Effective Team Work and Communication 

There are different types of communication that can be done with others. Usually, we use verbal communication and non-verbal communication.

There is Berol’s model of communication:

SMCR= source + message + Channel + receiver 

Communication is a vital skill in today's world. Being able to communicate effectively can make a difference in the relationships that you have with others.

What is Communication?
There are many different types of communication, including the act of imparting or exchanging information by speaking, writing, or using other means.

There are many definitions of communication, including 
• "imparting or exchanging of information by speaking, writing, or using some other
medium" and "means of sending or receiving information, such as telephone lines or
computers."

• "act or process of using words, sounds, signs, or behaviours to express or exchange
information or to express your ideas, thoughts, feelings, etc., to someone else"
"Exchange of thoughts, messages or information, as by speech, signals, writing or
behaviour" 
As you can see by the above, communication is more than just your words, it also includes:
• how you say it - including the tone of your voice,

• why you say it - the intention behind the message,

• when you say it - for example - during an argument, the time of day and the mood 

• what you don't say - sometimes what you don't say gives a clearer picture of what is going on than what you say and sometimes it’s better not saying something 

• your body language - including your facial expressions, gestures, and posture.

For example, phone calls, text messages, emails, video, radio, and social media are
all types of communication channels.






Five barriers to effective communication

1. Judging the other person.

If you are judging a person whilst you are talking to them you could be criticising, diagnosing or
calling them names. An example of criticising is saying "don't you understand anything?"

2. Not paying attention to the person you are talking to.

Examples of this include - playing with your mobile phone or electronic device, not listening to
the thoughts or feelings of the person you are speaking to, looking away when the other person
is talking.

3. Using technical language.

Have you ever been at an event when people are using acronyms or language relevant only to
their profession? If so, you know what I mean!

4. Giving solutions or unwanted advice.

I am not sure of many people who like to be told what to do! What about you?

5. Avoiding the concerns of others.

In a conversation that is avoiding the concerns of others, the listener doesn’t address the problem


9 Effective Communication Skills

Effective communication doesn't happen overnight, it is a skill that must be cultivated and nurtured.

1. Active Listening

you must listen to the conversation.
don’t think about anything else while having a conversation because your body language shows that you are not listening properly 
Some ways to actively listen include listen twice as much as you speak, listen with your whole body, be alert and interested in the other person, refrain from interrupting and reflecting what you have heard.

 Remember - "The most basic of all human needs is the need to understand and be understood. The best way to understand people is to listen to them."
2. Nonverbal Communication

We transmit information using words, gestures and body language, subsequently active listening also involves non-verbal communication. Sometimes you can be unaware of the messages you are sending none-verbally. Examples of non-verbal signals include tone of voice, eye contact, facial expressions, silence and hand, arm, and leg postures. Are you aware of the signals your non-verbal communication could be sending?

3. Asking Questions

When you are in conversation with someone, asking questions shows you are interested in them.
so, they know that you are listening and interested to know about what they talking about to you.
j
4. Being Clear and Succinct 

When you are speaking, be clear, articulate, and concise.

5. Clarifying and Summarising

to ensure you are hearing correctly you can reflect to clarify what you have heard and summarise what you have heard from the other person. This shows you are listening to the other person and checks you have the message correct that they are trying to get across.

6. Being Empathetic

Having empathy for another person is the ability to understand and share the feelings of another.


7. Providing Feedback

It doesn't matter whether you are giving or receiving feedback, the feedback process is a vulnerable place to be. 
It is important to give them feedback after they tell you something it could something that would help what they are about to you or just listening to and that shows that you were listening to them.
Each person you meet in life and communicate with them knows something that you don’t know and like this and communicate with each other you learn something new.







8. Developing Trust and Rapport

What is trust for you? How do you build trust with your friends, family, and colleagues? Is it about doing what you say you are going to do and building relationships on honesty and integrity? How
How you build trust in your relationships? As Ralph Waldo Emerson stated - "The glory of friendship is not the outstretched hand, not the kindly smile, nor the joy of companionship; it is the spiritual inspiration that comes to one when you discover that someone else believes in you and is willing to trust you with a friendship.


9. Being Present

Being present links to many of the above skills. Some of the words that relate to being present include being accepting of the other person you are communicating with, allowing life to be as it is, cultivating compassion and having a beginner’s mind. 


