Encoder means the machine that is used by the sender to sends the message. Channel is the mode which are used for transferring the message. Decoder is a machine that is used to covert the signals into the message. Receiver in this process is the person who gets the message that is send by the sender. Noise is that part of which causes disturbance while transferring the information through telephonic process. These disturbances can be caused by various factors like environment, people, crowd noise etc. In case of Maria and Pedro they have faced communication barriers as Pedro misunderstood what the Maria said on the phone. They can overcome this problem as they should use the high quality technology of communication which does not cause any problem in communication (Badak, 2020). They should use the effective channel for passing the information to each other. This will help them in easy understanding of the information through the use of right technology. As Pedro works on a building site and there are so much noise and disturbance while he talks with his wife on the phone, so he should use the effective way of communication which dost not lead in misunderstanding of the information.

Schramm :  This model was given by Charles Osgood in 1954 and later on it was published by W. Schramm in his book. This model stated that the communication process is a circular model and not a linear process. It described it as the communication takes place only between the sender and the receiver and it contains all the essential elements that an effective communication needs. This model focuses on that the information that is passed should only be understood by the receiver and the sender. It states there are only two elements required for transferring the information that is sender who send the message and the receiver who receives the message. In this sender and the receiver has to only code and decode the message. According to this model encoding and decoding both are the main elements for the effective communication. In this model the sender encodes the message and the receiver decodes it for understanding the message . Then after this the receiver becomes the sender when they reply to the sender and this process becomes vice-versa. In the event of Maria and Pedro, there is a miss communication can be seen as Pedro receives the wrong information while he was talking with his wife on the phone. Her wife said to bring the chicken but he understands that she will meet her in the kitchen. This communication problem occurred between them as Pedro could not effectively decodes the message which his wife transfer him (Selvarajah and et.al., 2021). Pedro should focus while talking on the phone that what her wife is trying to says because he is the only person who have to decodes the message and to understand it effectively. As in this model of communication the main elements that are present is the sender and the receiver and there is no any involvement is of any other element. So Pedro should listen carefully what his wife is trying to say on the phone. This will not led to miss communication if he effectively decodes the message that is passed by her wife. 

Berlo: This model is known as the SMCR model of communication. SMCR means sender, message, channel and the receiver. This model was given by David Berlo in 1960. It also focuses on the coding and the decoding of the messages that takes place between the persons. This helps to make the communication process more effective. This model was made to enhance the technical parts of the communication and later on it has applied on the other fields as well. This model consists four elements that makes the communication process possible. It includes sender, receiver, message and channel (D’Alimonte, McLaney,  and Di Prospero, 2019). This model has describes various barriers that come across the communication process. Noise and loss of distortion are the major elements that create problems in the communication. In regards to the case of Pedro and Maria they face difficulty in communicating with each other. As they faces the barrier of noise in their communicating process that mislead the information. Pedro should consider the noise barrier through which he can effectively understands the message which her wife was trying to give him. This model of communication will help them in effectively coding and decoding the message.






From above it can be evaluated that these models of communication plays an important role in effective communication. These models suggests the corrective measures for solving the problems that comes in way of transferring the information. It can be analysed that coding and decoding are the most important elements in the communicating which helps in understanding the message easily. 

Communication skills 


These skills are the ability of understanding and transferring the information or any kind of message effectively. These skills involves active listening, speaking, empathising and observing. These all qualities makes the communication process more effective and efficient. Communication skills helps in understanding the different modes by which an individual can  interact with others. There are various modes for conveying the messages like phone conversations, face to face interactions and digital communicating. Active listening, confidence, friendliness and clarity in message are the qualities through which a person can become a effective communicator. 
Verbal communication: 


This communication means transferring the information orally or when the communication takes place through spoken words. In this the sender conveys the message through presentations, speeches and conversations. It is a effective way of passing the information but sometimes it depends upon the tone, volume, quality of words of the speaker that how they conveys the message (Cooper and et.al., 2020). The effective verbal communication is not only depends upon the speaker but it also emphasis on that how the receiver or listener understands the message. This method of communication includes both speaking as well as written communication. 
Non-verbal communication:


