

 A REPORT ON EFFECTIVE TEAM WORKING AND COMMUNICATION


 Name of the Student: Maria Constantina Paduraru
ID Number: 1906232





Lecturer: Timothy Hopkins
Date: 6.01.2020



                                              Table of Contents
Introduction	4
Discussion	5
What are the different types of communication?	5
How communication can be made effective in a business organisation?	6
Relevant theories………………………………………………………………………………..7-8
Role of culture in communication…………………………………………………………………9
How does communication work between management and employees and to what purpose?	10
What are effective communication strategies such as KEYS, SOLER, 7Cs	11-12
Conclusion	13
Reference List	14-15
Appendices …………………………………………………………………………………..16-22



Executive Summary
Effective communication is essential for better performance of a business. It increases coordination and team bonding in organisation. There different types of communication methods  that are used at workplace for formal and informal communication. Technology and communication medium affects the quality of message and process of communication. It can be improved by maintaining proper channel and policies for communication.

[bookmark: _Toc28265847][bookmark: _Toc28268063]Introduction
Communication is a process of exchanging ideas and emotions through verbal and non-verbal methods. Organisations and workplace needs to maintain clear and effective communication channel for effective functioning of business. It is also important for understanding the needs of internal and external users of business. Different types of communication and ways to make it more effective will be mentioned in the report. Theories related to communication process will be elaborated in study. Role of culture in communication will also be given in the report. An individual assistant wig maker’s workplace experience will be taken as reference in the report.


      Discussion    
What are the different types of communication? 
There are two types of communication: verbal and non-verbal. Implication of both these methods of communication is explained below:
Verbal communication
This medium of communication needs the vocal skills to transfer the message from one person to other. According to Cooke et al. (2017), different types of voice modulations such as tone, content and language affects the process of communication. It is mostly use for informal communication among employees. Noise is a barrier for verbal communication. In the given case, a wig maker assistant communication with co-workers and customers both done by verbal method at workplace. It is easy to get feedback and less chance of miscommunication in this process. It is more reliable way of communication as more inter personal relationship developed in this process.
Non-Verbal communication
This medium uses the sign language and written texts to communicate with others. This is a formal way of communication and most of the businesses use this method at workplace to communicate. As commented by Oetzel (2017), non-verbal methods need communication channels such as smartphones and computers to transfer the messages. Error in these mediums can cause communication gap. Effectiveness of medium of communication is essential in non-verbal communication. In the wig making industry communication with suppliers and customers are done through emails. All formal communications are done through emails and text messages to keep the track of messages for records.


How communication can be made effective in a business organisation
Following are the ways to make communication effective:
Technology: There are new technologies such as social media and the employees to communicate use online applications. There should be proper education about the usage of these technical mediums of communication. As stated by Argyle (2017), many companies uses intra network for secured communication in organisation, the employees should be trained to use these technologies, as the misuse of these technologies can cause communication gap and damages for the process. At a wigmakers, workplace emails and online applications are used to communicate with clients and employees.
Clear Communication: There should be common channel for communication in organisation. Every employee and staff member should be aware of the prescribed communication process and follow the same. According to Schement (2017), the process should be simple and effective to maintain the quality of communication. In wig making industry common communication channel is maintained for all. Every employee uses emails to communicate within the organisation. It helps in understanding and storing the messages properly. There is also a rule to give feedback after each communication. Clear communication increases the team bonding and coordination among the team members.
Feedback Process: It is important to give feedback for messages to ensure proper communication. As commented by Duncan (2017), feedback also gives messengers confidence that messages are delivered and interpreted properly. It completes the loop of communication and gives the change to rectify communication gap by highlighting the issue. In context of wig maker, communication process at workplace completes with feedback.





