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          Effective Teamwork and Communication

BMSW4002
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Lecturer: Saqib Shamim

TASK DESCRIPTION 
Write a report of 2000 words demonstrating your understanding of the models of communication and the communication skills discussed in class and refer to any case studies done to show how these helped your understanding. Give examples of poor communication in your own or your friend’s workplace and suggest how it could be improved by using your findings from published literature (i.e., refer to theory).
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Introduction
To make the idea a reality, collaboration is required, and an old saying states that if you want to go fast, go alone, but if you want to go far, travel together.
Teams are extremely beneficial since we can do so much more as a group than we can as individuals.
An efficient team has synergy, which indicates that the total is greater than the sum of its parts. It takes a lot of hands to do a lot of work.
Mentally and emotionally mature individuals are the most powerful leverage point for a successful team. Teams are very convenient because they can do more as a group than as an individual. 
Efficient teams have a synergistic effect. This suggests that the sum is greater than the sum of that part. It takes a lot of hands to do a lot of things. Mental and emotionally mature people are the most powerful means of successful teams.
Benefits of Team Work 
The balance of give and take, as well as the balance of speaking and listening, is critical to good cooperation.
Teamwork is a concerted effort by individuals or organisations to acquire or reach common goals in the most efficient or effective manner possible. Teamwork invariably fosters a sense of belonging. It promotes the organization's usage of friendship and loyalty.
The group offers a variety of viewpoints and feedback. Different ideas, inventiveness, opportunities, viewpoints, and potential solutions are all available.
Teamwork also offers excellent chances for learning, mutual support, shared goals, cooperation, and encouragement. All of this contributes to a better sense of success among team members.
Teamwork is critical for organisations in current virtual settings, according to Kossaify, Hleihel, and Lahaud (2017). Collaboration-focused businesses are encouraged to speed innovation, promptly discover flaws, find better solutions to challenging circumstances, and excel in teamwork, according to a research.
According to Guidici and Filimonay (2019), the company's employees have varying levels of knowledge and talent. This group of employees can work together on a project through collaboration.

[image: Diagram, text

Description automatically generated]

Team Roles 
The established duties and responsibilities establish the direction and expectations for people who labour and maintain the facility. Roles and duties allow for successful communication between various groups and complete departmental and organisational collaboration. The duties of nine distinct teams have been recognised by Dr. Raymond Meredith Belbin.

We may divide them into three categories.
The first group is the role of thinking. These people are very creative and witty. You are good at solving problems in unconventional ways. Belbin called these people Plants.
The Monitor Evaluators are the second group. These individuals are intellectual, capable of weighing their alternatives, making reasonable judgments, and are not emotionally driven. These are the individuals that can truly assist you. 
Specialists make up the final and third groups. These folks are well-versed in a variety of relevant topics. They are the link between ideas and the rest of the world.
The distinction between team failure and success, according to Belbin's research, is determined by team member conduct. Plants, monitor evaluators, implementers, and coordinators are among the behavioural roles identified by his study team. Small business owners and human resource management in big businesses can connect their work goals with the suitable capabilities of their workers by understanding the responsibilities of various teams. This results in a well-balanced squad. A team with a naked coordinator and no plan, for example, might not be able to come up with a creative solution.
However, Belbin found that too many Plants in the team could waste time on concepts that are unlikely to succeed. Contracts and agreements with suppliers and employees' customers are often made by the company. In an August 2005 Harvard Business School Working Knowledge article, Professor Elizabeth A. Mannix of Cornell University recommended that the negotiation team should have a clear leader in making the final decisions. 
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Managing Team Conflict 
In most teams, there is a lot of conflict and disagreement. People who work together will occasionally dispute about what should be done and how it should be done. Although virtually anything, such as accidentally insulting a team member, might cause conflict. Disagreement over team objectives and priorities is the most common source of conflict. Disagreement over task-related concerns, incompatibility, and exhaustion are all major reasons of team conflict. Conflict is seen unfavourably by the majority of people. The key to coping with team conflict is to ensure that the team has the correct type of disagreement, rather than avoiding it.
 
