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[bookmark: _Toc102481700]1 Introduction
This report explores the role of effective teamwork and communication in a work-related context. The discussion includes an overview of three models of communication together with practical examples from my work experience as quality controlled at Integrated Service Solution. A critical analysis of the key skills, which are required for effective teamwork and communication in the workplace, is also included. The report also critically explores the role of technologies in communication – a key development in the last two years of pandemic and remote working. 
[bookmark: _Toc102481701]2 Main body
[bookmark: _Toc102481702]2.1 Models of communication 
[bookmark: _Toc102481703]2.1.1 Shannon and Weaver 
The first theoretical model of communication is proposed by Shannon and Weaver (1949). A visual representation of the multi-stage framework is shown below by indicating the complexity of the communication process. According to Shannon and Weaver (1949), the process requires the existence of a sender and receiver – two key elements of communication. The sender is the source of communication, whereas the receiver determines the destination of a given communication message (Shannon and Weaver, 1949). The encoding stage is necessary for transmitting the communication message through a specified communication channel, while the decoder facilitates the reception of the message by the receiver, as shown below. Moreover, communication is not one-way process, as the receiver has the opportunity to send feedback to the sender (Shannon and Weaver, 1949). 
The effectiveness of the communication process also large depends on the elimination of various types of noise which may disrupt the functioning of the communication channel. Such noise may have different manifestations, such as being determined by physical, language issues, disruptions, etc. (Shannon and Weaver, 1949). In this light, the role of effective communication channels remains of key importance in the process of communication. 



Figure 1 –Shannon and Weaver’s communication model 
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Source: Adapted from Shannon and Weaver (1949)
Given the model by Shannon and Weaver, I try to achieve two key conditions in the workplace. First, it is important for me to send and receive feedback. I consider this as a key for two-way communication and clarification of some issues and misunderstandings at work. Thus, the two-way communication improves the flexibility and effectiveness of exchanging messages and information with colleagues; thereby, achieving a stronger level of collaboration. Second, I also try to eliminate the noise in the communication process. Thus, I purposefully avoid disruptions, use appropriate and clear language and expressions, as well as apply the most appropriate communication channel in different contexts. 
[bookmark: _Toc102481704]2.1.2 Berlo’s model 
The model by Berlo is the second theoretical framework in the analysis of the communication process. As shown below, the scholar considers communication as a result of four distinctive stages: source, message, channel and receiver (Stead, 2017). As explained by Stead (2017), encoding and decoding take place at the initial and ending stages of the process – a feature which is similar to the earlier propositions by Shannon and Weaver (1949). Berlo also recognises the importance of having a sender, receiver and a clear communication channel in the process; thereby, aligning with the propositions of the previous model (Stead, 2017). Nevertheless, this model puts more attention to the role of the message, as it is isolated as a separate stage of the communication process (Communication Theory, 2022). 
The Berlo’s model delivers more insights regarding the specifics of each stage. It is important to note that sender and receiver have to possess certain communication skills, attitudes and knowledge regarding the subject of communication in order to conduct an effective process (Communication Theory, 2022). In addition, the roles of culture and social system are identified as keys to communication (Communication Theory, 2022). Effective communication messages have to be well-structured, as well as include content, elements, codes and treatment, whereas the communication channels may include all sense – hearing, seeing, touching, smelling and tasting – in order to derive optimal information from the communicated messages (Communication Theory, 2022). 
Figure 2 – Berlo’s communication model 
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Source: Communication Theory (2022)
As a sender and receiver of communication at work, it is important for me to have enough knowledge about the topics of communication, as shown by fig. 2. In addition, the demonstration of excellent skills to conduct face-to-face and distant communication is also necessary. Given the fact that Integrated Service Solution employs professionals with different origin and national culture, communication effectiveness also requires skills to conduct verbal and non-verbal communication, as discussed later in the report. In terms of messages, I try to structure the information in a way, so that it is complete, accurate and easy-to-understand by receivers. In many cases, I try to incorporate different forms of communication tools, such as verbal messages, written texts, presentations, etc., as a way of engaging a higher number of senses, so that messages are understood by people with preferences for auditory, visual and writing/reading learning. 
[bookmark: _Toc102481705]2.1.3 Schramm’s model 
The third model of communication is developed by Schramm (1949), as shown below. Similarly to the other two models, Schramm (1949) also recognises the role of having a sender (transmitter) and receiver of information. The scholar also identifies the importance of communication medium which transfers the messages from the sender to the receiver (Schramm, 1949). The effectiveness of the medium is also affected by the existence of noise in alignment with the model by Shannon and Weaver (1949). Another similar feature refers to the feedback loop, as the receiver of the message may deliver feedback to the sender (Schramm, 1949). It is also important to note that the sender and receiver of messages have specific fields of experience and the communication zone, where the communication process takes place, is largely determined by the existence of common field of experience by the involved parties (Schramm, 1948). 
Figure 3 – Schramm’s model overview
[image: ]
Source: Blythe (2009)
The model confirms many of the key elements, as already suggested by the previous theories in the field, such as the importance of sender and receiver, communication channel and noise, as well as feedback as a form of two-way communication process. The similarities between the three models strongly validate the proposed communication elements in real-life. In my work experience, I try to continuously expand my competences and knowledge as a prerequisite for large field of experience. In this way, it is suggested to be able to communicate with a more diverse range of professionals in my capacity as sender or receiver of information. 
[bookmark: _Toc102481706]2.2 Key skills for effective communication in the workplace 
Extensive communication skills are required in the workplace. Integrated Service Solution employs professionals from all around the world. Hall (1976) suggests that cultures may be low or highly contextual which has a direct impact on communication. While low-context communication relies on explicit verbal messages, the high-context ones put the emphasis on implicit non-verbal communication (Hall, 1976). In this relation, one of the key skills at work is by equally good at understanding verbal and body language communication messages. As shown below, countries occupy specific positions on the spectrum (Nomura, 2018). As a result, I have to demonstrate flexibility to switch communication tools and forms depending on the recipient. I use direct verbal messages and text messages with representatives of German and Scandinavian cultures. Nevertheless, these tools are inappropriate when communication with business partners and colleagues from Asia and Arab countries. Given the high-context background of these cultures, I prefer direct face-to-face meetings where I pay attention to the meanings expressed by body language expressions (Nomura, 2018). In this light, cultural competences and flexibility appear to be key skills in a multicultural environment. 