Relevant theories 
Shannon and weaver Theory
Shannon and Weaver model of communication gives the idea about miscommunication through channel of communication. The theory has divided the communication process in seven sections. Communication starts with sender perceiving idea about message. Next step is encoding the message. Encoder is a device that converts the message into written or binary digits. Computers and telephones are the encoders for a message. Wig maker assistants use computers to communicate about work functions. Channel is the medium through that message is transmitted to receiver. According to Ozzie (2016), noise creates an obstacle for communication process. Decoders are the device same as encoding machines that translates the message in reading language for receiver. Receivers are the destination for a message. Receivers receive the message through decoding machines. Feedback is sent by the receiver to sender to close the loops of communication. Organisations follow the rule of sending feedback to maintain effective communication.
[image: ]
Figure 1: Shannon and weaver model of communication
(Source: Duncan, 2017)
Schramm and Berlo Theory
There are four components of Berlo’s model of communication. Sender is the person that starts the message. Communication skills, attitude and knowledge of senders affect the content and medium of messages. Message is the content that is sent by the sender. It can be verbal and non-verbal. Tones, language and structure of message affect the perception of receiver for the message. Channel is the medium of communication. Telephone, computer and other devices can be the medium for message transfer. Receiver is the person that receives the message. According to Hansen (2018), the theory explains that opinion and thinking pattern of receiver is aligned with the opinion of sender. The criticism about the theory suggests that different perceptions of sender and receiver can cause communication gap.
[image: ]
Figure 2: Berlo’s model of communication
(Source: Hansen, 2018)










     Role of culture in communication
Communication plays important role in performing operational activities of any organisation. Culture in communication refers to the complex accumulation of knowledge, attitudes, rules that create a link between the people working in a group (Bonvillain ,2019). People with different cultural background have different thoughts, concept, and notion about any particular things or agenda. Hence, they are acquainted with multiple ideologies within themselves. In communication these diversification of culture helps in sharing and developing the best out of multiple ideas. This further encourages the sharing of ideas. This helps in establishing better communication and efficiency in the workplace.
For instance, an individual working, as a wig maker assistant may have to deal with a number of colleagues coming from different cultural background. In this context, when working on a particular task of making wig for any client, they might share their thoughts and help each other. The same will help them to bring out the best quality with sharing each other’s strengths, further the same helps in achieving better communication ad bonding with each other (Crowley and Heyer, 2015). It is often seen that work environment is poor due to racism and inequality in the culture. This results in poor coordination and performance. Decent culture within a workplace helps in eradicating such practice ensuring better communication. Under this circumstance employees feel free to share their great customers relationship and the same is highly important for overall performance of the organisation also.







How does communication work between management and employees and to what purpose? 
Effective communication in the work place helps in creating great coordination between management and the employees that further acts in favour of establishing great reputation in the market.
Effective communication helps in providing a clear idea of the agenda of origination. As commented by Quirke (2017), the major reason associated with the same is that communication helps employees to understand the goal of the organisations. Therefore, it becomes easier for managers to manage the employees and guide them towards the goal. With a clear idea of what the organisation is willing to get helps employees to focus and plan their strategies accordingly. In case of a person working as wig maker assistant, communication in work place helps to understand the quality of the product, deadline of the production and overall other important aspects. The same helps the individual in working with better capability. The same further helps in better customers’ service.
On the other side, communication also helps in sharing ideas and creating team bonding and a great coordination among themselves. As stated by Henttonen et al. (2014), communication removes the barriers to sharing hence this refers that of the same employees feel home when they communication with each other. Feeling connected with each other helps in better work place environment ensuring better work place engagement. In the context of a concerned person, when in any difficulty the person can take help form the colleagues without being hesitated. The same further ensures better quality of work as well.







