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Introduction
 In a work place we need to work together with our colleague, we share our experience, idea, and vision. Teamwork is essential for all businesses to take on new challenges and perform strategic tasks. Teams pull the knowledge and experience of a diverse group of employees together to accomplish a short-term or ongoing task. Team work is science and it is an art, maximum teams work extremely well together. Knowing the elements for effective teamwork can help you build and maintain high-performance teams throughout in our organization. On the other hand communication is very important our work place. We can communicate with colleague and customers, branch or head office. In work place we communicate in different way as an example written communication, verbal and non-verbal communication.  In our work place we need to write a letter, email, and report to our admin office, head office and the other office this is written communication. In our workplace we communicate with our customer verbal and non-verbal and by telephone and internet etc, so that we can say communication are very important in our workplace. 



 Team work in my workplace (Betfred)
When a staff /worker join an organization he/she will a branch of team. He/ she need to work with other people and achieve within the group. If he has ability to work with other people of the group then he is a high-quality worker.  Team work is very essential for all organization. If anybody is flexible he can work with team. For team working we 
“A team is a number of individuals working as one to achieve a particular goal to which they are all mutually committed.” Morgan, P (2017)
Positive effect of team working in workplace
 I am working in Betfred, Betfred is a Gambling company.  It was first established as a single shop, Betfred name used in 2004. Now in United Kingdom betfred have 1650 branches. Betfred do all type betting business. In our Betfred shop we have FOBT machine, which machine are use in casino, customer are playing Roulette games and  free spins game. In Betfred have BGT machine .Customer play in BGT and FOBT machine, they insert money in the machine and they can play different games, such as football betting, Horse race betting, Cricket betting, Tennis betting etc. Customer want to play by they come us and they want to by bank card, in this moment another colleague are busy with customers, we need to serve our customers nice and quickly .If one till is busy then we call to our customer come to my till then I can help you. At the same time start  Horse race, Dog race in two three place ,so that customer come to us they want to take bet in time otherwise bet will be late .If customer will late bet we cannot pay, he will get back his stake money not winning money, so that we need to serve quickly our customers. If one person busy with bank payment of customers, another staff need take bet, one person is alternative to another person. All work is easy when work with a team. We can say team is the power. Without a team work in Betfred is quite impossible. In our shop (Betfred) we work in a team, every shop work two or three staff. Betfred take new employee almost every month, but they do not give enough training, So that maximum time new staffs get training from old staff. In Betferd staff after join his workplace, he star working with his colleague after five to six month he learn a lot of thing ,he no need to special training. If one staff cannot understand work, he can ask his senior colleague, and he can learn every day. We can say effective team work is very important in my workplace.


Negative effect of team working in workplace
Team work is not good for another colleague, if more than one staff work together in one team one or two persons work seriously another staff take chance, they call their friends and family, they watch film in YouTube or they busy with their Facebook. One staff work too much and another staff take chance he sit in relax and do nothing. 


What is good team work? 
· Success-result of an efficient team working in the workplace.
· Comply- with policies and procedure of all workplace
· Listen- to each other and accept constructive criticism if it’s go to against of you.
· Share experience- with other (empower other) then another person can learn.
· Treat other with respect and dignity then another person also respect to you.

Communication in workplace 
Two-way activity of receiving mutual understanding in which participants not only exchange (encode-decode) information, news, idea and feeling but also sharing message each other. We can called communication is connecting people.
“ I’m a great believer that tool that enhances communication has profound effects in terms of how people can learn from each other, and how they can achieve the kind of freedoms that they’re interested in.” –Bill Gates, Founder of Microsoft
Lazarus, J (2013)

Normally communication is two type Verbal and non-verbal. Verbal communication also two type writing and speaking .In every workplace communication is very important .All type of communication is important in work place. In my workplace some customers come to us and they cannot speak English.  We need to contract their eyes and they use symbol .We need to understand what they want. Some time customers win a big amount they express tenderness.
On the other hand verbal communication speaking and writing communication is very important in workplace. If any staff contract by telephone, he needs to understand to what he listening and he need to give accurate answer. Written communications are also important in my work place. In my workplace we receive a lot of letter from admin office, head office and another office; we need to give reply those letter. The ability to communicate both to internal and external customers is paramount, confidence and clarity when speaking in meetings and on the telephone is essential.