Non-verbal communication means transferring of the message or idea through body languages and not through orally or in a written manner. It means passing the information without any use of the words in the communication. In other words communicating with one another by using of facial expressions, postures, gestures is called as non-verbal communication. Non-verbal communication helps in maintaining the healthier relationship with the others while verbal communication only conveys the external factors and events (Presbitero, 2021). It helps in regulates the flow of communication through gestures and facial expressions etc. 
Listening:


 Listening is the capability to understands the message and information in a effective manner. It is the main feature in the communication process as it starts with decoding the message and to understands it carefully. Without the listening ability a communication process can't become effective as if the listener misunderstood the message then the whole communication process will fails (Real, Hartsough and Huddleston, 2021). Listening skills are very necessary in communicating the ideas and messages to others as if the listener will not pay any attention in listening then the process of communication will break down. Listener should listen each and every part of the message that are being conveyed to them in order to lead the communication process effectively. 

The advantages and disadvantages of technology in communication. 
Advantages of technology in communication


Technology plays a major role in the effective communication. In today's era technology has become a necessary in every sector as well as in communication. Technologies helps in conveying the message more effectively and efficiently. In the case of emergencies technology helps in conveying the messages in few seconds (Roberts and et.al., 2019). This enables the transferring of the message or information form one end to the other end of the world in  seconds. It also solves the problem of long-distance communication barrier as this helps in conveying the message from various modes of communication like phone, emails, messages etc. 
Disadvantages of technology in communication

There are some disadvantages too of the technology in communicating with each other. Older generation faces difficulty in using the technology for the purpose of communication which sometimes results in delaying of the communication. Technology is not always reliable that the information that is being passed through online news, mails are always correct. This does not develop any personal relation with the others as this does not involve any face-to-face interactions (Kowalski, 2018). There is always a risk in communicating through various online modes as sometimes the person whom we are talking over internet may turns out to be a fraud. 
Problems and recommendations 

 In case of Pedro and Maria they have faced the problem in communicating with each other as he misunderstood the message which results in the different meaning of the information. Pedro works in a building site and he has faced the problem of noise and disturbance which becomes the reason of the miss communication. He also faces issue in decoding the message effectively (Bedford and et.al., 2022). They also faces the issue of technology as they uses the telephonic method to convey the message but the message that her wife have conveyed to her was not clear. 


Pedro should use effectively decodes the message which helps in easy understanding of the information. They can make their communication process better by using latest technology which helps them in making their communication process more effective and efficient. They should consider the noise element while talking on the phone as Pedro works in a building sites and it is a consistent barrier that comes in the way of their communication. They can overcome this problem by using noise free phones in communicating with each other. 

CONCLUSION 


From the above report, it can be analysed that effective communication is very important for passing the information and ideas from one person to other. There are various models of communication has been discussed that helps in removing the barriers in communication process. Several types of communication skills have been taken in this report which helps the organisation and firms in effective communication. Barriers and problems have also been discussed that comes in the communication process of the organisations. It can be analysed that by applying various theories organisations can improve their communication process which helps them in transferring the information effectively. 
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Benefits of Team working



The team work in management of organisation have own benefits for performing task and help organisation to achieve the target. The benefits of team working are:

Better Problem Solving

Increased Potential Motivation





If any problem arises in the work then discuss with the all the people of group find a solution which help to solve the problem easily. This will show how they have a good communication skill with each employees.

In team work each employee help to increase the motivation level of each employee in the group for doing task effectively. This is very important in organisation that each employee is having motivation for his responsibility which organisation assign to perform.
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Smarter Risk Taking



Expand Creativity





If the employees have good team work then team easily able to tackle the risk in organisation because if anything gone wrong then team members help that employee take out from this risk factor situation. If you are taking risk alone then no one is helping to take out from this risk factor situation you have to own make solution and come out this is will proof very dangerous for that employees.

In a group of employees, each employee has different mind when they come together then something innovative ideas is generate for the performing the task of an organisation and help to organisation to grow. This is very effective way to generate new ideas and perform task in organisation
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Boosted Productivity



More People = Greater Ideas









The employees can boost the productivity level by getting a motivation and support from group of employees in organisation. The group of employees in organisation is play very important role because group of employees help other employees to give motivation and increase the production level for organisation.
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Stages of Team Development




There are many different types of tasks which have to be performed in organisation which required effective team work to perform the task and complete. There are different types of development of team stages and this stages are introduced by  Tuckman (1965).





