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A team is like a heart of any professional successful project. Whenever, any big project arrives, an organization always thinks of a team to complete the project. And that is why; a team should have some qualities carried by every single member to make it effective and productive. Moreover, good and effective communication is major part, as miss communication will always create conflicts, confusions and problems. So, there should be a good communication between team and also with the other parts of the organization. 

The discussion in this document will focus on effective team building, working, procedures, communications and process. 
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Let us count effective team as a human body. As like a human body it also contains too many cells, which completes an effective team. Each of the sections of the effective team is as important as the title suggest. By combining each of the sections an effective team is formed. Here is a short description about the key elements of an effective team. 

 The One: 

Surely a team will contain more than one person but it is important to work as one. No one of the members should think about individuality else the team would be incomplete. The feeling of oneness is very important here. If the team members can not merge into one they can not work together. And as long as they are not merged into one single unit they are not a team. This is the first and foremost description of an effective team. This quality is so important in the team activity that it can be trade with ay lacking of technical ability. 
	
 Common Objectives:

A team should have common objectives about any goal. If the objective is not clear to all the individual members of the team, the team would not be able to work as one. The objective should me attainable, understandable and realistic.

 Effective Leader:

A team should have a leader to take final decisions but only after discussing with all the members of his team. He is the responsible one for any task or project and also responsible for the drawbacks. That is why, he must have good communication and relation with every single member of the team and he can’t neglect any of them. 




 Perfect Role Distribution:

Any task or project will contain many roles to perform. It is not possible for a single person to perform all the roles and it is very important to distribute them perfectly among the team members. Once the roles are distributed among all the members in a satisfactory level then the roles will perfectly and smoothly. 

 Supporting Each Other:

Team members are like a family. They must support each other during working and performing their duties. 

 Relationship:

As I already mentioned that team members are like a family and that is why there should be a good and friendly but professional relationship between the members. 

 Trust:

Trusting your team members is more connected to neglecting any single members. This is because; a person won’t trust a member if he neglects him or if the relationship between them is not that good. 

 Team Conflicts:

Conflicts are natural during working in a professional field. But here comes the main role of a team leader to understand the conflicts and solve the situation. At any cost, he must not let the conflicts increase. Team members also have to supportive enough to solve the situation. 

 Team Bonding:

Effectiveness of a team is mainly the bonding of a team. Which stands for the bonding of team members. The closer the bonding is, the stronger the team is. 

 Personal Development:

Every team member should be responsible here to develop himself to serve his team more and more than every previous day. All the members should support each other for self-development and this will also increase the bonding. 

 Reporting and Reviews:

Team members should have the performance reports from authority to understand how they are performing and the leader should spent much time with the members for the development of the team and projects by reviewing the reports. 

All these elements work like blocks to create an effective team. But among them, the most important part is the COMMONICATION. As it need brief discussion, let us discuss about it separately. 
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Communication is the vital part of any organization. It is not only about communication between team members inside a team but it is more important to have a good communication with every person of the organization. Moreover, communicating only in purpose of professional and office work is not enough but an employee must have regular and informal communication with employees, employers, clients and every other who are connected with the organization or with the company. 

There are mainly two types of communications and every employee should be aware of them. 

1. Formal Communications 
2. Informal Communications

Formal communication means communication for office and professional purpose only. This communication process follows the preset organizational information flow. The information starts from an end and ends in another specific end. This is how the process works. For example, bank has some problems with the salary account of an employee and the employee need to collect a letter from the account section. In that case, the employee need to communicate with the account section about his clearance and the letter and this is the formal communication between two employees of an organization. 

Naturally, accept for the formal communications, all the conversation between employees of any organization is Informal communication. Informal communication in fact the most accepted and efficient mode of communication. To understand and clarify a difficult situation within a workplace, the informal communication always plays a very important role. Let’s discuss from previous example. Let us think that, the formal communication between the employee who was having problem with his salary account and the account officer is completed and the employee collected his letter of clearance from the account section. On the next day, both of them entered in the office and meet in the office gate. So, they will surely say good morning greetings and communicate. These communications are informal. 

Both of formal and informal communications between employees are important for any organization.  Formal communications maintain the legitimacy of the communication process while the informal communication determines by the organizational internal culture. 

In 1948, an American mathematician and a scientist named Weaver created a model of communication named “Shannon Weaver Model” and till now it is known as the “Mother of all Communication Models”. 


 Shannon Weaver Model and Discussions:

Shannon Weaver Model discuss about the process of flowing information. It contains six key elements, which are Sending source, transmitting process, transmitting channel, decoding message, Receiving client and Noise.

Sending Source: 
Sending source is the source of the information or the message, which need to be sent. It always chooses by the sender, to the receiver. 

Transmitting Process: 
In transmitting process, the message or the information get encoded in binary codes (Computer language) during digital transmission. 

Transmitting Channel:
Transmitting channel is the device or the media by which the message or the information is going to be sent to the decoder. 

Decoding Message:
If the message or the information has arrived through any computer and digital media then it has converted into binary codes by the encoder. The next step is to decode them and turn into regular message once again. 