Shannon-Weaver’s Model of communication
There are most popular communication model is Shannon-Weaver; we can explain it this way: “ In 1948, Shannon was an American mathematician, Electronic engineer and Weaver was an American scientist both of them join together to write an article in “Bell System Technical Journal” called “A Mathematical Theory of Communication” and also called as “Shannon-Weaver model of communication”.
The communication process
[image: https://www.communicationtheory.org/wp-content/uploads/2011/06/shannon_weaver_model.jpg]
www.communicationtheory.org (2019)



Process of communication
According to communication theories, we can explain the process of communication this are

· The sender- The person sending the message it is must to be understandable. Message must be clear, if message is not clear for another person do not understand anything.
· The message-the information sender wants to give receiver its must be clear and capable of being understood.
· Encoding- giving the message into a form that must be understood. The sender wants to understand their audience and the level of knowledge of the subject, avoiding misguided assumptions that may arise as a result of absent information cultural issues.
· The channel- the way of sending the message. Channels may be written (for example letters, emails, memos or reports) or verbal (for example presentations or face-to-face meetings).
· Decoding-reading or hearing the message. The message is able to be misunderstanding through a short of knowledge, a poorly worded message or not sufficient time being given to think about its meaning.
· The audience-the individual hearing the message. Even if the message is sent to a group, it is received by individuals, each of whom has to understand the message. Persons receiving the message may have pro-conceived ideas that will affect their analysis of the message-the sender needs to take these into consideration when encoding it. If my message is being delivered to a group of people, they each have to understand the message. 
· Feedback-the response that the sender gets from the receiver. Feedback allows the sender to evaluator whether the receiver has understood message. Then will be their communication is effective and, if not, give them the opportunity to send a further message to correct and misunderstanding. If sender receives good feedback that means it is good communication.
· Context-exterior factors that can affect effective communication of the message. These include factors such as language, culture and organizational culture.  
· Intended outcomes-the desired of sender as an intended outcome result of the communication. 

Methods of communication
	Written communication 
 (This includes e-mails, letters, memos and reports)

	Verbal communication
(This includes one-to-one meeting, cascades, round table meeting, group meetings and webinars)
	Non-verbal  communication
(This involves the use and understanding of body language)



· Written communication
Written communication is important in our life, business and our workplace. Normally written communication happen by letters, emails, memos agendas and minutes of meeting, notices and reports,  we can includes graphics, sound and video, producing a more useful communication that is related to our particular audience. Spelling, punctuation and grammar are all vital to effective communication. We need to maintain structure of written communication.
· Verbal communication
Verbal communication is presentations, using the telephone, speaking people one-to-one, and holding dialogue with two or more people. The principles of effective verbal communication are similar whatever the context. Effective verbal communication needs to speak clearly, speak appropriately, speak thoughtfully, speak sincerely, and speak confidently.
· Non-verbal  communication
Non- verbal communication is a body language includes all those ways we communicate without words. The main part of verbal communication is, strangely enough, non-verbal communication, in other words we can say without speaking. Body language is extremely difficult subjects which even the acknowledged experts not agree about this. Body language is different meaning of different culture and different religious such as if somebody show dump finger in Europe it is good in Asia it is mean very bad.


The basic things of body language are
· The face- the most main source of expression is face, face can smile, frown, and show anger, disgust or disbelief.
· The eyes-perhaps too hard  to manage than our facial expression, our eyes can make or stay away from contact with other people
· Posture- thy way hold our head, the way we stand or downfall our arms all express our feelings towards other people. Standing erect and leaning forward means that we are gracious.

· Gestures- we are know and realize basic gestures, such as a wave hello or goodbye, but there is a whole language of gestures, but different nation and different culture its meaning is different.

· Voice- what we say, it is verbal communication, how we say it-tone, volume, pace, pith, rhythm and variation it is also non verbal communication.
· Movement-the system we move gives off messages, ahead moving means we respect somebody if anybody stand zero tolerance that means do not care anybody.  


  

Conclusion
In workplace we need to work together as a team, understand task, share idea, vision, and respect each other, in our workplace we need to communicate with our customer. Team working and communication is very important for all workplace. Without effective team working we cannot expect good result.  For business and product, and our in our personal life communication is basic thing, its verbal or non-verbal. So that I can told in my workplace have a good team working and also have good communication system.
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