Figure 4 – Spectrum of countries depending of the communication context
[image: ]
Source: Nomura (2018)
Team dynamics is another key element determining the key communication skills at work. As suggested by Tuckman (1965), teams tend to experience a pre-determined sequence of development stages – forming, storming, norming, performing and adjourning and each stage determines team effectiveness. 



Figure 5 – Stages of team evolution
[image: ]
Source: Adapted from Tuckman (1965)
At the forming stage, it is important for me to demonstrate good listing skills in order to better understand the views of other team members. Good listening also helps me in identifying the key personal characteristics of other team members. The storming stage is typically a turbulent period of conflicts and power struggle in teams (Tuckman, 1965). Therefore, it is important for me to be able to resolve conflicts and negotiate solutions which benefit the team performance. As a resilt, conflict resolution, listening and negotiation are key communication skills to cope with ambiguity and uncertainty. 
Moreover, clarity of communication is also of essential importance, so that all team members are able to clearly understand the information. I also try to be flexible by incorporating a range of diverse communication channels which facilitate the process as a whole. 
Depending on the circumstances, I engage in face-to-face and remote communication where the use of technologies is of key importance for effectiveness. Thus, technical skills are also of growing importance in being an effective communicator in work-related context. Therefore, it is relevant to understand the emergence of new communication technologies and their implementation in practice. 
[bookmark: _Toc102481707]2.3 Advantages and disadvantages of technologies in communication
Technologies play an increasing relevant role in the process of communication. Advances have allowed for the existence of different mobile apps and online-based platforms for remote communication. During the pandemic, approximately 37% of the workforce in the UK practiced distant working when most of the remote working professionals communicated by using various communication technologies (ONS, 2021). Given the fact that hybrid workplace is already applied by many companies; technologies would continue to play an important role which requires a critical evaluation of their impact on communication effectiveness.  
Given the context of the pandemic, several key benefits of technologies in communication are recognised. The use of technologies has practically offset the negative impact of distance and lack of in-person contacts. Various technological platforms thus facilitate the communication process by proposing different forms of communication (Walton, 2019). Especially for multinational organisations, this is also quite useful, as cross-border communication and collaboration is better managed through technologies (Walton, 2019).
New technological solutions also expand the range of available communication tools. It is possible to use audio, video, conference and other platforms of communication, as well as different communication tools supporting interactivity and personalisation of communication messages (Das, 2018). For example, communication process may address almost all forms of learning preferences – verbal, written and visual – so that the preferences of the audience are better met by incorporating a relevant communication tool (Das, 2018). In this light, the sender of the information is able not only to use the most appropriate communication channels, but also design specific messages; thereby, strengthening the personalisation of the communication process and its overall effectiveness (Das, 2018). 
Despite these key advantages, technologies also deliver some drawbacks. To begin with, modern technologies in communication constantly evolve and professionals have to possess certain skills and previous experience in order to effectively operate with the emerging tech-based opportunities. In practice, negative attitudes to new technologies, skill gaps and difficulties to implement the new methods could negatively influence one’s ability to maximise the benefits of new technologies; thereby, leading to communication ineffectiveness (Davis et al., 1989). 
The second key drawback of using communication technologies refers to the emergence of communication gaps (Kashyap, 2022). In a traditional office environment, it is quite easy to approach a colleague and discuss a given problem in person. Remote working technologies rely on instant messaging and video calls for communication; however, these tools cannot achieve the effectiveness of an in-person meeting with a colleague (Kashyap, 2022). This may lead to gaps in the communication process which in turn erode the effectiveness of team collaboration. 
In addition, the lack of physical interaction may also weaken the level of supervision and support by others. This may have a negative impact on performance and motivation in the workplace (Kashyap, 2022). The overreliance on technologies also weakens the level of social interaction with colleagues and team members. This often leads to a series of negative emotional and social developments, such as a feeling of loneliness, development of social interaction (sociopathic) issues and others (Kashyap, 2022). These are factors which worsen the overall communication performance of someone ad prevent the development of professional networks and team belonging in the workplace. 
Walton (2019) also recognises the emergence of security issues when using technologies in communication. Therefore, it is important to ensure a high level of cyber security, which requires funds and expertise, as a way of protecting privacy and security of sensitive information exchanged in the communication process (Walton, 2019). 
[bookmark: _Toc102481708]3 Conclusion
To sum up, research findings clarified some of the key theories in communication, as well as the practical skills for effective communication in the workplace. The contemporary technological trends were also critically discussed. The main conclusions suggest the importance of continuously developing technological skills and flexibility of their application in a dynamic environment. Technical skills also appear to be of increasing importance which puts pressure to engage in continuous learning and application of new methods of communication in practice. 
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