          Effective communication strategies such as KEYS, SOLER, 7Cs
SOLER stands for square, open, lean, eye contact and relaxes. Square refers to facing squarely while communication this shows the involvement in the process (ingredientsofoutliers.com, 2014). Open defines the posture of an individual that means no cross arms or legs during conversation. The communication process refers to more engaging when the listener leans forward to listen to the speaker. Finally, relaxing while talking or listening refers that the listeners is actually understanding and focusing the whole process of communication. In case of a person working in a wig shop as an assistant needs utilise the SOLAR strategy for better communication in work pace for both with the colleagues and the customers.
  [image: Image result for soler communication model"]
Figure 3: SOLER model
(Source: ingredientsofoutliers.com, 2014)
7Cs of Communication refers seven different factors that play important role in effective communication process such as clear, concise, concrete, correct, coherent, complete, and courteous. Clarity in the message refers helps the listeners to understand what the message in going to convey (scribd.com, 2019). Moreover, having clarity in the information becomes easier of that people to understand the same in very less time. Further, the message must be concise and as short as possible, this is because the shorter the message is the better it is for the listener to understand. Therefore, when, sharing any idea or information the individual must opt for short and compact wordiness that will helpful for the person in front. On the other side, concrete information refers to the whole message being particular and appropriate rather than vague and translucent. Therefore, for any individual concrete information is far better to understand than a fuzzy one. Coherency of the shared information refers to more effective one. The more logical and coherent the message of information is the better it is. In organisations context, when giving instruction the individual must be coherent so that the customers can understand the factors and guidelines better. 
A piece of complete information is better and productive than an incomplete one, hence, competency of information leads to better effectiveness (scribd.com, 2019). Therefore as a wig maker assistant,   must share complete information to the colleagues so that the manufacturing of products can be done efficiently. Courtesy of information shows the courage and respect of the sender towards to the listeners. This further helps in better outcomes in terms of the effectiveness of the communication process.
There are multiple keys of communication such as in any conversation knowing the message comes first. In order to indulge any communication knowing the topic plays an important role otherwise the process becomes ineffective. The next key of communication is to understand the message otherwise; the overall process of communication process would be unidirectional and meaningless. Therefore, for the concerned, he or she needs to understand the context of the topic that further will be helpful for better sharing of ideologies (informit.com, 2019). Another factor that causes unidirectional communication that is lack of proper feedback. For any organisation, that is serving people requires feedback from customers as well as the employees. This helps in better opportunity of improvement. Therefore, feedback sharing is also a part of effective communication strategy.


[bookmark: _Toc28265848][bookmark: _Toc28268064]Conclusion
Communication is the method of sharing opinion and emotions between two or more people. There are different types of communication such as voice, texts, body language and sign language. It plays crucial role in performance of business, as employees and management communicate with each other to share common goals and work together. Every organisation follows communication channel to maintain the confidentiality and quality of valuable information. Types of communication are explained in the report. Ways to develop effective communication is also mentioned in the study. Relevant theories related to communication are also explained. Wig maker assistant is taken as reference in the report.
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Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

= Tell her how you think this course would improve her skills and her relationship with her fellow
workers,
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Exercise2: COMMUNICATION: A CASE STUDY

, : oyee to
As you read their case, think about how you might help communicate with the eml’lﬂv\whenver
remedy the conflict. Answer the critical thinking questions at the end of the case and,

possible, say whose communication model is relevant.

BARRY AND HIS STAFE

supervising and

Barry is a 27-year old who is the manager of a restaurant. He is responsible for
o fri ears old to 55

managing all employees in the kitchen. Employees working there ran| g
i i . Fo )
years old. In addition, the employees come from varied cultural and ethnic rounds. For many,

English is not their primary language.

food safety issues
about food safety
and cleaning and

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with
in the kitchen, but he admits it’s not easy. Employees receive “on the job training”

basics (for example, appropriate hygiene and handwashing, time/temperature,

sanitizing). But with high turnover of employees, training is often hurried, and some new employees

are put right into the job without training if it is a busy day.

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around
and realized that he didn’t have a clean uniform. However, he managed to find one that was not
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially
after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat
on the work tops. They appeared to have been sitting at room temperature overnight. He called one
of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in
the fridge?”

The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get

his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:
ik What are the communication challenges and obstacles that Barry faces?
23 Which communication models can you use to explain Barry’s problems?
3. What solutions might Barry consider in addressing each of these challenges or obstacles?
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