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Effective Team Working and Communication
 
Section 1 Introduction
Communication is referred to as the practice of exchange in relevant information to different forms such as writing speaking and undertaking any other medium. It is an essential aspect in the workplace because it not only increases individual efficiency but also enhances the productivity of the organisation as a hole through boosting its growth. However, due to lack of confidence and general stereotypes prevailing in the organisation structure create the buried in the communication process as a result of the process adopted can be unclear. This report will examine the issues that affect the business in general and undertaking aspects of the case study related to situations of my workplace.

Section 2 Models of communication
Theories 
2.1 Shannon and Weaver
As per this model of communication, the sender plays the primary role, whereas the receiver is considered taking the secondary role. The information can be obtained from the sender, and then it is transmitted through the encoder. With the help of a channel which is noise, in this case, the message gets transmitted to the decoder, which is the receptionist and then receiver or the destination. From the receiver, feedback is again returned to the sender (Maund, 2018). This model of communication works with the concept of different noises that are generated in the successive stages.


Figure 1: Shannon and weaver model
(Source: Maund, 2018)
2.2 Schramm
The Schramm model of communication was established in the year 1954 based on which other types of communication standards are idealised in the upcoming years. It mostly emphasises on two factors which are the process of encoding and decoding that happens during the flow of a message (Petersons and Khalimzoda, 2016). An encoder is primarily the person who starts the message transmission and decoder is the last person who gains the decrypted message after passing through several critical stages. Another critical factor is that the receiver further reverts feedback to the receiver. Therefore, in my workplace, I am the encoder while communicating with my team members, and so is Barry and Maria being a manager and a class teacher. 
2.3 Berlo 
David Berlo developed this model of communication in the year 1960, on the concept of the sender, message, channel, and receiver (Morgan, 2016). It is mostly conceptualised from Shannon Weaver's model of communication. It focuses on the intricacies of encoding and decoding during message transmission. The sender possesses communication skills and knowledge, and the message formed consisted of content, element, treatment, structure, and code. The channel does the hearing and other senses and decodes the message to the receiver who possesses the same skills as the sender.
Aspects 
Noise between encoded and decoded messages 
As per the case study of Maria and Pedro, it has been observed that Maria tries to plan for the group of the class where she finds many disturbances which as noises to the message transmission such as the students do not understand her teaching or develops different opinions which she finds disturbing. The noises found were her incomplete sentences and vagueness in her lectures. She being the encoder, and the students are the decoder (Ferrer-i-Cancho, 2018). I myself have faced some issues while communicating in my workplace while conducting workshops, where the participants could not understand the instructions as they could not see or hear me properly, because of the visual distractions. However, Pedro being the student and the decoder, developed negotiable discussions with Maria that led to proper transmission of the message. The noise was that she thought to be very rigid while teaching, which became smooth by adapting to flexible teaching practices. Therefore, it is imperative that the noises mostly arise in the form of difficulty in understanding, different pronunciations, and rigidity while sending messages. It can be tackled by introducing flexibility and understanding skills within the communication process. 


Figure 2: Noises in communication
(Source: Morgan, 2016)
Barriers created by educational/social/language contexts 
From the case study of Barry and Barriers to communication, it has been observed that not only physical barriers but other intellectual barriers can hamper the flow of communication. If the sender and receiver are of different social or educational backgrounds, they may find difficulty in adjusting with the choices and needs of another (Ferrer-i-Cancho, 2018). Further, if the language is also different, then it becomes more complicated to decipher the transmitted messages and expected responses from the receiving end.
Models valuing the need for feedback between encoder and decoder
Feedback is an essential aspect of communication (Kuhlmann and Guillén, 2020). The model of Shannon and Weaver values feedback because after the message reaches destination from its centre and based on the decoded message of the receiver feedback is sent to the sender that States the impact of the understanding the receiver has achieved from the message. The effect of noise on the message would be evaluated with clarity through efficient feedback. Schramm model of communication undertakes the concept of communication as a never-ending process which includes messages and feedbacks. Feedback is the central part of this theory as it focuses on the interpretation of the message of the data transmitted. It is a circular concept that emphasises constructive feedbacks that acknowledges the message received by the receiver. Berlo's model is a linear model of communication which requires individuals to be on the same level for establishing the effectiveness in the communication process as it does not focus much on the value to feedback (Talukdar, 2017).

                                                                  Feedback 

Receiver

Decoding
Message
Encoding
Sender


Figure 3: Channel of communication
(Source: Author)
Concept of high-context and low-context
The concept of high concept and low concept cultures in the context of communication was introduced by Edward T. Hall. The high context culture depends on the form of nonverbal cues and implicit communication. In this type of communication, the message transmitted cannot be analysed or understood without greater background information (Hornikx and le Pair, 2017). In my work experience in an MNC, I have witnessed the importance of cultures in communication. Low context culture relies on messages communicated entirely with words and is explicit by nature (Yang, Hou and Arth, 2020). In the case of communication in the mathematical classroom, as in the case study of Maria Pedro, it can be said that the type was low context. The quality of communication depends on the old and new knowledge possessed by the encoder and the decoder. On the other hand, Barry had to deal with other employees of other cultures in his restaurant, place of work. It tends to form and short-term relationship as it lacks additional context with the requirement of direct confrontation and communication. I have realised from my work experience that westerners have a low-context culture. Due to the difference in cultural context when Japanese interacts with Western, they might feel the latter is offensive and blunt for their low cultural-context whereas the Western may find the Japanese to be secretive and bafflingly disclosing information due to their high-cultural context.