Receiving Client:
It is the person who receives the message or for the person for whom the message is been sent by the sender. This full process is to send the message to the receiver from the sender. 

Noise: 
There’s nothing to be panicked about if the full process is completed then what is this point indicating as it is the process that may happen or may not and if it happens then happens mainly between transmissions. Noise indicates the situations that create disturbance during the process. 
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Shannon Weaver Model of Communication


A perfect communication between team members and also with all the members in an organization should be maintained to increase effectiveness and productivity and this maintained a positive environment in working place. 
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Roles and perfection of an employer in effective team working and communication is very important and the effectiveness in work mainly depends on the employer. 

First of all, requiting a qualified employee who can create is makeable foot step in his working field depends on the choice and understanding of the employer. The employer has to be very good in communication during choosing the best person. So, in that case, the employer also need to able and well knowledgeable about these things so he can understand well about the applicant. 

Employees will follow the upper level working processes by default so the employer must correct the flows of communication and the present communication gaps in his organization and only then he can expect that the new employee will be good enough and effective enough in his communication and working field. 

While creating a new team especially during choosing a new employee for the team, the employer should create a mixture of experienced and fresher employees. As a result, the new freshers will understand the processes in short time and the experienced employees will find some active and new employees with new and creative ideas. 

[bookmark: _Toc503375845]EMPLOYER’S POINT OF VIEW

There are too many questions like, what positive qualities an employer looking for during interviewing anyone for any professional field. Well communication plays a vital role during the time as the employer have to understand the person through communicating in a short time period of interview but there’s some more facts included to it which an employer will think to increase the effective team work in his organization. 

These qualities are positivity in working field, regularity and seriousness in task performance, thinking pattern, quality talking process, problem handling capacity, confidence, respecting the chain of command, supporting nature, balanced personality and others. 

During interview, the employer will think if the person is eligible or not, if he can manage and cope with other team members or not, what could be the conflicts with other and too many thinks and all these are important and an employee should think twice before selecting a new employee. Another important aspect of the process is the employer thinks about the persons credibility to be mixed with the organizations culture. If the employer finds the candidate will find it hard to mix himself with the organizational culture, he or she will be rejected but if the counter situation affects positively even if there is any other lacking available in other areas of expertise. 

[bookmark: _Toc503375846]CONCLUSION

The need of effective team working and communications in workplace is the most predominant demand of the organization in order to grow. To be at its peak performance the demand must be met. The employer must understand their own roles and responsibility in case of communication skills at workplace. They must understand their roles and responsibility and thus act accordingly. The communication process starts from the sender. The sender determines and initiates the massage. At the organizational perspective the sender here is the employers or the leaders. It is very important to understand their own roles and responsibility in order to guide the organization to its desired success. The organizational goals and objectives are massage that is to be delivered to the employees. The employers must understand the need of the perfect delivery of the massage and the need to involve the employees with the process. The perfect delivery of the organizational vision would result into a sense of ownership which will help the employees understands their organizational duties and responsibilities. The clearer are they, the more the picture is achievable. The leaders of the organization must understand this simple fact and create a unique massage for the employees in order to strengthen the organizational communication and facilitate team work. 
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INTRODUCTION

= A team is like a heart of any professional successful
project. Whenever, any big project arrives, an
organization always thinks of a team to complete the
project. And that is why; a team should have some
qualities carried by every single member fo make it
effective and productive. Moreover, good and effective
communication is major part, as miss communication will
always create conflicts, confusions and problems. So,
there should be a good communication between feam
and also with the other parts of the organization.
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EFFECTIVE TEAM

= Let us count effective team as o human body. As like o human body it also
contains too many cells, which completes an effective team. Each of the
sections of the effective team is as important as the fitle suggest. By
combining each of the sections an effective team is formed. Here is a short
description about the key elements of an effective feam

The One:

Surely @ team will contain more than one person but it is important fo work as
one. No one of the members should think about individuaiity else the team
would be incomplete. The feeling of oneness is very important here. If the
team members can not merge info one they can not work fogether. And as
long as they are not merged into one single unit they are not a team. This s the:
first and foremost descripfion of an effective team. This quality is so important
in the team activity that it can be trade with ay lacking of technical ability.
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Common Objectives:

= A team should have common objectives about any goal. If the objective is not
clear fo il the individual members of the feam, the team would no be able fo
work as one. The objective should me attainable, understandable and redlistic.

Effective Leader:

= Ateam should have aleader fo fake final decisions but only after discussing
with all the members of his team. He is the responsible one for any fask or project
and also responsible for the drawbacks. That is why, he must have good
communication and relation with every single member of the team and he
can't neglect any of them.

Perfect Role Distribution:

= Any fask or project will contain many roles fo perform. It is not possible for a
single person fo perform all the roles and itis very important fo distribute them
perfectly among the team members. Once the roles are distributed among all
the members in a safisfactory level then the roles will perfectly and smoothly.




image8.png
Supporting Each Other:

Team members are like a family. They must support each other during working and performing
their duties.

i Relationship:

As | aready menfioned that feam members are like a family and that is why there should be a
good and friendly but professional relafionship between the members.

