Name Hammad Riaz
                                                            Student ID 1917116
Module Effective Team Working And Communication












Introduction
In this essay I write about Communication. ? Importance of Communication. Benefits of Communication. What is Effective Communication? Importance and benefits of Effective Communication. Method of Communication. I describe the different ways of Communication. Theories of Communication.
Communication at workplace. Importance of Communication at workplace. Which benefits occur of Communication at workplace? At last I describe Conclusion. What I learned in this topic. Also I put reference from where I cover these topic from where I write about these topics.











Communication
Communication means the ability to receive, receive or exchange ideas, data, information, signals or messages through appropriate media, to persuade individuals or groups to receive information, to convey information or to express feelings. Communication is typically a two-way process. Communication is that the act of transferring information from one place, person or group to a different. Every communication contains a sender and receiver These include our feelings, cultural status, the mediums used for communication, and even our position

Communication is the act of conveying meaning from one organization or group to different by using mutually understood symbols, symbols, and supernatural rules.
The main steps involved in all communication are:
· Communication is the structure of motivation or reason.
· Message Creation.
· Message Encoding
Importance of Communication
 Communication is an critical administration work related with all other authoritative capacities. It decreases the hole between people and bunches through data and understanding between them. According to John Thompson “You can communicate without motivating but, it's impossible to motivate without Communicating.”
According to Peter Drucker “The most important thing in communication is to hear what isn’t being said.”
According to Anne Morrow Lindbergh “Good communication is just as stimulating as black coffee, and just as hard to sleep after.”
The significance of communication within the organization can be summarized as:
· The way we communicate with others and ourselves ultimately determines our quality of life
· It can help you increase productivity and results.
· Reduce stress and handle things well
· Understanding the necessity of today’s world
· Develops relationships with teachers and peers
· Save time, share ideas, learn new things, etc.
· A better understanding of how to get your message across
· The importance of communication in a company are often summarized as follows

· Communication motivates employees by telling and clarifying what they are doing, how they are doing it, and how to improve their performance if it is not remembered.
· Communication to organizational members for the decision-making process helps identify and assess the alternative course of action.
· Communication can also play an important role in changing a person's attitude, i.e., a person with a good attitude will have a better attitude than a person with less information.
· Organizational journals, journals, conferences, and a variety of oral and written communications can help shape the employee perspective.
· Communication also helps the control process. It helps in controlling the behavior of the organizational member
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(Uk Essay 2020)

Effective Communication
Viable communication is characterized as verbal discourse or other implies of communicating data over a point Effective communication is more than fair communication. It is almost understanding the concept and thought processes behind the data. In expansion to passing on a message, you must too tune in to the complete meaning of what you're saying, and make beyond any doubt that the other individual feels listened and understood.
According to David Cemeld” The single most important lesson of effective communication is this: Focus on clarity. Concentrate on precisions. Don't worry about constructing beautiful sentences. Beauty comes from meaning, not language. Accuracy is the most effective style of all.” 
According to Anthony Robbins” To EFFECTIVELY Communicate, we must realize that there we are all different in the way we perceive the world and use this understanding as a guide to our communication with each other”
Importance of Effective Communication
· No matter how clever and invaluable your idea is, you cannot share it with others
· Effective communication is important at every level of the organization
· In order to communicate complex thinking effectively, skills beyond initial communication are essential
· Communication is a both way process in which ideas are exchanged.
· Communication is effective if the message sent is identical
Successful Communication is significant for all zones of life to preserve great relationship
      Between husband & wife
· Between parents and children
· Between teacher and students
· Between doctor and patient
· Between employer and employee
· Between colleagues
· Between every level of an organization
(Effective Communication Essay | Bartleby, 2020)

Methods of Communication

The standard modes of communication are the sender speaking or writing and listening or reading to the receiver. Most communications are oral, talking to one side and listening to the other. However, some forms of communication do not include direct spoken or written language.
Different situations require different types of communication. Not all communications are the same and it does not flow all the same ways. It all depends on whom and for what purpose the message is sent.
Verbal
Words are the foremost exact and capable set of images. In this manner, a common set of images is utilized between the sender and the collector within the verbal communication prepare. Words can be talked or composed. Spoken communication is called Verbal communication. Composed communication could be a shape of communication communicated by written words. It involves exchanging messages or data utilizing words, whether through face-to-face or phone discussion. This can be a really common interaction since it clears the way to accepting a reaction as before long as the message is gotten. It is additionally known as suddenness. In verbal communication, the capacity to tune in and think carefully some time recently talking is importance
Oral Communication
This is obviously a speech before writing. In the same way, people talk more before they write themselves. This communication plays an important role in families and organizations and among friends, relatives, acquaintances and neighbors. Abusive or useless verbal communication disrupts relationships and development. It can take the form of speech, discussion, discussion, face-to-face conversation, telephone conversation, videoconferencing, interviewing and chat.
Non Verbal
It is not necessary that communication is possible only through oral means. Communication is spoken, written or written. Numerous research studies have established the potential of nonverbal communication. It finds expression through gestures, postures, body movements and body patterns. Messages are sent through non-language channels. When a person refuses to speak or write, they can communicate non-verbally.
Written Communication
Messages written in black and white contain written communication. Written communication is binding on the organization and is intended as documentary evidence. It can take the form of notices, telephone messages, circulars, reports, e-mails and manuals. The parts involved in written communication include the author, the content, the language and the purpose of the communication, the style followed and the receiver.
Visual Communication
"A picture is worth a thousand words". Visual helps such as movement, color, outline, outline and charts, drawing, signs and logos enormously improve composed communication. Visual communication is utilized within the right adjust to form the data more productive and compelling
(Communication Methods - Different Methods of Effective Communication, 2020)



