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[bookmark: _Toc39083104]Abstract

There are several factors to consider while doing any project or assignment, especially in the team. Teamwork and effort are equally important for any project that can be completed successfully. Several factors of teamwork and strategies need to be considered earlier when a project is aimed to start. What are the communications media to be used, what elements of a high performing team should be there to be successful need to be figured out? Why communication is important in a team and what are the skills required for performing the very best in the team need to understand. There are communication theories, models, etc that need to apply while doing any assignment or project. There is a written format for maintaining communication with other parties while doing any project that should be followed.
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It is always better to work in a team rather than working individually. When combined efforts are given in a team many problems can be solved. To manage teams effectively there are many elements and tactics that need to be followed. Proper guidelines for the assigned task should be given to each teammate. Effective communication is also very important because without proper information team members do not work well.
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Teamwork refers to formal group work where a number of people work closely for achieving common goals. Team effort is important for solving any particular issue. When team members work together towards a common goal, they brainstorm from different perspectives that can lead to finding the better way to achieve the ultimate goals. If we look into any sports team, classroom team or team at the workplace all are working together to reach into a common goal that should be accomplished at a certain time. There are different methods and skills that are required to manage a good team. But all teamwork is not good rather effective teamwork can bring success. To deal with a team communication plays a vital role there. If there are members in the team but they are not good at communication then they do not create any value to reach into the goals. Each team member must have personal and professional communication skills otherwise ultimate objective will not be fulfilled. To conduct every task communication plays an important role.

The necessity for teamwork can't be denied especially when any particular project requires cooperation from all sides. To make teamwork effective there are several elements. These are as follows:-
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There is a model developed by Patrick Lancing where it is shown that the absence of five elements can ruin the ultimate goals of a team.
Lead by example: To run a team properly it is important to demonstrate the communication way and how to work for producing better results. As a team leader, it should be done to get the same type of activities from all members.
Building Trust and respect: There should be such an environment where both leaders and teammates can trust each other. Leaders should take the necessary steps to build up trust among all members so that they can respect everyone in the team.
Be Social: There is an opportunity to be social among the teammates which are very important. Leaders should encourage every mate to be social by giving each member time either passing time at a coffee shop or tea stall. It will help build the understanding level among all members.
Open discussion: The environment should be friendly so that every teammate can participate to share the ideas with others. All leaders should encourage all mates to give their opinions that can make everyone feel honored. This will help every teammate to take accountability.
Specific role and responsibility: Roles and responsibilities should be specific and clear so that every teammate can know what they should do next.
Set the goal: Every member needs to know for what is the ultimate goal of doing the project. Measurable goals should be set and there should be a specific deadline for completing each task.
Appreciation of work: When any teammate performs well, he or she should be praised with rewards. This will motivate everyone to give their full efforts for reaching the goal.
 Conflict minimize: When any conflict arises in the middle of work in between teammates then how the problems will be solved this should be defined earlier.
Feedback: Giving feedback for individual performance among team is important. It helps to perform better than before. (Calipercorp, 2020)
Commitment to process and accountability: Every teammate should be aware of the process by which assigned tasks will be completed and as a manager for the assigned project he or she should discuss with others before taking any decision. This will help to create more accountability among the teams.

[bookmark: _Toc39083107]How to manage teamwork effectively:
It is not easy to manage teamwork easily rather constant efforts from leaders can make it happen. Below the steps that must be considered for ensuring effective teamwork at workplace or class:-
· Clear Objective: Here clear goals need to be set with the assigned task. There should be a specific deadline to complete one task.
· Ground rule setting: Meeting should conduct on time every day and if anyone misses it will consume more time to share the ideas discussed in the meeting. So, as a matter of urgency, there should be some ground rules if anyone delays in participating in any meeting. For example, the teammate who delays will give a treat for coffee to all mates as a punishment.
· Proper communication: Team leaders should communicate with other teammates constantly and need to make understand everyone with a clear mind so that everyone can know what they are going to do.
· Agree on goals: Every teammate works properly when they get the opportunity to participate in the goal-setting process. Goals should be set by taking the consent of other teammates. 
· Clarification: Team leaders should make a clarification for each decision or plan is taken. It helps to understand other mates in the group what is the reason for doing this task or not.
· Meeting minutes: When any meeting is conducted over online or face to face meetings among teammates then the meeting outcomes or action should be listed down. It helps to take follow up for each action item.
· Follow up: There should have followed up for every task and after a certain time how much progress occurs need to be analyzed. Each of the teammates should get meet the deadline for completing the task when there is any particular assignment given under a group.
Following all the steps can ensure to improve teamwork effectively in any workplace.
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Communication is basically the act to transfer information from one place to another, person to another, or group. When the interaction is done from one individual to another then it is considered as team communication. Communication can be made either verbally or by email, even by body language can be a part of communication. 
For making communication below parts must be there:-
· Sender
· Message
· Recipient
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From our many class exercises or activities, we are already aware of the importance of communication because it has been emphasized several times that without proper communication goals can't be achieved. To attain goals proper communication skills should be there among teammates otherwise project will not be accomplished successfully at the end.
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While working in a team there must be a positive and negative experience that can impact the project work. There are many examples of failing in accomplishing the projects that were set to complete especially at the workplace or at college. It happens because all the teammates do not participate in the group or teamwork. Only a few members do the project actively and rests do not participate because either they are not aware of communication or they have a lack of communication skills.
To create good communication among teammates there should be a healthy relationship over there. So, creating such a model of a healthy relationship between all team members can play a vital role. For example, leaders of Toyota Motor Corporation (TMC) always shares the success story of them is their teamwork. According to them, "Making customers happy is directly linked to how well they work together as a team".
The famous American businessman, Ray Kroc, said, 'No one of us is more important than the rest of us.' Teamwork and effective communication are difficult for some cases but when there is no bonding among the team and good communication is also missing then there is no way to get success. (Samewave, 2020)
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Communication is important for various reasons. These are as follows:-
· Improving employee engagement: As per Ragan's research which is conducted on the employee, engagement leaders should be more communicative because they can ensure internal communication among teammates.
· Improves knowledge sharing: when one teammate communicates with another it definitely improves the capability of knowledge.
· Building trust: When proper communication is maintained between teams then there is an opportunity to develop trust among them and it can help to attain their goals easily.
· Achieve the goals: after setting the goals there should be a lot of discussion among the teammates. Here everything should be communicated properly so that goals can be achieved finally.
[bookmark: _Toc39083111]Understand the skills for communication:

