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[bookmark: _Toc150873976]Introduction
The present report will give an overview of ‘Effective Team-working and Communication’ that will elaborate on how effective communication in the workplace contributes to productivity in the organization. Furthermore, the report will also discuss Berlo’s, Shannon-Weaver’s, and Schramm’s communication models. The report will comprise one specific communication issue experienced in the workplace and elaborate on how the communication issue was tackled and also the learning reflected through that experience.     


[bookmark: _Toc150873977]Effective Communication in the workplace
Effective communication in the workplace has a critical role in accomplishing the motivation of employees in the organization, increasing employee indulgence, boosting efficiency, and enhancing the job satisfaction of the employees (Razak et al., 2019). Effective communication refers to conveying messages, ideas, or feedback that are associated with the important aspects of the work transparently and comprehensively. Effective communication ensures a healthy professional relationship and cooperation with the stakeholders and also ensures working collectively towards the same goals (Heele and Brahmi, 2023). Communication in the workplace is said to be effective when the sender conveys the message clearly and the sender comprehends the message in the same context it was conveyed (Eke, 2020). Effective communication also helps employees to be more creative which helps them to generate and incorporate more productive and innovative ideas in their work (Stacho et al., 2019).
Effective communication in the organisation includes negotiating, actively listening to what is being communicated, and providing feedback. Effective communication is participative and hence, the sender and the receiver both need to be actively participative for the interaction to be fruitful. There are many approaches in which communication can be incorporated such as face-to-face interaction, communication on virtual platforms like emails, instant messages, video call conferences, and management communication such as board meetings. Organisations need to choose a communication approach that is convenient and beneficial for all the members involved and the organisational structure. Effective communication requires prioritising active listening. Active listening refers to being attentive to the speaker and noting down the key details of the message and comprehensive evaluation of the same which results in responding effectively (Rodat, 2019). Active listening is the most crucial part of communication as it contributes to effective interaction between the sender and the receiver. Verbalising appreciation for team members who work diligently and perform excellently paves a path for enhancing employee morale and broadens the scope of effective communication. At the same time, arranging team-building activities can also provide fruitful opportunities for effective communication among the team members.   
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Critical Appraisal of Berlo, Shannon-Weaver, and Schramm Communication Models
[bookmark: _Toc150873979]Berlo’s SMCR Model 
Berlo’s model of communication was curated and proposed by David K. Berlo in 1960 which includes 4 prominent elements which are Source, Message, Channel, and Receiver (Muyanga, 2021). This model is a one-dimensional collinear communication model that defines the ‘Source’ as the messenger who communicates the message to the receiver (No, 2021). The ‘Message’ refers to the idea or a piece of information that is transmitted to the receiver which can be either verbal or non-verbal. The ‘Channel’ is defined as the medium or the source through which the message is conveyed. The ‘receiver’ is defined as the person who receives and decodes the conveyed message. The main characteristic of this model is that it provides an elaborative description of each component and how these components are connected. However, despite its detailed characteristics, it is criticized as this model of the communication process is too pruned and presented in one line. Furthermore, the model is also disapproved as it doesn’t consider the obstacles that are involved in the communication process.
[bookmark: _Toc150873980]Shannon-Weaver Model 
The Shannon-Weaver Model focuses on the method of how the messages in the communication process are conveyed and received. This model was pioneered by Claude Shannon and Warren Weaver in 1948 as they both collaborated to publish it in their book ‘The Mathematical Theory of Communication’. This model has a similar pattern to Berlo’s SMCR Model as the Shannon-Weaver model also follows the linear pattern of communication. This model comprises six elements in the communication process namely, sender, encoder, channel, noise, decoder, and receiver (Kuznar, Yager, and Joint Staff J39, 2020). The sender is the person who sends the message and the encoder refers to an entity that transmits the message into signals. The channel is the source that takes forward the message from the encoder. The noise is defined as the obtrusion that can disrupt the transmission of the message. The decoder refers to an entity that transforms the received signals into a meaningful message and the receiver is the person who receives the message. The model is denounced for assuming that the communication process is simple and neglecting the important characteristics of communication such as feedback and an elaborative interaction between the sender and the receiver.
[bookmark: _Toc150873981]Schramm Communication Model 
Schramm’s communication model was developed by Wilbur Schramm in 1954 which constitutes four main factors namely the encoder, the decoder, the interpreter, and the message. The encoder is the person who curates the message which is meant to be sent to the decoder who is responsible for ensuring the message is decoded accurately. The interpreter is the person who deciphers the received message. The message is the information that holds key details of an idea. Schramm disapproved the Berlo’s and Shannon-Weaver’s linear communication models as he believed that communication is a two-way process and it involves response or feedback from the receiver’s end as well. Schramm also added that it is vital to analyse the influence a message imposes on the objective of the message (Robinson, 2019). However, Schramm’s communication model is criticised as it doesn’t take into account the technical factors of the communication process like channel and noise which is present in the Shannon-Weaver model.    
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One communication issue that I have come across in the workplace is ambiguity and vagueness in the communication process which caused misunderstandings in the workplace. The non-clarity in the communication process and misinterpretation caused due to the same often led to conflicts and frustrations between me and the colleagues. To resolve this communication issue, I initiated raising my queries and doubts to my manager and leads which helped me understand what I am expected to do and what is the requirement at the managerial level. Secondly, I started making efforts to listen actively to what was being communicated to avoid missing out on important details in the conversation. 
This experience and implementation of two techniques taught me that communication is a two-way process. It does not just involve sending and receiving the message. The communication process is beyond the same. Communication requires active participation and being attentive to the intricate details which help in bringing clarity to the conversation. I also learned that conveying honest feedback is very important as it helps to analyse the situation effectively and look for an alternative approach to tackle the situation which minimizes the probability of conflicts.
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The report was based on the ‘Effective Team-Working and Communication’ which analysed what makes communication effective in the workplace. The report also evaluated and did a critical analysis of three models of communication namely, Berlo’s, Shannon-Weaver, and Schramm’s communication models. The report also included one communication issue encountered in the workplace, how the situation was tackled, and what was reflected through that experience.
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