Theories of Communication
Communication theory is information theory and mathematics, which studies information technology, as well as interpersonal communication and intensive communication in the fields of psychology, sociology, chemistry and anthropology.
Shannon and Weaver Model of Communication 

The Shannon and Weaver demonstrate could be a straightforward show of communication that gives a system for analyzing how messages are sent and received. The Shannon and Weaver demonstrate of communication contends that communication can be partitioned into 6 fundamental concepts: sender, encoder, channel, commotion, decoder, and collector. The following adaptation of the hypothesis composed by Warren Weaver included the 7th concept, which changed the show from direct to cyclic.
[image: ]
(Shannon Waver Model of Communication 2020)

Schramm Model of Communication 

he Schramm show is built on the rule of communication two-way road, which incorporates the sender and recipient. Charles Egerton Osgood popularized the idea that communication is circular instead of straightforward, meaning that both members ought to send and get messages.
Scream model components
· Sender
· Message
· Receiver
· Semantic constraints
   (Helpful Professor 2020)


Berol’s Model of Communication 

Berol’s demonstrate of SMCR communication alludes to the communication handle in its least complex frame. The acronym SMCR implies the sender, message, channel and beneficiary. The demonstrate of Berol’s SMCR communication portrays the different components that make up the essential handle of communication. Since this communication gadget moreover emphasizes the coding and translating of messages, it can be utilized for more proficient communication.
[image: ]
(berlo-model-communication 2018)
Communication at workplace
Communication within the work environment could be a handle of verbal and nonverbal communication and communication between one individual / bunch and another individual / gather inside an organization. This incorporates email, content messages, notes, calls and more.
Communication within the work environment is one of the signs of a tall execution culture. Work environment communication is the exchange of data and concepts inside an organization. Be that as it may, viable communication happens when the message is sent and gotten precisely. In each viewpoint of life (proficient and individual), viable communication is the key to victory and bliss. Viable communication within the work environment is central to all commerce objectives.
Why is communication in the workplace so important?
· It avoids confusion
· It serves the purpose
· This creates a positive organizational culture
· It creates accountability 
Benefits of Communication at workplace 

. To illustrate fair how vital great communication is at work, a few of the benefits it can have on        your proficient life
· It Improves Team Building
· It Boosts Growth
· It Increases Innovation
· It Improves Productivity
· It Increases Efficiency
· It Increases Loyalty
· It Reduces Mitigation Conflict
· It Increases Employee Engagement
· It Resolves Problems
· It Enhances Skills

(Michael Page, 2020)

How you communicate with your work colleague in daily routine
Here are few steps to communicate well with your colleagues at work
Listen Actively
Dynamic tuning in appears that your colleague is inquisitive about what you say which you regard them. Tune in closely to them, run your body towards them to see that they are talking straight  
Speak with discretion and talk face to face
Conversation to Vive to maintain a strategic distance from any misconception together with your co-workers. Face-to-face communication makes a difference construct believe and openness, and it permits you to get it and get it one's states of mind and sentiments.
Offer constructive criticism
When reacting, let go of your individual sentiments and make beyond any doubt your work individual completely gets it what you're saying to them. On the off chance that somebody has done a extraordinary work, give positive support and indeed propose enhancement without meaning or boss
Build and earn trust
To have viable communication, everybody must believe and regard each other. In arrange to construct believe along with your colleagues, it is imperative that you simply be reliable and legitimate. To win their believe, communicate with them clearly, agreeably and secretly, and regard them.
Get personal but don’t be too casual
Get to grasp your co-workers better by talking about your personal life during the break or after work. this is often a decent thanks to build trust. However, it's important that you just don't become too casual in your conversations, especially within the workplace, as this will inconvenience the opposite person

(How to Communicate Effectively with your Colleagues | Uplift Events Blog, n.d.)


Conclusion
In my conclusion, communication is not just words; it should be a mix of tone and body dialect. you will be able effectively utilize your voice and visual communication to speak your message. it's prudent to line up eye contact wherever conceivable instead of other shapes of backhanded communication. Not as it were that, you simply send the off-base message for a while, fair one word can make you lose money or harmed individuals in trade. So, communication is critical in business practices, in some cases not fair trade hones, but too harming your morals once you conversation to individuals. You've got to take care in tolerating the "yes" reaction since when individuals inquire in the event that you're truly off-base, she says yes or no, but you say yes or no to her. She does not know what she is as of now saying. You're as of now tolerating individuals. Subsequently, communication is exceptionally vital indeed in the event that communication with a pig or a canine comes into contact with a living creature. They utilize their possess communication you do not know.
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