Without proper communication, nothing can be done more perfectly. Good communication skills can help to make others understand information perfectly. Those who have strong skills in communication are the most successful ones. In 2016 a survey was conducted in the USA by LinkedIn where communication is ranked as one of the best soft skills a person or employee should have.
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From the LinkedIn survey, we can easily understand how important it is to have communication skills, and teamwork also plays an important role at the same time. (Corporate Finance Institute, 2020)
Interpersonal communication skills need to be developed in all aspects to become successful. To communicate effectively there are some pointers that should get a high priority for skills development. These are as follows:-
· Active Listener: To make others listen as a team leader he should actively listen what other members are sharing.
· Concise Message: It is better to convey the message shortly but it has to be clear to others so that everyone can understand.
· Body Language: To be a good communicator body language plays a vital role. While delivering any speech it is better to maintain proper eye contact with the audience, use proper voice tone that can make others feel comfortable at what is being shared.
· Be Confident: At the time of communication, the presenter should be confident about what he is saying. His attitude must represent something that can convince others to listen to what he is saying.
· Problem Solver & decision maker: There might be a lot of problems while working for any project in teams. But the team can give a solution to many problems and based on that the right decision can be made.
· Respectful: While communicating with all teammates everyone should get priority and as a good communicator let others give the opportunity to share their opinion. Everyone should get respect to make communication successful.
· Presentable: Being presentable is not so easy but it is one of the important skills that have to be there for being a good communicator.
· Correct medium use: There are different forms that can be used for communication but to be well communicator capability to use the right medium is important. For example, teachers use email when they assign assignments for students. But when the promotion letter needs to be handed over to the employee then the proper form of communication should be face to face meetings.
In the class activities, these are skills emphasized for communication.
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There is a chance of arising conflict while maintaining communication among teams. Below are the common types of conflicts that may arise:- 
· Wrong Information Pass: In teamwork, some members can't give the actual information that can make a lot of confusion. Giving wrong information will increase conflicts among the team. 
· Communication Gap: When members of teamwork without maintaining proper communication then there is a chance to use deviated data or results. It might happen because one can work on different data whereas another teammate is not aware of it.   
· Lack of response: In some cases, there are teammates who do not respond properly. This might create conflict among the team.
· Communication Style: Due to different communication styles such as email, face to face meeting teammates get confused.
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There are some theories that need to be applied when doing any teamwork. Information relevant to theories needs to be communicated among team members.
· Critical Theory: Critical theory emphasizes an explanation of constraint communication. According to this theory, it considers the social and political discourse realization as normative integrations and it might help to defend norms that can create problems. (F. Christian, 2016) As per this theory by using the internet platform social network can be developed.
· Information Theory: As per this theory all information should be passed to the team members and it has to be proper without any miscommunication.
· Diffusion Theory: This theory analyses how social members interact with new ideas that one teammate creates. Mass media and interpersonal communication channels are used for sharing ideas. (Investopedia, 2020)
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· Groupware Theory: With the help of groupware system team members can easily connect with them, discuss and share their ideas about project progress.
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There are models of communication that play a vital role in any organization or teamwork. These are as follows:-
· Linear model of communication
· Transactional model of communication
· Interactive model of communication
Linear Model: This is a very simple model where no feedback can be given except for receiving the information.
There are various types of linear models. These are as follows:-
· Lasswell Model:- Harold Lass well who is American scientists and communication theorists made this model where he describes acts of communication such as who said what, in which channel it was said and for whom it was said. Finally, what is the effect of saying is described in this model.
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· Aristotle’s Model: - Aristotle developed the model of communication where he emphasized the speaker who delivers his speech to the audience and it is a one-way communication only. (Business Topia, 2020)
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· Shannon Weaver Model: - An American mathematician Shannon developed the model which is called as Shannon Weaver Model of communication. To maintain effective communication between the sender and receiver this model is developed. There is a noise that can work as a barrier to this process. Here information source, transmitters, channel, decoding, and destination are used. (Communication Theory, 2020)
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· Berlo’s S-M-C-R Model: - Source, message, channel, and receiver are the elements of this model. Each of the elements has more factors that finally decode the information to the receiver. (Communication Theory, 2020)
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Transactional Model: Nonverbal feedbacks such as gestures, body language is used in this model. Here both sender and receiver play an important role and communicate. To demonstrate social reality, culture orientation, etc this theory is needed.
Interactive Model: There is a similarity between the transactional and interactive models as both maintain two-way communications among teams. Internet is the ultimate platform that is used for video sharing, news, etc. 
[bookmark: _Toc39083115]Written communication format

