









EFFECTIVE TEAMWORK AND COMMUNICATION



Executive summary
In the report, the discussion is focused on the effective teamwork and communication. The further discussion is the focus on the different models and theory of the communication and their role to improve the business functionality. The company Vodafone UK is focused to add value to the discussion mage upon the given topic. 
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[bookmark: _Toc503355395]Introduction 
Effective teamwork and communication play the significant role to maximize the productivity and bring improvement in the overall performance of the company. It can eliminate the cause of misunderstanding and negative feeling that exists in an organization. The aim of the study is to highlight the importance of effective teamwork and communication in an organization. Furthermore, it also helps to keep all the members of the organization united and motivate the members to work in a significant way. It builds the positive and healthy working environment where the representative feels free to work without any hesitation. In this report, the definition of the effective communication and the role it plays to improve the overall performance of the organization is discussed. Along with it the verbal and nonverbal communication and its type are also discussed. Different type of theories and models of the effective communication is also highlighted in the content of the report. In this report, the company Vodafone is forced to make more valuable discussion of the given topic (Goetsch and Davis, 2014). 
[bookmark: _Toc503355396]Effective communication 
The effective communication is the two ways process where one sends the message which is required to be conveyed and the other receive and understand the conveyed message. Both the verbal and nonverbal effective communication is vital and valuable for the organization to run smoothly. The success teamwork depends upon the extent to which employee is engaged in an effective communication is important. Faulty communication might lower the effective and efficient performance of the overall communication. Furthermore, it might also be the reason for misunderstanding and conflicts in an organization (Wong et al. 2016). 
Effective communication helps the employees to understand roles and responsibility more significantly. Furthermore, it also establishes the feelings of job satisfaction among the employees which reduces the threat of employee turnover in an organization. It maximizes the morality of the employees and they work for the company more sincerely to achieve the aims and objectives. The advantages which effective communication provides to an organization are:
· Improves identification
· Maximizes employee satisfaction
· Maximize customer satisfaction
· Increase productivity
[bookmark: _Toc503355397]Verbal and non-verbal communication along with example
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Figure 1: Types of communication
(Source: Thomson et al. 2015)
Verbal communication
The feeling and message are initiated in oral or spoken form in verbal communication.  The main components of the verbal communication are listening, speaking and so on. An example of verbal communication is saying "NO" when someone asks to do something and one does not want to do. It is important for an individual to use verbal communication within a workplace to reduce the cause of misunderstanding. Some of the other forms of the verbal communication are the interview, face to face conversation, meeting and so on. Verbal communication can be used to correct the wrong, which is important to avoid risk (Thomson et al. 2015).
Furthermore, it helps to clarify the misunderstanding and provides the missing and important information. It can also be used as a tool of persuasion. It brings an opportunity to build the healthy relationship, stimulate thoughts and creative and debate. It is less time consuming and more efficient. Through effective communication one can share ownership and can discuss the responsibility and issues related to confidential. It can also be used to negotiate and develop the creative and innovative ideas (Ghaferi and Dimick, 2016). 
Non-verbal communication
It is the exchange of invention using without exchanging words such as gesture, shaking hands, eye contact.  It is a wordless message, in gesture form, eye contact and facial expression. It reduces the cause of wrong interpretation and also helps to build the emotional relationship. In most of the organization, non-verbal communication is used in order to reduce the use of wrong interpretation. It is less cost consuming and more rigid. The place it is vital to maintaining silence, non-verbal communication also the pivotal role (Davis et al. 2014). 
Verbal and nonverbal communication practices will help Vodafone to bring smoothness in the working environment. It will also help to reduce the cause of misunderstanding and build the healthy and positive working environment. 
[bookmark: _Toc503355398]Different theories and models 
Group dynamic theories
In the workplace, it is important to choose the mode of communication which is significant and reduce the cause of misunderstanding and confusion. Furthermore, to convert the ethics message that is risk-free, the theory plays the identical role. Many of the organization implemented the group dynamic theory to initiate the right and ethical communication (Martin and Ciurzynski, 2015). 
Serve the customers with right and valid information is vital. Hence, by impalement in the group dynamic theory the company Vodafone can deal with the ethical communication issue and meet the satisfaction level of the customers by providing the right information (Galegher et al. 2014). 
Berlo's model of communication
The Berlo's model of communication emphasizes the person those are involved in the process of sending and receive the message. According to the model, it is important that message should be encoded and decoded properly. Furthermore, the communication skill of both the sender and receiver must be at its best. The model also takes the emotional aspect of the message into consideration. The four component of the model is SMCR (Gharaveis et al. 2017).
Source: It is the origin of the message also known as encoder, sender or speaker. Factor that affects the source is communication skill, attitude and knowledge.
Message: It is the idea, though, opinion and emotion that are covered by the encoder or sender. Factor that affects the Message is content, element, treatment and structure. 
Channel: It is the source through which the message is delivered from the source to the receiver. Factors that affect the channel are hearing, seeing, touching. 
