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[bookmark: _Toc17969482]1. Introduction
The exchange of information between two parties through written, verbal or other medium is the basic understanding of communication. In a digital age context, the sending and receiving of data through computers and telephones are also a form of communication. In this report, however, the focus is made on organizational communication that the company management uses to transfer views, ideas and information within and outside the organization (Men, 2014). Apart from business organizations, communication is also effectively used by educational and healthcare institutes and even in government agencies. In order to achieve organizational goals and objectives and operate organizational activities, effective communication is a necessity.
In business organizations, the management uses effective communication for a number of purposes. The primary use of communication is the transfer of strategy and vision to the employees. In order to build strong bonds and relationships with colleagues and increase the productivity level, effective communication is necessary (Austin and Pinkleton, 2015). In a globalised world, the multigenerational and cross-cultural work environment can be operated smoothly through effective organizational communication. The company management often promotes communication among employees to improve their problem-solving skills.
Both scholarly and literary sources have been used in my report as references to determine the effective use of communication in a business organization. My report will show the significance of communication, team working and group dynamics at a workplace by linking them with several communication theories. Some of the in-class exercises performed by my friends and me have been used as practical, real-life scenarios of the theories mentioned. A recommendation section has also been added to the report, which contains an action plan that would help me improve my team working and communication skills. The following is my report on effective Communication and Team Working.


[bookmark: _Toc17969483]2. How can communication be made effective in a business organisation?
Business organizations use multiple effective communication strategies within the workplace to achieve their organizational goals and objectives. These organizational strategies will be discussed to understand why effective communication is necessary for the workplace. Primarily, a standard of communication for employees to interact with each other and the management is set. In this strategy, the employees are the main focus, and the information transferred to them are decided. The time and process of transferring the information are also included in this strategy. In the next step, digital communication infrastructure is built for allowing employees to experience a modern communication process (Chatalalsingh and Reeves, 2014). Promoting a platform for the employees to share their ideas and views helps in maintaining a consistent communication process. However, there are some shortcomings of the organization leaders and managers when communicating the new ideas to the employees. Often, they fail to explain the reason for performing the ideas to the employees (Berger, 2018). It is imperative that employees should know what they are performing as well as why they are performing it. This can be promoted in the workplace by encouraging listening to one another in a one on one conversation between the employer and employee. Moreover, company management should keep in mind that one-way communication can lead to disastrous results (Goetsch and Davis, 2014). To prevent such one-way communication, organizations should develop speaking forums where employees can offer their feedback and ask necessary and relevant questions to the organization management. This process of effective organizational communication can be further improved with the help of open communication, focusing on result-driven interaction in meetings and making the planning process inclusive for the employees.
[bookmark: _Toc17969484]     2.1 Relevant theories on Communication 
Shannon-Weaver Model
Claude Elwood Shannon and Warren Weaver developed the Shannon-Weaver model of communication in 1948 using a mathematical perspective, which was far better than all the other previously existing linear models (Rogers and Valente, 2017). The best part of this theory was that it included the technological factors that might affect the communication process between the involved entities. Primarily, the model consists of six factors upon which the communication is based. This included the sender, receiver, encoder, decoder, channel and noise. The person responsible for creating the message, selecting the channel and sending it is the sender. This message is then converted into binary data by the encoder and transmitted through a chosen medium known as the channel (Rogers and Valente, 2017). On the other end of the channel, the decoder converts the binary data back to the message and receiver receives the message in the final destination. The final component is the noise, which can include all physical disturbances like nearby people or the surrounding environment that might distort the original message and the receiver can receive the wrong message. All these six components can vary depending on the scenario of the communication.
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Figure 1: Shannon-Weaver Model of Communication
(Source: Rogers and Valente, 2017)
Schramm’s Model
Wilber Schramm developed another effective communication theory in 1954 based on the Shannon-Weaver model. Unlike the Shannon-Weaver model, where the noise was the main component, the encoding and decoding of the message is the primary focus in this model. It also suggested that it is necessary for the receiver of the message to give some feedback of the original message or else it would be incomplete (Watsonand Hill, 2015). In this model, the noise component also includes social, educational and language difficulties between the sender and receiver. However, these differences can be easily avoided with the help of the feedback from the receiver.
Berlo’s Model
The third theory of communication mentioned in the report is Berlo’s Sender-Message-Channel-Receiver (SMCR) theory, developed by David Berlo in 1960 from the Shannon-Weaver model (Turaga, 2016). The noise component in this model is not that significant and is based on the four major components, source, message, channel and receiver. Both the sender and receiver might be affected by the same set of factors like attitudes, communication skill, culture, knowledge and social system. The message component can also be affected by its own set of factors like structure, treatment, code, content and elements (Turaga, 2016). The factors affecting the channel component are touching, smelling, hearing, seeing and tasting. Distortion of any of these factors might disrupt the message and prevent effective communication between the sender and the receiver.
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Figure 2: Berlo’s Model of Communication
(Source: Turaga, 2016)
Berlo’s communication model can be better understood with the help of the in-class exercise named “The Professor and the Village”. The exercise depicts the story of a Welsh University professor who lived in a house near a village (Appendix B). The professor had nothing in common with people living in the village who were uneducated. Once the professor's house was on fire, and he reached out to the people in the village for help. He used extremely polished and sophisticated English words to explain the situation, but the people, being uneducated, we're unable to comprehend what the professor said. As a result of this, none of the people helped the professor in putting out the fire. In this scenario, factors like social skill, culture and knowledge played an important role in distortion of the message and the sender and receiver were unable to communicate effectively.
[bookmark: _Toc17969485]      2.2. Importance of Effective Communication 
· The various in-class exercises performed by me, helped to establish the necessity of effective communication based on practical, real-life scenarios. In one of the in-class exercises, I was the Director of Communications in a company and had to write an email to Jack Daniels, one of the employees. I had to convince Jack to join our communication training team due to his excellence and expertise in communication skills (Appendix A). When performing this in-class exercise, I was able to evaluate my own written communication skills and was also able to identify the areas of communication and teamwork that I need to improve for improving my communication skills.
· Another group in-class exercise was performed by my colleagues where we were divided into groups and acted as the various stakeholders in a huge BMW dealership in London and me. The exercise also involved a Chinese electric car brand, which was culturally different from the BMW dealer company (Appendix C). The exercise demanded developing communication strategies to interact with the different stakeholder groups and helped us evaluate our communication, team working and group dynamics skills. The areas where I lack effective communication skills will be considered in the action plan provided at the end of the report.
· Additionally, the necessity of effective communication in the workplace has been explained with the help of a story from my own work experience.
 As a supervisor in a gambling shop, I work with a team to deal with customers with gambling addiction. Due to continuous interaction with my team members and customers, this job requires high levels of communication skills. As the supervisor, it is my duty to assign tasks to my team members. Once I asked one of my new colleagues to do a task in place of another team member as I had already assigned her to a different task. However, despite asking her to do the task politely, she was willing to do the task only if the other team member would be assigned the same task with her. The staff member working on a different task was trainee supervisor and was willing to do any task I assigned for her. However, the new employee had a 20hr shift contract in customer service but was incapable of performing her own job properly. Later, I found out that she was upset with her assigned task and avoided communication with the other staff member. She even went on to complain about my manager by compartmentalizing the information and stated my voice tonality was rude, which had upset her. As I had communicated with her politely, I was surprised at what had resulted in this situation. However, later, I understood that English is not her mother tongue, and she is also from a very different cultural background than my own. For this reason, she was unable to understand her contractual job requirements properly, and I was also unable to convey what I wanted her to do properly. This resulted in some miscommunication, which made it tough to carry out tasks in my workplace.
[bookmark: _Toc17969486]      2.3. Methods of communication
Communication can be performed with the help of four methods, namely verbal, non-verbal, written and visual. Speaking directly to the other parties is considered as verbal communication, while body language, gesture, facial expressions and emotions are used in non-verbal communication.
Communicating through symbols, numbers and writing form of language is included in the written method and is generally done through books, letters and pamphlets (Fan et al. 2015). Using art, photographs, drawings, graphs and charts are used in the visual communication method. In real-life scenarios, two or more of these methods are often combined to explain the message to the audience with better precision.
The process of effective organizational communication can be improved with the help of open communication, focusing on result-driven interaction in meetings and making the planning process inclusive for the employees.
[bookmark: _Toc17969487]       2.4. How does Communication work between Management and Employees
Effective communication is essential in an organization for the exchange of information and ideas between the employees and management. The effectiveness of these interactions is impacted by choice of language, level of formality and tone of voice (Mishra et al. 2014). However, the main purpose of promoting collaboration between the employee and management is rightfully fulfilled with the help of effective communication.  Furthermore, employees feel motivated and work with increased efficiency if they can be informed using effective communication while also increasing their problem-solving skills.
[bookmark: _Toc17969488]3. Conclusion
To summarize, it can be said that the report provides a detailed overview of the factors impacting effective communication in an organization with the help of communication theories and models. The in-class exercises provide hypothetical scenarios which are necessary to understand the importance of effective communication in such real-life scenarios. Hence, it is evident that effective communication is the key to successful business operation in organizations.
[bookmark: _Toc17969489]4. Recommendation
The following action plan has been developed to help me improve my effective communication skills based on the evaluation of the in-class exercises. Apart from the exercise, my own workplace experience has also been used to develop an action plan.
[bookmark: _Toc17969490]4.1. Action Plan
	Skills
	How to Improve
	Time Required