Various formats are used for communication in business activities or classroom activities. These are as follows:-
· Business letter: The business letter is a part of any business industry. To communicate different business-related internal and external users, the company can easily do their job through a business letter. The business letter should be followed by an easy and simple pattern that the users can understand the given instructions. It helps to understand what is required to do in order to continue the business.
· Email: Another communication option is an email which is widely used in recently. Every business area or section must have to use this for proper communication. Without communication, we cannot go a single moment. In this business industry, it is impossible to do anything without communication. Email is the best digital option for communicating with others. A large number of information can be delivered through an email within a moment. It saves time and also reduces the workload of the business section. Sometimes, it may create a situation that the company has to make planning immediately. While working in a team it is important to maintain communication and email can play a vital role here.  
· Business Proposal: The business proposal is a formal communication with the buyer from the seller in order to request the buyers for getting the product or service. There is detailed information about why they should get the product or service. What could be the pricing policy, whether there is any problem statement or not etc? (Venngage, 2020)
· Case Study Analysis: To solve many business-related issues case study is done among teammates. A case study is important for students also when they have given any case to solve. Each teammate can be given separate tasks under the case study. There is a teamwork checklist that needs to be properly followed. In this checklist, whether everyone is doing the given task properly or not can be observed. 
· A case study was conducted on development and performance in Volvo. This is mainly conducted to justify how teamwork affects the performance of the organization. The team that is involved in the production area is very much dedicated. Teams were given targets on a weekly basis that they might achieve. Team meetings were conducted on a weekly basis at VOLVO. (Researchgate, 2020)


There were 37 teams divided to evaluate how well they perform individually as well as in a team. It is found that high performing teams have more skills in communication, they manage weekly meetings, used proper communication format, well aware of minimizing conflicts.

	Comparison of factors (37 Team)

	 
	Present
	Not Present
	Remarks

	Accountability
	28 Team
	9 Team
	 

	Commitment
	25 Team
	12 Team
	 

	Trust
	32 Team
	5 Team
	 

	Follow up
	28 Team
	9 Team
	 

	Active Listener
	30 Team
	7 Team
	 

	Confident
	35 Team
	2 Team
	 

	Respectful
	35 Team
	2 Team
	 

	Conflict minimize
	30 Team
	7 Team
	 

	Aware of communication theory
	25 Team
	12 Team
	 

	Aware of communication model
	29 Team
	8 Team
	 

	Email/Meeting
	37 Team
	0 Team
	 

	Problem Solver
	31 Team
	6 Team
	 

	Total 
	365 Team
	79 Team
	 



If we look into the table then we can see almost 30.40 Teams have all the factors related to teamwork and communication. On the other hand, only 6.58 Teams have a scarcity of these factors out of a total of 37 teams in VOLVO. So, we can know how important it is to manage effective teamwork and communication.
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Few recommendations for effective teamwork and communication are as follows:-
· Team bonding should be present always.
· Sufficient time should be given for each project.
· Allow everyone to participate in discussions.
· Consider every idea as valuable etc.





[bookmark: _Toc509781021][bookmark: _Toc39083117]Conclusion
To manage team, work effectively and efficiently there is no other alternative than maintaining proper communication. Behind every success story in the corporate world, school, and college projects there is a team effort. Depending on the team activity ultimate goals can be achieved. There are many projects that never see the light of success due to an ineffective team. So, it is better to create such a team that has proper skills in communication and can really work well for the company.
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Each member should complete this checklist. You will need time to reflect in order to make this a
worthwhile exercise. You should complete this exercise reasonably regularly in order to monitor
and improve how effectively your group is working

1. Answer each question regarding your own performance in the group.

2. Answer each question regarding the rest of the group.

3. Get together with your whole group and discuss where you think any problems are arising

Discuss what you are going to do to overcome these problems.
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