Receiver: Is the final step of the entire communication process, where they receive, receives the message, analysis it, understand and effectively interprets the send message. The terms are also denoted as listener, audience or the decoder. Factor that affects the receiver or decoder is communication skill (Hunningher et al. 2015). 
The disadvantages of the model are it doesn't involve the barriers to the communication and also does not mention communication interference (McNaughton, 2015). 
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Figure 2: Berlo's model of communication
(Source: McNaughton, 2015)
Schramm's model of communication
According to this model, one of the important factors of the effective communication is encoding and decoding of the message. For the organization is it important to focus on the two elements more identical to bring value to the communication made.  Through this model, one can effectively understand that the message which is sent is important and meaningful. The model also states that the process of communication is ongoing. Furthermore, the information which is conveyed is of no use undress and unit it is appropriate to put into words before conveying. The encoding is one of the significant processes as it covers the thoughts into the valuable message (Arora et al. 2015). 
The process of communication is incomplete it the sender does not recover the effective feedback from the decoder after receiving the message. Hence it can be said that buy simple, meeting the model the Vodafone will get the significant opportunity to make the process of communication complete. It will reduce the cause of miscommunication and the feedback from the decoder will help to understand that the message convey was relevant. The different complemented of the model are:
· Sender
· Encoder
· Decoder
· Interpreter
· Receiver
· Message
· Feedback
· Medium
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Figure 3: Schramm's model of communication
(Source: McQuail and Windahl, 2015 )
Shannon and weaver models of communication
According to the model, the sender of the message encodes the message and send it the receive by using the effective technological channel like the telephone.  The message is converted into coffee that is understandable by the channel used and thus the message is transformed into code through a medium. It is important for the receiver to decode the message before interpreting it. The medium might cause some noise and often receive does not have the knowledge to decode the message and might cause the problem in the communication process. Encoding is one of the critical parts, therefore, it is important for the server to choose the appropriate challenge to convert the information into code (McQuail and Windahl, 2015). 
In the workplace, one can get the effective feedback from their targeted audience by using this model.  One of the most renowned companies Vodafone can use the model of communication. By implementing the effective communication tool the message can be sent to the receiver. The advantages of the model; is it keep the information sector from the outside. Thus, it also has the disadvantage as if they receive does not have the relevant skill to convey the code into information than it might be the critical situation (Watson and Hill, 2015). 
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Figure 4: Shannon and weaver models of communication
(Source: Sapienza et al. 2015)
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The sustainability of the organization depends upon the scale of profit earned, the level of productivity, the market challenges its experiences and the mode of communication used within an organization. The effective communication brings the wide range of positive outcome and opportunity for the organization. By practising the strong and effective communication in each and every level of the department, the company can maximize its profit and productivity (Sapienza et al. 2015).
Furthermore, it helps to build the strong relationship bonds with the customers and other stakeholders. The productivity level of the organization can be improved by implementing the different agendas of the effective communication. Through communication one can motivate the employees to work more identical to achieve the objectives of the business. It also hinders some of the hidden talents and skill, which plays the vital role to bring innovation in the work process. Working in teams requires effective communication through which the member can exchange their ideas and thought which are valuable’s to maximize the organizational performance. For the excellent result and the good performance if the employees it is important to implement the strategy of effective communication in an organization. By effective communication, one can have the control over the performance of the employees which might hamper the organizational reputation. Hence, it can be said that the effective communication strategy implemented by the Vodafone UK, help them to experience the dramatic positive impact upon their customers. In the group the stagy can be planned to meet the objective, creates the meaning schedule and effective delegates. In addition to it, in the written form of communication, the strategy must be planned in order to improve the expression, syntax and function error, grammar and presentation format (Finne et al. 2017). 
[bookmark: _Toc503355400]Advantages of effective communication in the workplace 
The decision can be taken rapidly without any misunderstanding, and the problems can be handles at an initial stage with the relevant solution. Communicating with the audience by using the visual and electronic source helps to initiate in the relevant time and reduces misunderstanding. Any of the department cannot be successful if they do not get the support from the other department. Hence the support can be provided by the effective communication, where the information is exchanges and problems are discussed. Lack of effective communication generates the different type of issues in the workplace. If they are not addressing at the initial stage, solving them in future might get complex, time-consuming and it will add extra cost. Therefore, it can be said that the success of the organization is somewhere linked with the effective communication. Furthermore, it can be said that for the maximization of the success and for the long-sustainability it is important for the Vodafone to conduct the effective communication (Kullu et al. 2017). 
[bookmark: _Toc503355401]Conclusion 
In the above report, the advantages and the role of effective communication are been discussed. It plays the significant role to maximize the productivity and overall performance of the organization.  Without communication, one cannot achieve the success in the long run and thus it will also be the reason for conflict and misunderstanding. The models and theories discussed above plays the identical told to bring alignment and smoothness in the organization. Furthermore, in a complex situation the implementation of the model with help to deal with it more appropriately. At the end, it can be said that the effective communication will helps Vodafone to deal with the ethical issue and customer’s satisfaction. 
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