Emotional conflict is significantly linked to poor team performance, but cognitive conflict is substantially linked to enhanced team performance. The majority of disagreements are caused by a lack of communication.
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Effects of poor communication in an organization 	Comment by maria Ignat: 
To perform efficiently, almost every firm relies greatly on communication. High-performance communication is critical to a business's or company's success. It saves time and gives consumers and workers the tools they need to thrive and be satisfied. Increased manufacturing time and reduced profit margins might result from ineffective communication.
Effective communication is important to prevent this result (Joey, 2002). As a result, communication can be described as "a transaction of records between the sender and the receiver, in addition to the inference (perception) of these means between the parties" (Bowditch et al., 1997). The evaluation of this transaction shows that communication is a system of two people with continuously linked factors.
Communication breakdowns in the workplace are a serious issue that may be costly to enterprises. The consequences can be severe for all those concerned. Some of the effects include a loss of business, clients, goods, and services, employee group variability, and lower productivity. The primary goal of this report is to inspire staff.
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Poor communication examples at my workplace

I work in a small, friendly dental surgery and recently I’ve been promoted to Head Dental Receptionist. I’m responsible for ensuring that that appropriate information is given to all staff members, including receptionists and dentists. 
Misunderstandings and a lack of communication can exacerbate internal tensions. It causes anxiety and might even escalate to aggression. The difficulty can be alleviated by increasing both linguistic and nonlinguistic skills. Here are a few examples:
Misunderstandings
Misunderstandings can result from lack of communication, which can lead to late deadlines and changes in project direction. Disappointment can occur when an employee accuses a colleague of not providing important information in a timely manner. Misunderstandings are often caused when instructions are not clearly communicated, updates and progress reports are not delivered immediately, or no person is responsible for a project or task.
Miscommunications
This communication is quite simple, whether in work, in relationships, or in everyday life. One of the major factors is a lack of attentiveness. We place a high importance on speaking, but listening is just as crucial in ensuring that both sides listen and desire to pay close attention to each other. The distinction between listening and merely hearing is this. Consider if you're paying attention to what they're saying or what's coming next. It's simpler to accept and comprehend when you're a good listener. Another cause of misunderstanding is a lack of empathy. Empathy is the capacity to understand another person's thoughts and feelings. While this may seem self-evident to some, it might be challenging for others. You can actually hear other people's voices and see where they're coming from if you're ready to be open. It's a good idea to check the sentiments of others when doing so. This will help you and your partner feel more at ease and make communication simpler.
Improving Communication
Because effective communication is a two-way process, both the sender and the receiver must put out effort to improve the communication process. 
Claryfing ideas before communication 
The person sending the communication should be very clear in his mind about what he wants to say. He should know the objective of his message and he should arrange his thoughts in a proper order. 
Examine the purpose of each communication 
Before communicating, we must consider what we truly want to achieve with our message. We must determine their most essential aim and then tailor their language, tone, and overall strategy to achieve that purpose. 

Follow up with the communication
If we do not follow up to how successfully we communicated, our efforts at communication may be wasted, and we may never know whether we succeeded in communicating our true meaning and intent. 
Understand and be a good listener
We frequently cease listening while we speak, at least in terms of being aware of the feelings and attitudes that the other person does not express. One of the most crucial, lucrative, and underappreciated communication skills is listening. You should pay attention not only to what people are saying, but also to the unsaid words and themes that may be far more essential.
Conclusion
It's critical to recognise at the conclusion of this presentation that everyone is spending their emotions, time, and emotions in the team. By being honest, productive, and respectful of one another, everyone of us may make a meaningful contribution. By eliminating minor differences of opinion from interfering with excellent cooperation, we are actively contributing to the growth of successful teamwork.
You may also invest poorly in your team by being silent, untrustworthy, and disrespectful of your coworkers. All of this makes it difficult for teams to create the groundwork for effective teamwork.
The team manager or team leader is in charge of the team's climate, culture, and general effectiveness. But they won't be able to achieve it without the help of the rest of the squad. Assuring that the team is effective and supportive, with everyone in the team knowing where they are going, how they are getting there, and what they are worth.
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