This will help the organization to archive the target effectively and efficiently. This will help organisation's team group to accomplish the objectives of organisation. This is very important theory for the development of team in organisation. There are 5 stages of team Development by Bruce Wayne Tuckman theory.
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Forming: 

forming the groups

 discuss what to achieve



Storming:

 difficult stage 

 compete the competitors









It is the initial stage where management introduces all team members with each employee in a group. Discuss each employee potential skills so that it is easy that what they are able to perform best in that field. It helps other employees in a group to know that what is a potential of each employee in organisation. In this the project is also assign to perform and assign the responsibility of each employee in the project.

In this, all the employees in a group, share their ideas for completing the assign task. The ideas of an employees give opportunity to stand out in the organisation and the ideas must be accepted by all employees in group. The Team leader help the group that all employees to make plan to complete the task and team leader manage the competition level of employees and must be communicate between all employees in a group and examine every time that project must be going in right direction.
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The employees must be clear that they don't have own personal internal competition with other employees, responsibility and goals must be clear by each employee in organisation. If all the employees are working in an organisation to achieve common goals, then employees must know how to share ideas with other employee and each employee must be work more efficiently and employees must take feedback of their work so they learn and perform the best in next task.

In the organization there is very high level of unity and trust between all employees in a group. The employees performing the responsibility and increase the efficiency of doing work without the support of team leaders. The employees have to prepare and plan the strategy to perform the assign task it is very important that each employee have to give their best by give responsibility by an organization. If the team groups are performing best, then it automatically help the organization to grow in the market or if the team groups are not performing the assign responsibility sincerely then it will indirectly impact the business organization growth and profits.
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Norming: The team is established to perform the task effectively and efficiently.





Performing: All the employees of individual group to perform and get work done.








Adjourning:

 final stage 

 work completed

 new project assigned









This final stage of team development is where the project is completed and examine the report again and remember all the points which we learn while preparing the project and check what could be improved in your future projects. 
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Team Roles


The team roles are introduced by Belbin's theory of team role which help in organisation in each sector and tell the importance of team in organisation.







There are nine Belbin's team roles.
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Resource Investigator

Team worker







The management use the employee’s curiosity nature behaviour, to generated ideas which help them to become a member of team. This strength of employees will use to develop opportunities and contact for the organization but there is also a negative impact also when the employee loose the interest or change their mind-set for working then it will negatively impact the organisation in the market. Sometimes it possible that they forget to follow their leads which will impact the organization.

The team worker helps other employee in a group to help the to complete the work for organisation. In the team work the best part is that all the employees in a group is trust everyone decision and ideas which help the organisation and they corporate with each other in the group, which help them to do the work effectively.
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Co-ordinators

Plant







The employees need to focus on their work and the objective which the team group has to achieve. The employees need to be mature, confident, clearly defines the goals which is achieve in future. Sometimes it gives a bad impact to the organization of an employee while manipulating the employees it gives negative impact and give his work to other employees in the group.

The employee now has the potential and ability to face the problem and make the solution of a problem by his own. They have ability to think creatively, generates ideas and solve the problems which arise in the organisation while completing the task.
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Monitor Evaluator

Speciality









The team leader gives an impartial judgement to the group employees where required. The team have unbiased with each member of employee in a group. In the organisation the team leaders pass the wrong judgement to the member of an employee in a group.

In a group each employee has own specialization skills and knowledge which help the team to perform the different task for organisation. Each employee is very dedicated to their responsibility. The team leader gives over work to that employees to perform and this is very demotivated for the employees.
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Shaper

Implementer







The team leader has to examine all the time that the team is doing well and keep moving ahead and don't lose the focus to achieve the organisation. The employees ready to face the challenge and have the ability to adopt the dynamic changes which is occur in organisation. The team leader hurt the feelings of employees sometimes which is created in organisation, this will change the mind set of employees for working.