Section 3: Communication Skills
Verbal communication, non-verbal communication and listening are considered as three primary methods of communication. 
3.1 Verbal 
Verbal communication is defined as the mode of communication where an individual use words to share information with others (Sutiyatno, 2018). Spoken language is defined as a verbal mode of communication where a group of words are necessary to clear the information to the receiver in an appropriate manner (Sutiyatno, 2018). Verbal communication is of two types, namely, oral or spoken communication and written communication. The primary aim of both the forms of communications is to convey the message to the receiver in a proper manner so that he/she can understand what is said (Sutiyatno, 2018). From the case study of Maria Pedro, it has been seen that she has served as a school director for six years and she was also an active member in a trade union. Therefore, both oral communication and written communication were needed for her while working as a teacher. Oral communication was also required for her while she was an active trade union member. From the case study of Barry, it has been observed that Barry has to use oral communication effectively while managing the employees in the back of the house. In my workplace, our management use to convey any message to us via oral communication. However, our written communication is not up to the mark as some employees are slow in writing anything, and their use of words is also not so fair.
3.2 Non-verbal 
Non-verbal method of communication is defined as a mode of communication where information is transferred by using body languages such as facial expressions, eye contacts and also via any gesture, tone or signals (Vrij, Hartwig and Granhag, 2019). This method of communication is highly significant because it can enhance a person's capability to relate and engage along with the establishment of meaningful interactions (Hall, Horgan and Murphy, 2019). From the case study of Maria Pedro, it can be said that non-verbal communication is of high need for her. As a teacher, she used to have an efficient body language. Apart from that, she also used to maintain proper eye-contact while teaching. From the case study of Barry, it can be said that he needs to maintain a good posture while working. Apart from that, he used to use various signals during supervising and managing the employees. In my workplace, often the management uses various signals to us. Alongside, we also maintain steady eye contact with them during any meeting.
3.3 Listening
Listening correctly is also a strong component of communication skill (Nave et al., 2018). There are two types of listening, active listening and empathetic listening. Active listening is often used while solving any issues, and a full concentration of the listener is required (Nave et al., 2018). Empathetic listening is a questioned technique that helps an individual to understand the conveyed message in a proper manner (Nave et al., 2018). From the case study of Maria Pedro, it can be said that she needs to be a good listener as she is a teacher and she has to make daily interaction with the students. From the case study of Barry, it can be said that she needs to be active always and should listen to what the employees said. In my workplace, the employees give a profound emphasis on listening to the management orders. However, some employees do not listen actively to what the management says, and so active listening is an issue in my workplace.
Tools and Approaches
In this section, as analysis will be done based on three different tools, namely SOLER, Proxemics and Personal awareness. 
SOLER: This model is an acronym for Sitting squarely, Open Posture, Lean, Eye contact and Relaxed body language. This model deals with the different ways in which a person should approach someone when discussing something (Nandini, 2020). This is quite relevant with the second case study, where lack of communication is resulting in company issues. Barry can definitely follow this model to improve the situation within the company. When I worked within my workplace, I felt that the active listening aspect is weak within the company. With this model, the company can enhance active listening within the workplace and improve it. 
Proxemics: Proxemics is the study in which a human being uses the space that is provided to him or her. This is an essential concept when it comes to a professional work environment where a person often deals with the consequences of delivering space (Montanari et al., 2018). In the case of Barry, he does not provide enough space for the employees, so they are unable to establish non-verbal communication. However, in the case of Maria, she is providing a lot of space to the students and therefore they are able to grow accordingly. In my workplace, I felt that proxemics was maintained very well, and that helps every person to manage their own space.  
Personal awareness: Personal awareness is the concept where a person decides on the various aspects that are required for individual well-being (Öğütçü, Testik and Chouseinoglou, 2016). In the case of Barry, it is clear that there is a lack of personal awareness. This is because his verbal aspects are exceptional; however, his non-verbal elements are being affected due to issues at home. However, in the case of Maria, both her verbal and non-verbal aspects are being kept intact, and therefore she can establish communication inside the class. In my workplace, I felt that the written part of verbal communication is an issue. I think through this model; the company can enhance this aspect by using proper training methods.
Communication between Management and Employees
Communication between management and employee depends on the way in which they interact. From the case study depicting Barry’s challenges, it can be said that if the manager is rude and unprofessional, then the employees will feel demotivated, and as a result, it will lead to massive issues within the company. The employee and manager relation will be damaged, and soon the employee turnover will increase massively. For instance, in my own company, I felt that there are two significant issues when it comes to communication between managers and employees. The first aspect is written communication and the second aspect is verbal listening. The managers often do not respond to written letters, and they lack active listening skills. As a result of this, the company often faces issues while trying to understand the grievances of the company. Therefore, the above models that have been mentioned will help in improving the current problems that are being faced in my workplace.  
Section 4
Conclusion
The report has provided detailed information about the theories and aspects related to models of communication and the value imposed on feedback on decoder and encoder. The element of high and low context culture was discussed with examples, and different communication skills were stated with the tools and approaches undertaken to remove the barriers in communication between the management and employees.
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