Trust:
Trusfing your team members is more connected to neglecting any single members. Thisis
ecause; a person won't frust a member if he neglects him or if the relationship between
‘them is not that good.

Team Conflicts:

Confiicts are natural during working in a professional field. But here comes the main role of @

team leader to understand the conflicts and solve the situation. Af any cost, he must not let
the conflicts increase. Team members also have to supportive enough fo solve the situation.
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Team Bonding:

Effectiveness of a team is mainly the bonding of a team. Which stands for the bonding of
team members. The closer the bondingis, the stronger the team is.

Personal Development:

Every team member should be responsible here fo develop himself to serve his team more
and more than every previous day. All the members should support each ofher for self-
development and this will also increase the bonding.

/

Reporting and Reviews:

Team members should have the performance reports from authority fo understand how
they are performing and the leader should spent much time with the members for the
development of the team and projects by reviewing the repors.

Al these elements work like blocks to create an effective team. But among them, the most
important part is the COMMONICATION. As it need brief discussion, let us discuss about it
separately.
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COMMUNICATION

= Communication is the vital part of any organization. Itis not only
about communication between team members inside a feam but it
is more important fo have a good communication with every
person of the organization. Moreover, communicating only in
purpose of professional and office work is not enough but an
employee must have regular and informal communication with
employees, employers, clients and every ofher who are connected
with the organization or with the company.

= There are mainly two types of communications and every
employee should be aware of them.

= Formal Communications
= Informal Communications
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Shannon Weaver Model and Discussions:

= Shannon Weaver Model discuss about the process of
flowing information. It contains six key elements, which
are Sending source, transmitting process, fransmitting
/ channel, decoding message, Receiving client and
Noise.
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Sending Source:

Sending source s fhe source of the information o fhe message, whichneed 1o be sent. I always choosss.
By fhe sender, 1o the receiver.

Transmitting Process:

In fransmiting process, the message or he information get encoded in binary codes (Computer
longuage] dorng diaal hansmisson ? =

Transmitting Channel:

Tramsmifing channelis the device o fhe media by which ihe message o fhe nformaton's gang fobe

Decoding Message:
Ifthe message o he information has armived hrough any computer and digital media then it has
Convertedinio binary Codes by fhe encoder. The nexi step s 16 decode them and fum nio regular
message once agan.

Receiving Client:

i the personwhoreceives fhe message or for the person for whom the messagets been sent by fhe.
sender. Ths (0l roCess s 10 sond The Message fo Thé receiver ffom the sender.

Noise:

There'snofhing fo be panicked about i the full pracess s completed then whatls this pointindicafing as
11s e process inaf moy happen ar oyt and i hoppens inen happens many between
ransmisions. Noke Indicates he situaions ihal create disiurbance during e process.
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ROLES OF EMPLOYER

Roles and perfection of an employer in effective team working and
communication is very important and the effectiveness in work mainly
depends on the employer.

First of al, requiting a qualified employee who can create is makeable foot
step in his working field depends on the choice and understanding of the
employer. The employer has fo be very good in communication during
choosing the best person. So, in that case, the employer also need fo able:
and well knowledgeable about these things so he can understand well
about the applicant

While creafing a new team especially during choosing a new employee for
the team, the employer should create a mixture of experienced and
fresher employees. As a result, the new freshers will understand the
processes in short time and the experienced employees will find some:
active and new employees with new and creafive ideas.
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EMPLOYER’S POINT OF VIEW

= There are too many questions like, what positive qualifies an
employer looking for during interviewing anyone for any
professional field. Well communication plays a vital role during the
fime as the employer have fo understand the person through!
communicating in a short fime period of inferview but there's some:
more facts included o it which an employer will think fo increase
the effective team work in his organization.

= These quaiities are positivity in working field. regularity and
seriousness in fask performance. thinking pattern, quality talking
process, problem handling capacity. confidence, respecting the
chain of command. supporting nature, balanced personality and
others.
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CONCLUSION

= The need of effective team working and communications in workplace is the most
predominant demand of the organization in order to grow. To be at its peak
performance the demand must be met. The employer must understand their own roles
and responsibility in case of communication skills at workplace. They must understand
their roles and responsibility and thus act accordingly. The communication process
starts from the sender. The sender defermines and initiates the massage. At the
rganizational perspective the sender here is the employers or the leaders. It is very
important to understand their own roles and responsibility in order o guide the
organization to its desired success. The organizational goals and objectives are
massage that is to be delivered to the employees. The employers must understand the
need of the perfect delivery of the massage and the need to involve the employees
with the process. The perfect delivery of the organizational vision would result info a
sense of ownership which will help the employees understands their organizational
duties and responsibilities. The clearer are they, the more the picture is achievable. The
leaders of the organization must understand this simple fact and create a unique
massage for the employees in order to strengthen the organizational communication
and facilitate team work
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