The strategy which is prepare must be practically possible to implement in the future in the organization. The management of an organization set a goals must be feasible and able to achieve in given time frame. The objectives which is set to achieve sometimes is not practically possible to achieve due to unconditional circumstances.
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Completer finisher







The management of an organisation examine all the negative and positive impact of the task for an organisation. The team leader has to check all the errors which is occurred while completing the task and fix all the error so that it will not repeat in future.
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Managing Conflict


The managing conflict is very dangerous for the organisation which will impact the organisation in negative way and this conflict is arise in management when the employees have different ideas for performing the task and have different own objectives which they working.







This will create a conflict between all the employees in organisation and the objectives of an organization is not able to achieve by employees and this will give the bad impact on the organization development in the market areas. The management of an organization had to take care that all employees have to work for one objective only with team work. The employees have to achieve the objectives by given time period only. This is very important that employees must work with one mind set which is given by the team leader. This help the organization to grow in the business market areas.
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		5 Stages Conflict Process are




		Potential Opposition or Incompatibility.
Cognition and Personalization.
Intentions.
Behavior.
Outcomes.










1. The existence of conflict-friendly situations is the first phase. These cause or exacerbate internal tension. They don't have to clash, but one of them must be met. 2. Parties to a conflict must perceive it. Perception is the second step in the Conflict Process. No one knows of a disagreement, hence there is no conflict. Perceived conflict is not    customized.  3. Intentions are decisions to act. They connect perception and action. Two characteristics of conflict-handling intentions: cooperativeness (how much one side seeks to solve the other's issues) and assertiveness (how much one party tries to satisfy their own concerns). 4. At this level, disagreement is obvious. The conduct stage involves the opposing parties' remarks, actions, and reactions. These conflict actions usually reflect each party's goals. 5. Interactions between opposing parties have consequences. These outcomes may be functional, improving group performance, or dysfunctional, lowering group performance. Conflict is constructive when it improves decision-making, encourages creativity and invention, and sparks group interest and curiosity.
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5 Conflict-Handling Intention

Competing (I Win, You Lose),

Collaborating (I Win, You Win),

Avoiding (No Winners, No Losers),

Accommodating (I lose, You win), and

Compromising (You Bend, I Bend).







1.When rapid action is required. On significant issues need unpopular actions. When it comes to important topics and when you know you're right Against noncompetitive behavior. 2.Finding a solution for both groups. In order to learn. combining multiple viewpoints' wisdom Embrace issues to gain commitment. To repair a broken connection. 3. A minor issue's urgency When you can't fix problems. When the risks exceed the drawbacks. To relax and focus. When data gathering wins over speed. The issue is resolved by others. When difficulties are visible. 4. A better position can help you study and demonstrate your rationality. When others' happiness and cooperation trump your own. Future social issues? Avoid losing when outmatched. Allow subordinates to make mistakes. 5. Proactive tactics aren't worth the work or interruption. When equal-power opponents pursue mutually exclusive agendas. To temporarily resolve a problem. To locate quick solutions in a hurry. When cooperation and competition fail.
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Successful Team Development




The first rule of team building is an obvious one to lead a team effectively, you must first establish your leadership with each team member. that the most effective team leaders build their relationships of trust and loyalty, rather than fear or the power of their positions.
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Assemble the team.

Determine the goals.

Establish expectations from day one.

Engender connections within the team.

Practice emotional intelligence.
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Set expectations 

Monitor and review

Practice Performance 

Team meetings 

observation and revaluation progress
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Celebrate and reward

Celebrate the success 

Take an honest look at what didn’t go well and pinpoint

Print out unique awards for each team member and schedule an awards ceremony
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CONCLUSION 

From the above report it has been concluded that effective team work and communication is very important aspect for the organisation. The team work helps the organisation to achieve the target effectively and this will help the organisation to grow and develop the business in market areas. This report also includes the brief discussion on Benefits of team working in this we learn that how team can affect the company in positive way and stages of team development.





in this we learn the theory of Tuckman theory that how we will develop the stages of team in organisation and Team roles in this we apply the theory of Belbin's that we prepare plan and strategy to achieve the target in given time frame and managing conflicts in this we have learn that how we manage and reduce all the conflicts which arise in the organisation and Successful Team Development in the we learn how an organisation become successful by team work in the organizations.
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