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Effective teamwork and communication help organisations establish a positive work environment that is conducive to business. Effective communication, once established, encourages teamwork and coordinationacross all areas of operations (Gluyas, 2015). This motivates employees and creates a positive organisational culture. It also has an impact on customer service since happier employees interact with the consumers. Effective teamwork and communication need to be established and monitored by higher management and proper leadership.The following report takes a look at some of the models of communication and various communication skills that are necessary for individuals working in teams. 
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Communication refers to the process of conveying information, knowledge, or ideas from one person to another. For effective teamwork at the workplace, communication is extremely necessary. The exchange of ideas that make teamwork a success depends heavily on the communication between team members. The channels of communication must be open for team members to work well with each other. 
Communication can be categorised into three types, which are written communication, verbal communication, and non-verbal communication (Keyton et al., 2013). Written communication is used to present ideas in a logical and structured manner with the use of proper grammar, spelling, and punctuation. Verbal communication entails presenting ideas in a manner that is most suitable for audience understanding. It also includes active listening. Non-verbal communication depends on facial expressions, body language, gestures, and cues to convey information.
Communication can be a complex process that is difficult to navigate in a formal setting. For example- At my workplace in the organisation, Debenhams, I have come across various types of communication methods. Once the creative team manager had sent an e-mail that states that the design of the apparels and their advertisement was approved from the manager and thus being a part of the marketing team we decided to use that in the advertisements and campaigns. Since nothing else was mentioned that the design was only for prelaunch and it could be used for social media only we decided to use that design for all kinds of advertisements in print media. This created confusion among the two departments and we started to blame each other for the incorrect work and this made the administration furious as well. Later it was considered as a communication error and an example of poor communication. Therefore, if communication models are used they might be helpful to reduce the chances of such poor communication at my workplace. Models on Communication can help employees understand how to begin, conduct, and end communication with others. In each of these models of communication, the senders and the receivers of messages are referred to as participants. The encoding and decoding action is what allows participants to send, understand, and receive messages through an internal cognitive process (Cobley and Schulz, 2013). The channels for communication may include sensory routes like sound or sight. The models of communication are discussed below. 
· Transmission Model: The transmission model of communication, also called the linear model, considers communication to be a deliberate process that takes a one-way route from sender to receiver. The model majorly focuses on the message being conveyed and the sender conveying it (McQuail and Windahl, 2015). The receiver is viewed as an endpoint of the communication process rather than being a part of it. This model can be closely associated with the communication that occurs via mass media. For example, TVs, newspapers, radios – all of these channels give importance to the sender, say a reporter on TV and the message being transmitted, say the news. If the channel in question, the television functions properly, it can be presumed that the viewer would receive and understand the message. This model could be used at my workplace and in that context as well. Other email if other channels or even informal method was used with more clarified message then this poor communication might not have occurred as well. This simple model allowed researchers to understand communication and develop more complex models. 
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Fig 1: Transmission Model of Communication
Source: (Ashman, 2020)
· Interactive model: The interactive model, also known as the interaction model of communication, considers communication a process where participants switch positions of sender and receiver constantly and thereby generate meaning and understanding by receiving feedback and sending information (Agrawalet al., 2016). This model does not consider communication to be a linear process, rather, due to the inclusion of receiver feedback, it becomes a two-way process that is interactive in nature. By considering feedback as a part of the communication process, the model provides a better understanding of the participant’s role in communication. The model thereby presents a pair of senders and receivers who exchange information via the communication channel. Along with this the emotional state of the participants - stress, fatigue, nervousness, etc are also impactful. The feedback the participants give each other, make the interaction more effective. This model seems totally appropriate to be used and applied for my case scenario at my workplace. Since this model considers communication as a two-way process, if further clarification or our understanding of that e-mail was replied back to the sender may be this confusion would not have occurred. Two way interactions would be helpful for my case scenario.
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Fig 2: Interactive Model of Communication
Source: (Ashman, 2020)
· Transaction model: The transaction model of communication views communication as a means by which social realities are formed by theparticipants within cultural, social, and relational contexts. In this model, participants communicate to exchange messages and also toforge relationships, form self-concepts, shape intercultural alliances, and engage with other participants to create communities. This model significantly differs from the previous models in how it views the role of participants, the context, and the concept of communication. The social context in this model refers to rules and norms that influence communication. Relational context includes the type of relationship communicators share as well as any personal history. Cultural context refers to gender,sexual orientation, race, ethnicity, nationality, socio-economic class, and ability.

[image: ]Fig 3: Transaction Model of Communication
Source: (Ashman, 2020)
Communication is an essential process in the workplace and can be quite difficult to perfect. Some of the most commonly seen communication barriers are lack of confidence in team members to speak their mind, being unclear, being dishonest, lack of proper listening, body language, etc. These barriers can lead to poor communication that can mean disasters for the organisation if left unchecked (Fischeret al., 2016). This was the case at my workplace as well. The entire information was not enough or was misinterpreted as a result of miscommunication or poor communication and that lead to serious mistakes.
To avoid the aforementioned issue and communicate effectively within the team, some communication skills can be inculcated. These skills will help the individuals to work well with each towards their shared goal in a seamless manner. These skills may be introduced to the employees in the form of communication and team-building works by the management. The skills are as follows: 
· Listening: Effective listening is the key to good communication. Active listening refers to paying attention to what is being said and asking relevant to ensure understanding. Listening can help improve communication by helping participants respond appropriately. This would have made the message get interpreted accurately if verbal communication was used along with written e-mail message in my case. 

