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INTRODUCTION:
No organisation nor enterprise can grow on its own without partners, collaborators or personnel that that help builds it. For every enterprise or company to grow, it require workers and employees who work in teams in various departments of the company to foster its growth.
The purpose of this report is to define and analyse Teamwork its importance, practices and application in an organisation.
To review communication, its definition, its importance and application in an enterprise or organisation. The role of communication in an organisation or enterprise, the various types of communication used in the place of work (verbal and non-verbal).
Reviewing the theories of communication and the different models of communication; Shannon Weaver model, Berlo’s model and the Schramm’s model of communication. Their application in the place of work and a recollection of in class exercises.

 

 

 

 

 

 


Team working:
Teamwork can be defined as a group of people working together using their different skills and abilities in order to achieve or accomplish a common a goal. Or it could be define as the interaction between two or more persons in order to achieve or accomplish a common task or goal. According to Mattie S.  (2019). Goodreads. (Online) "Unity is strength . . . when there is teamwork and collaboration, wonderful things can be achieved." Available at: http// goodread.com (Accessed 5th Jan 2020).

Why is Team working important?
Team working is important because projects, goals, task and assignments are or can be easily accomplished. Ideas, knowledge, experience and skills are easily shared among members’ working in a team. It promotes friendship and good relationship among workers, and it eliminates cultural, religious and racial differences and colleagues. According to Henry F. (2013). Goalcast. (Online) “Coming together is a beginning. Keeping together is progress. Working together is success." Available at: http//goalcast.com (Accessed 06th Jan 2020).
Communication:
Communication is the ability to give and receive information either through speaking, writing or through the use of other mediums such as the internet or televisions. It is the transmitting of information, ideas or thought from one person to the other or from one end to another
According to McFarland. (2017). Ssrn. (Online) “Communication is, a process of meaningful interaction among human beings”. Available at: http//ssrn.com (Accessed 5th Jan 2020)
Why is Communication important?
Communication is important because it allows opinions to be shared. it brings people closer to each other and It breaks differences and barriers hindering people from co habiting and working with each other. Communication is an important management tool that closes the gap between individuals, employees and groups through flow of information and understanding between them. Effective communication is vital for effective management and decision making. According to Newman et.al, (2012). Businesscomuunication (Online) Communication is “an exchange of facts, ideas, opinions or emotions by two or more persons”.  Available at: http//businesscommunication.com (Accessed 6th Jan 2020).


My workplace:
I work in an educational consultancy, providing information and assistance to people who have been out of school for a while seeking a chance or opportunity to get back to school. We provide them with counselling and coaching that motivates them to overcome their present situation and pick up their education from where they drop out.

The structure of communication in my place of work:
In my place of work we use the Vertical communication system. This involve the flow of information from the top to the bottom of the organisation. There is a boss who is the head of the organisation. He directs the affairs of the organisation. He defines the task to be accomplish for each day, week or month. Likewise sometimes information flows from bottom up. This is when there are doubts to the task to be accomplished. Questions come from bottom to the top for clarification.

Types of Communications:
Verbal Communication:
Verbal communication is communicating with sound. Using words in sound and speeches to transmit your message to someone or a group of persons. It is the art of talking either to respond to a question or explaining one’s self in a conversation or given topic.
According to Lumen: “The term verbal communication often evokes the idea of spoken communication, but written communication is also part of verbal communication. Reading this book you are decoding the authors’ written verbal communication in order to learn more about communication”.
Nonverbal communication:
Nonverbal communication is the art of communicating without the use of spoken words, sounds or speeches. This includes gestures, facial expressions, body language or body gestures, non-linguistic transmission of information through visual devices.

There is not too much of nonverbal communication in my place of work. There are moments when work is tense and there is no time for talking, we may then just nod to an action or disapprove by body gesture. According to Cindy Ann Peterson “Proper posture sends a positive message since 90% of all communication occurs through body language and how you carry yourself”.
[bookmark: _GoBack]Theories of Communication:
Shannon Weaver’s theory:
The Shannon Weaver theory of communication is said to have the 7 key concept of communication which are the followings: sender, encoder, channel, noise, decoder, receiver and feedback. It could also be illustrated in the diagram 1 below as follows
[image: Image result for shannon and weaver model] 

This model was originally designed and proposed for technological communication, for example through telephone communications.
This model is a linear model of communication that gives us a framework to access how messages are sent and received. It provides us the ability to acknowledge how messages can be mixed up or misinterpreted during the process between sending and receiving messages. It is acknowledge to be the mother of all models due to its popularity. This model is also known as the   information theory or the Shannon theory. This is because Shannon Weaver was the person who created and developed the theory.
The main importance of this theory is to explain and prove or show how messages are intercepted, distort and probably lost during the process of communication.


