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Introduction
Teamwork
Communication refers to receiving and sending useful information in different ways. Through effective communication, high-quality teamwork can be observed, which is defined as cooperation or mutual work between different members in the same workplace (West, 2012).
Importance of teamwork
[bookmark: _GoBack]Although an individual employee can complete his duties on his own, there will be situations where a team will be needed to complete complicated tasks. The value of teamwork promotes a positive environment that brings in loyalty and friendship among the employees and staff. Such appealing bonding motivated them to the worker even harder, cooperate, and thus, it quickly leads to the results of set objectives, thereby teamwork meets the goals of the organisation in a rapid way (Ghaferi and Dimick, 2016).
Moreover, cooperation in teamwork leads to different useful ideas and thoughts which can help the management in making prominent decisions regarding the progress of the entity. An effective teamwork atmosphere will bring in numerous solutions to the problems pertaining to an entity because sharing various viewpoints and ideas will make create effective decisions. Besides, teamwork is prominent in generating useful output through considering rapid feedback and various set of abilities which can be observed to assist the tasks given by the senior management (Hunziker et al., 2011).
Communication
As mentioned earlier, communication refers to receiving and sending useful information in different ways. The types of communication could vary from verbal, non-verbal written, or any sign used to indicate a message from one person to another refers to communication (Broadbent, 2013).
Importance of Communication
The use of effective communication in a workplace helps the management, executives and all employees to perform fundamental functions of the management, such as controlling operations, planning, and organizing them. If there be an absence of proper communication within an entity, managers and other employees will fail to understand the guidelines and instructions provided from the top management and things will adversely go in the opposite direction. Moreover, communication contributes towards motivation as it involves informing and clearing about the activities that the employees are required to do, which will make them ensure that their duties are in line with the objectives of the company (Castells, 2013).
Furthermore, communication is and will be the prominent source of conveying useful data whether from top to bottom management or vice versa, as it helps in the decision making the process and generating numerous course of steps to be taken by the administration. Additionally, through better communication, the workforce is more socialize with each other through which professional bonding is created, and in today's world, it is necessary to survive in the tiresome environment if an entity (Koester and Lustig, 2012).
Search Financial Services (SFS)
The organisation in which I am working is SFS. It is a private firm which offers financial plus non-financial services to various domestic as well as international clients regarding the preparation of the income statement reports, statement of balance sheet reports, and statement of cash flow. The company has more than a hundred clients ranging from small, medium to large enterprises. Majority of the clients exist in Germany and the United States, so there are various shifts of the employees to cope up and communicate with the clients' personnel on their local time. There are approximately more than fifty employees in the company because the organisation has recently been established for eight months, and the Human Resource (HR) department is still hiring new applicants. There are three owners in the company, four are the senior managers, ten are appointed as assistant managers, and more than fifty are hired as juniors and senior employees in the company.
The teamwork environment in the company has made the atmosphere and culture so much positive that each employee is comfortable with each of the personnel in the hierarchy, and due to that, every staff in the organisation is motivated to work for the goals of the entity. There is an open-door policy in the firm so that not even the junior staff feel uncomfortable in sharing his/her queries or concerns with the senior managers or executives, and this has not just created an effective communication system within SFS, but the firm also noted that the productivity outcomes had risen dramatically. The main motive for the improvement is because employees are freely conveying their concerns, ideas, and thoughts within the hierarchy. Also, the owners have decided that the sitting arrangement of every employee will be closed, and there will be no blockage in between so that communication is done ina convenient way (Lindlof and Taylor, 2017).
Communication Types
Communication does not only mean saying words from one person to another, but apart from that, communication can be done through other mediums also. For instance, written communication, verbal communication, and non-verbal or visual communication.
Written Communication
Written communication involves the exchanging of words through involving writing whether on a piece of paper, or in today’s world written communication is mostly done through technological means, such as text messages through smartphones, or email messages (Dansieh, 2011).
Verbal Communication
Verbal communication involves speaking of words through the mouth from one person to another (Lemonnier, 2016).
Non-Verbal or Visual Communication
Non-Verbal Communication is the opposite of verbal communication, which does not involve speaking of words and whether body signs, body language, expressions, or any gestures. Other forms of visual communication include pictures, colourful bar charts, or other similar types of presentation (Marcinowicz, 2010).
