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EFFECTIVE TEAM WORKING & COMMUNICATION



[bookmark: _Toc510713032]Introduction
A team working and effective communication style of an organization help them to achieve the milestone. In present time the world has been globalized, therefore strategies of the business communication. Effective communication opens versatile opportunities for business organizations, like increasing negotiation skills among workers (Boies et al. 2015). In this light, the report will be prepared in order to reflect on the past studies, a brief literature review on this specific subject has been discussed. Discussion of effective team working and it's verbal and non- verbal mode of communication have been portrayed here. Different communication theories have been mentioned here where which will effectively describe the standard method of communication required for effective team working. The aim of this study is to illustrate the procedures of an appropriate team working and which type of communication process need to be adopted for the betterment of the organization, will be rationally discussed.

A healthy and effective teamwork plays a fundamental role to make an organization run successfully (Martin and Ciurzynski, 2015). It ensures higher standards of quality products and happier peers ambiance. A Constant and eager effort should be undertaken to perform harmoniously. There can be precarious situations where it becomes problematic for the teams to sail through. However, this is a normal phenomenon and a good team should earnestly try to overcome such crisis. A good team performance relates to several key factors or pillars on which it stands (Gluyas,  2015). These factors are termed as ‘building blocks’ that aids in formulating a potential team. There are mainly 11 ‘building blocks’ namely, Clear objectives, balanced role, effective process, good communication, appropriate leadership, support and trust, openness and conflict, mutual cooperation, individual development, sound inter-group relations and regular review.

In this assignment I will be talking about my own experiences in the workplace. I will be using key examples that I have experienced at work that relate to this assignment and then I will conclude with how well effective communication impacts the workplace.
[bookmark: _Toc510713036]Verbal communication and its uses at the workplace:
As the literary term states, verbal communication defines the way of communication through words and is by far the most effective medium of communication. Words are the indispensable elements in case of verbal communication, individuals have been communicating in this way since time immemorial. Verbal communication can happen between individuals, groups even the mass. In terms of business services, verbal communication is used by business personnel to effectively and lucidly exchange information or updates (Galegher et al 2014). A fruitful deliverance of messages by business professionals results in sharing of ideas and directives for a team to follow. Every organization maintains a hierarchy in terms of communicating and expressing ideas. Therefore according to (Goetsch, 2014) effective verbal communication is crucial for a successful teamwork. There are several ways of verbal communication followed by professionals on the business front to pool in together an entire team to work. These previously mentioned communication modes are as follows: 
· Meetings
· Lectures and Presentations
· Workshops
· Conferences
· Simple Conversations
An example for verbal communication. Before the restaurant opens that I use to work for (Golden Curry) the manager would hold a meeting, in the meeting it would be discussed as to who is getting what job role for the evening. At the close of business another meeting would be held to discuss any issues that may have arrived. Depending on the success of the evening we would be congratulated & tips would be handed out to be shared amongst the staff. It was effective as everyone knew what to do, there was no excuses for anyone and no disagreements. The meeting at the end of the evening ensured everyone had fulfilled their tasks. This promotes effective team working in the workplace and allows employees to work in sync.
[bookmark: _Toc510713037]Non-verbal communication and its uses at the workplace: 
Just the way a powerful and constructive verbal communication is salient in terms of business processes and its functioning similarly non-verbal communication plays a major role in effectively carrying out an assignment. The simplest definition of Nonverbal communication is to communicate without using words. Instead of using words the sender uses other forms of nonverbal gestures like facial expressions, body language, eye contact, standing gait, handshakes etc (Boies, et al, 2015),. Positive nonverbal cues are extremely important in terms of building a positive team activity. A team comprises of several team members who are assigned to a particular project or job, so it becomes needful to have a healthy and comfortable team atmosphere for greater productivity. Both verbal and nonverbal communication is equally important to contribute to an exemplary team performance. Non-verbal gestures do affect what the receiver of the message comprehends from the message and depending on that, receiver’s instant reaction comes out. 