· Nonverbal Communication: Nonverbal communication includes body language, hand gestures, eye contact, or tone,etc and influences the message being conveyed (Knappet al., 2013). An open stance and friendly tone encourage individuals to speak freely. Eye contact demonstrates an interest in the conversation. 
· Clarity and Concision: Effective communication is clear and concise. It conveys the information in a few words. Excessive talking may cause the listener to lose interest or be confused. This is extremely needed and was missing in my case scenario of poor communication. The message was not clear as it was only for the initial designs at social media not the final approved designs which lead to confusion. Clear message would not have created this misunderstanding at all.

· Friendliness: A friendly tone, a funny anecdote, or a smileencouragesteam members to communicateopenly and honestly. It is also important to be polite in all workplace interactions. 

· Confidence: Confidence encourages trust in team members. Confidence can be developedbyproper eye contact and using a friendly tone. Care should be taken to avoid appearing aggressive or arrogant. In my case scenario, our reply back to e-mail showing our confidence in assuming the wrong information would have stopped use from making that mistake due to poor communication.

· Empathy: Empathy demonstrates that the listener understands the issues and respects the views of the speaker (Riess and Kraft-Todd, 2014). Active listening can help in reaching a greater degree of understanding of what is being said and therefore helpdisplay empathy.Even if disagreements arise with co-workers, it is important to understand and respect the views of the other. This should be implemented among various departments at my workplace to avoid any communication issues.

· Open-Mindedness: An effective communicator enters conversations with an open and flexible mind. Individuals should beready to listen and understand the views of the speaker rather than focusing on only putting their views forward. This will result in productive conversations.

· Respect: Showing respect to the other participants involved in the interaction encourage individuals to be more forthcoming and open when it comes to communicating their ideas. Actions like properly pronouncinga person's name, active listening and positive cues like making eye contact when a person is speaking makes him or her feel acknowledged and appreciated. 

· Feedback: Giving and receiving feedback appropriately is an important communication skill. Team leaders and managers should continuously provide employees with constructive feedback in the form of weekly status updates or conversations. Positive feedback and can greatly increase employee motivation and constructive criticism help employees improve and grow (Schmidet al., 2018). This can be implemented among teams and departments so that further communication issues do not arise at my workplace. Similarly, listening to the feedback without taking it personally, asking relevant clarifying questions, and making efforts to implement the feedback can help employees learn and succeed.

· Picking the Right Medium: Knowing the form of communication channel to use is also an important skill. For example, serious conversations such as layoffs, changes in salary, resignation, etc. are better-done face to face whereas simple information maybe passed in emails or texts. This was lacking in my case. May be e-mail was not the right medium and even if it was it could have been accompanied with a face-to face interaction about that important information on the approval of the design. Participants appreciate well thought out means of communication and usually respond positively as a result.

Communication is needed to develop effective teams as well. The Belbin model can be useful to understand how teams develop and the roles of every team members and how flow of communication remains smooth within such teams (Paulamäki, 2018). This model could also be implemented at my workplace to avoid any kind of communication errors and make our team more effective.
1. Resource Investigator 
This person would be useful to develop solution for the teams and investigate on solutions.
2. Team worker
This person would be responsible for making the team deal with any situations and work on behalf of the teams. They are necessary at my workplace as well.
3. Co-ordinator
Such a person is needed to focus on the goals on the teams and co-ordinate with others to achieve this goal. In my case scenario this person would have been useful to co-ordinate with the design team and clarify the message further to remove any doubts.
4. Plant
The imagination and problem solving ability of this person is needed in every team.
5. Monitor Evaluator
This person would look at all the task of the teams and make them members achieve their best. This person is also needed at my team in my workplace so that we achieve our best.
6. Specialist
Such a person would give best knowledge and expertise in the department and in the team.
7. Shaper
This person would ensure that the team continues it progress and does not lose focus.
8. Implementer
Implementing the tasks is of primary importance for every team and this person would have the responsibility to finally implement them effectively (Belbin, 2020).
9. Completer Finisher
They end the activities neatly and finish the tasks after detecting any issues in them they make the team work perfectly and deliver accurate results and are much needed at every workplace.
[bookmark: _Toc48375399]Conclusion

The above report takes a look at effective teamwork and communication skills required in the workplace. Communication, the process of conveying information and opinions form the basis of effective teamwork. Proper communication motivates employees and encourages coordination and cooperation within teams in the workplace. As evidenced above, there are three types of communication models, namely the transmission model, interaction model, and transactional model which can help individuals communicate properly and effectively. The latter part of the report discussed the barriers to effective communication and some skills that can be inculcated to overcome these barriers and ensure smooth and seamless communication. 
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