	Team Working Skills
	In the context of my workplace experience, I was unable to effectively convey my ideas to my team members and hence should try to be a better team player.
	3-4 months

	Verbal Communication
	From the group project, I understood that I need to improve my verbal communication skills to better interact with others.
	6 months

	Group Dynamics
	I should also work more on my group dynamics to work collaboratively.
	3-4 months


Table 1: Action plan for improving my communication skills
Source: Created by author
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Ex.2. Read the following brief and write a business email according to the instructions.

You are Director of Communications at your company and you would like an employee, Jack Daniels, to join
your Communications Training team.

- Tell JD why you are writing
- Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team
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Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh Universit
never went into the village,

y lived in a large house not far from a little village. He
bur shopped in the town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the village, screaming:
‘The edifice is being consumed by a great conflagration!’
‘The edifice is being consumed by a great conflagration!”

The village people looked at him and continued doing what they were doing.

‘Don’t you understand?’ He said. “The edifice is being consumed by a great conflagration!’

They ignored him.

When the Professor returned home, he saw that his house had beer completely de.stroiyed. He sat down on
the ground and wept. The next day, he went into the village crying. .‘Wh:/, oh why didn’t you help me? My
home has been destroyed by the fire. | came and begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.’

Q1: Why didn’t the village people help the Prof:slso;? .
5 he have done to get them to help him: e
g; w:z;:’:::z’l of communication do you think can explain this situation ?

Q4: Why?
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