Application:
The application of this model of communication requires a Sender which in the information source and a Receiver which is the destination. But between the sender and the receiver of the message, there are factors and aspects that intercepts the message. There is an Encoder which is the Transmitter. This a machine or person who converts the message before it gets into the channel which is electrical wiring systems this is the medium. It goes through the noise elimination panel that helps get a clearer message before it gets to the Decoder which could be a telephone in the receivers end.
The Berlo's communication theory:
The Berlo’s communication model consist of four components. These are the sender, the message, the channel and the receiver. This model does focuses also on encoding and decoding the message. This happens before the sender sends the message and before receiver receives the message respectively.
Here are the factors that are comprised in the components in the Berlo’s method of communication.
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Sender:
The sender is the source of the message. The source sends the message to the receiver. The following factors are related to the sender. This is the same with the receiver.
Communication Skills
The communication skills of the sender is very important. This enables the message to be communicated better.  Communication skills include the skills to speak, present, read, write and listen.
· Attitude 
· Culture
· Message
· Content
· Elements
· Treatment
· Structure
· Code
· Channel
This is the medium through which the message is sent. It may include the use of technical machines such as telephone, internet, etc. However the five human senses are an important channel for the communication flow and it affects the effectiveness of the channel.
· Hearing – We receive messages through hearing.
· Seeing – We perceive by seeing. We receive non-verbal messages by seeing.
· Touching – Non-verbal communication sometimes occurs through touching, for example holding hands.
· Smelling – We also receive information from smelling.
· Tasting – Taste also provides information that could be related to.
 

 

Receiver:
This is the receiver of the message sent. This model requires that the reasoning pattern of the sender matches that of the receiver for the communication to be effective. It should be noted that the message might not have the same effect intended if the receiver and sender are not at the same reasoning level. The receiver should as well have good listening skill.

Application:
This model of communication is very essential since this model requires all the five human senses. It takes into consideration the emotional aspect of the message. It is also a good example of the linear model of communication. The source who is the sender always take into consideration the impact the message should create in the mind of the receiver.

                                                                                                            
Schramm model of communication:
The Schramm communication model is a circular theory that involves a sender and a receiver. The sender encodes the message, and the recipient or receiver decodes the message. In his theory, both sender and the receiver play an important role for the communication to be effective. In this manner, the idea of interpretation is central and plays an important role in this model. According to his theory (Schramm’s model) the coding and decoding are the two essential processes of an effective communication. He emphasizes that communication remains incomplete until the sender receives a feedback from the recipient. Every communication model has its components that helps to identify the structure of the model. 

These are the components that helps us identify Schramm’s model:
· Sender: The encoder and sender of the message.
· Message: The content being shared.
· Receiver: The person that receives and decodes the message being shared.
· Semantic barriers: These are the backgrounds; for example values, experience and beliefs that influences how the sender conveys a message and how the receiver interprets it.
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Review of in class exercises:
· Week 1
· We had induction and a review of the University rules and policy
· Introduction to communication (verbal and nonverbal communication)
· Week 2
· Understanding the different communication models and approaches.
· Three major communication models.
· Decoding messages.
· Week 3
· Defining effective communication.
· Encoding and Decoding message.
· Noise aspect in encoding and decoding messages.
· Cultural aspect in decoding messages.
· Week 4
· Types of written communication (Letters, Memos, Reports
· Typical layout of a Business letter.
· Reports.
· 7 Cs of communication.
· Week 5
· In class exercise on a BMW dealer involving several Stakeholders.
· Creating communication strategies.
· Identifying target groups.
· Week 6
· In class exercise on listening and reporting. Listening to fellow students and reporting as heard.
· Concept of communication at workplace
· Week 7
· Defining centralized communication
· Week 8
· End of term assignment.
 
Conclusion:
Team work is a very important aspect in every organisation. It is of great importance and helps organisations to grow thereby achieving greater goals while breaking cultural, racial religious barrier among its employees. The importance of effective communication and the effect it has on an individual as well in a corporation. Its practice in the place of work and the importance of its effectiveness among colleagues. The types of communication, verbal and non-verbal communication, its role and impact and the different models and its application in the place of work.
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