Communication skills
Having strong communication skills aids in all aspects of life - from professional life to personal life and everything that falls in between. From a business standpoint, all transactions result from communication.
Good communication skills are essential to allow others and yourself to understand information more accurately and quickly.
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· Body language
It is important to practice good body language, use eye contact, utilize hand gestures, and watch the tone of the voice when communicating with others. A relaxed body stance with a friendly tone will aid in making you look approachable by others.
· confidence

 Be confident in what you say and in your communication interactions with others. Being confident can be as easy as maintaining eye contact, maintaining a relaxed body stance, and talking with concision. Try not to make statements sound like questions and avoid trying to sound aggressive or demeaning.


we have different types of communication as:
· verbal 
· telephone 
· voicemail 
· email 
· message 
· social media 

these are different types of communication that we can have with someone and specially these days we all use mostly social media or telephone as its easier to communicate with someone that we don’t have access to or we can just email them and communicate with them and receive the message quick.

communicating with different people it should be different for example if you want to message your friend the words you use is way different than when you want to communicate or writing a report to a company or like your manager at work you use different types of words.



Social Media
Tools of the social media such as Facebook can be used in an effective way in the organisations for the purpose of communicating between locations, divisions, departments, and employees. 
Email
The email communication in organisations has become very common and is a highly essential tool for sharing of information with one, hundreds as well as thousands of employees.
Meetings

Meetings are common in almost all the business settings and now it has become possible to augment them via use of the tools of technology which allow the participants in the remote locations to participate in the discussions, although they are not present physically on the meeting site.
While using verbal communication, the person needs to be aware of his tone of voice, inflection as well as speed.
Use of sarcasm and angry tones should be avoided otherwise the person with whom you are communicating will go on the defensive. While speaking to your team or to a group of people, you should ensure that you speak loudly as well as clearly so that everyone is able to understand what you are saying.


Try not to rush
When you’re speaking with others, it can be useful to try and think about the message you need to communicate. This can be especially important in communications with potential clients at work, for example. 
Be clear and concise
There are several reasons why it’s so important to be clear and concise when communicating with others, especially when you don’t know them very well. One reason is that you never know whether someone you’re talking to might have neurological differences and may find it harder to understand you.
Even if you have an excellent memory, you will never remember everything you hear. At work, some people find it really help to take notes in important meetings, and it’ll show that you care about what’s being said. 

Problem-solving
Organisations establish teams to solve specific problems. Effective teamwork requires team members to have problem-solving skills whereby they consider an issue from many angles to identify unique and creative solutions to problem.


Respect each other
The first sign of respect is learning someone's name and pronunciation. You can respect your team members even when you dislike them or disagree with their views. You can do this by listening to them and showing that you do not take them for granted.

Honesty
Team members can enhance transparency and trust within the team by being honest with each other. For example, if a team member did not complete a task on time or to the required standard, then that team member must be honest in communicating this to other team members.


communicating with someone by telephone is easier because you can hear the tone, tone of your voice is really important so you have to know how to use it specially when your on the phone with a manger or someone important sometimes using wrong tone it makes the other person differently because when you sometimes it be something you are asking so you have to use the right tone that shows you have a question.


Communication channels
For example, you may prefer to use email as a medium to communicate strategic decisions. 
But what if this kind of information is easier to digest during face.

· Receive and send important messages

· Answer your team's questions in real time


· Prompt discussions that encourage teammates to communicate with each other

· Share materials like presentation files and important documents quickly


· Communication channels are typically classified as oral and written communications. Within these categories, communication channels can be formal, informal, or unofficial.



Communication channels can refer to the methods we use to communicate as well as the specific tools we use in the communication process. In this chapter we will define communication channels as a medium for communication, or the passage of information. In this chapter we will discuss the principal channels of communication, as well as the tools commonly used in professional communication.

Communication channels can be categorized into three principal channels:

 (1) verbal, (2) written, and (3) non-verbal. Each of these communications channels have different strengths and weaknesses, and oftentimes we can use more than one channel at the same time.
Most often when we think of communication, we might imagine two or more people speaking to each other. This is the largest aspect of verbal communication: speaking and listening. The source uses words to code the information and speaks to the receiver, who then decodes the words for understanding and meaning. One example of interference in this channel is choice of words.
its really important what words we use, that shows our mindset and they would get to know us.
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