Non-verbal communication can be misinterpreted depending on the time of day (Morgan,2017)
For example, in one of my previous workplaces an online late-night email order can sometimes be miss read due to tiredness. Another example of misread written communication is the level of understanding between workers and the customers, dietary needs may not be fully understood. The level of English is not adequate in some cases. This can have harsh consequences on the effectiveness on teamwork as it disrupts the normal flow and tasks of another individual.

Models of communication used for the effective team working 
Shannon and Weaver model of communication
Shannon and Weaver model of communication is probably the oldest and the most lucid models of communication formulated in 1948 by Claude Elwood Shannon and Warren Weaver. (Ghaferi et al, 2016) It is essentially cited as the parent communication model, which has been dedicatedly followed till date. This model is the easiest and most understandable one. It has mainly six elements, namely sender, encoder, channel, decoder, receiver, and noise. According to this model, the sender creates the message and decides on the channel and the receiver too. The sender then decodes the message and selects the medium. The mediums of sending a message can be either verbal, nonverbal, written, through an electronic device as well. After the message is sent, the receiver decodes the message, understands it and shares the feedback. However, if the receiver is unable to receive the message successfully due to any disturbance that is termed as noise. Initially, when this model was made there were only five elements, a noise was added later (Butchibabu et al, 2016). Despite being the easiest and pioneer models it has few challenges too. This model mainly focuses on the sender more and the receiver less resulting in the triviality of the feedback. Also, this model is more appropriate in terms of two-way communication and not relating to groups or masses.
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(Source: Yi, 2016)

This theory can be applied to a prior workplace that am working in. When orders are being taken over the phone it is very noisy at busy periods, the order could possibly have some mistakes as it has happened, so it is always best to repeat the order to the customer ensuring it is correct. I ensure I always do this and apologise to the customer for the level of noise. Normally if it is a regular customer they would understand and accept the apology as they have experienced the busy nights when they have dined in. I have apologised to my colleagues as this can affect them if the order has been written differently to what has been ordered. As mentioned we have discussed amongst the workforce to ensure we repeat the order to resolve the noise problems.

Berlo’s communication model
David Berlo popularly knows Berlo’s communication model as Berlo’s SMCR model formulated in the year 1960. Berlo’s model of said to have been derived a bit form Shannon-weaver’s model of communication but in a more effective manner. This model has mainly four factors, the sender, message, channel, and receiver. According to this model, more emphasis is drawn on the sender and his/her attributes. The sender is the point of origin for the message hence a lot depends on the sender’s communication skills, behavioural attributes, knowledge and social beliefs, and stigmas. Similarly, the message that is being sent should be properly translated, structured and coded before it is sent. A lot of stress had been given to each every component of this communication to make it more effective and fruitful. Unlike the previous Shannon weaver model, this model lacks the concept of feedback from the receiver and any kind of obstacle in its operation (Martin, et al. 2015)
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An example of this theory is the use of nonverbal communication such as a bell to notify when food is ready. This example is taken from my live experience working at a restaurant (Golden Curry) The bell is sounded from the kitchen to inform employees and get a response. This however is a problem for me on many occasions, as I cannot hear the bell. That stops my effectiveness to work as a team player as I am not able to carry out my job role. It creates tension amongst colleagues as they might believe I am ignoring it.
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Belbin’s team performance model
(Source: Ghaferi and Dimick, 2016)

Practical application of previously mentioned theories on team working procedures
Shannon and Weaver model of communication will provide information about the process of message designing, which not just only covers the process of information dissemination processing but also denotes about the disruption of a message through the noise injunction.  Next the Berlo’s communication model assist the organization to take the proper decision regarding message designing policy. Belbin’s theory of team performance assists an organization to carry the team performance effectively.

[bookmark: _Toc510713039]Conclusion
In conclusion, it can be stated that the effective team performance and communication enables business organizations to carry their functional process effectively. Team working is necessary to complete the operation management and helpful for the organization to manage their tasks. A team working with motivation always gives positive feedback to the organization. For that purpose, team leader needs to adopt some strategies, which assist them to covey with their members. 
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