Verbal Communication at SFS
Verbal communication can be considered as the most efficient, friendly-user, easy, and convenient way of communicating and informing information from one person to another. Less energy is required, and there is no need to involve any resource to make the communication complicated, such as in written communication a user will need a piece of paper and pen, or for visual communication the user must know how to draw graphs and create pictures. At the workplace of SFS, verbal communication is highly utilized by the employees rather than non-verbal communication such as emails or text messages. The owners too mostly prefer to convey their instructions to senior managers by calling them in their rooms and communicate through words. Within the departments of finance, marketing, and HR, the majority of the employees prefer to use this kind of communication to share their thoughts, ideas, and recommendations.
Non-Verbal Communication at SFS
Non-verbal communication is the opposite of the verbal communication which comprises of not using any word through speaking; rather they are demonstrated through, for example, body signs, hand gestures, expressions, as well as body language. As mentioned earlier that most of the employees prefer to opt for verbal communication at SFS, however, HR mostly preferred to convey any creation or amendment in the policy through using emails or group messages on online applications, such as WhatsApp. Moreover, the use of bad hand gestures is severely not allowed in the organisation. Furthermore, if the owners had to announce any news or event within the entity, they do not opt for verbal communication but rather inform all the employees through emails or calls to their numbers.
Communication Theories
There are different types of conceptual communication models which clarify the human communication procedure. The communication models are prominent to clarify the principles and concepts of communication. However, there are chances it would ignore essential components associated with individuals (McQuail, and Windahl, 2015).
Shannon and Weaver Model of Communication
[image: Image result for Shannon and Weaver Model of]
Source: (GarthBox, 2012)
The Shannon Weaver Model of communication, also called the Mathematical theory of communication, shows the cycle of the communication process, which can be considered in any entity. The model assists the companies in determining how effortless actions of communication can lead to misunderstanding and mistakes within the cycle of communication. The model consists of eight factors, which are:
1. Source: The source is the sender party which creates the message and desires that the message originates received by the end destination.
2. Encoder: the encoder acts as a transmitter which works as the supporter of the sender and transforms the message into signals, such as a hand gesture can be transformed into an image, but not in a text format.
3. Message: the message is the original content that is transferred from one party to another.
4. Channel: This is the track through which the original message travels. Examples include radio, magazine, internet, and more.
5. Noise: External disturbances and noise pollution can cause hindrance in moving the message from the sender to its destination, such as an interference of music or loud voices in the background.
6. Decoder: the decoder transforms the signal interpretation into the message.
7. Receiver: The receiver is the destination to whom the sender has the plan to deliver the message to (Al-Fedaghi, 2012).
The below format shows the Shannon Weaver model in the company of SFS:
Info Source: Owner
Encoder: Emails or Calls
Noise: Disturbances from outside, such as traffic horns.
Destination: Managers and junior employees.
Berlo Model
[image: Image result for david berlo's model of communication]
Source: (Teneza-Sagabaen, 2014)
The following model was made by David Berlo, which is slightly similar to the model mentioned above. However, the model consists of a few changes which do not match the Shannon Weaver model. The model only includes source, message, channel and receiver and the cycle is majorly similarly to that of the Shannon Weaver Model. The sender and receiver both include five elements, which are communication skills, attitudes, knowledge, social system, culture (Turaga, 2016).
In the company of SFS, the employees and the management possess the finest quality communication skills which help them to deal with their domestic and foreign clients with effectiveness. There are instances that the senior executive sometime scolds to their junior staff for not performing the tasks at the required time, but still, the working environment is stable, and SFS possess knowledgeable and competent staff, and everyone appreciates the working culture.
Moreover, the message of any announcements or events is initially created by the company's directors, and then it is conveyed through the proper hierarchy in an efficient way. Also, the channel is the path through which the message travels through different mediums. In SFS, messages are mostly transferred from one party to another through verbal communication, and the second-best alternate channel is to use emails and phone calls to convey any announcements or change in policies. Also, meetings are held on a regular basis where presentations and charts are displayed to show the performance of the entity. Furthermore, the end receiver is the employees at the bottom of the hierarchy (Codier, 2015).
Schramm Model
[image: Image result for schramm model of communication]
Source: (Communication Theory, 2010)
The Schramm model of communication is a circular model in which the process of the communication revolves around in a circle. The model only involves two persons who are; the sender and the receiver. The model can be significantly considered in the company of SFS, where the directors and managers require quick responses regarding the queries of their local and foreign clients. The model involves that both the sender and receiver should possess the same qualification. As the company is related to providing financial services, the owners and all of the low-level employees possess the qualifications of accounting and finance, and so the model is greatly considered in having smooth communication from the top to bottom hierarchy (Blythe, 2010).
Conclusion
In conclusion, the assignment carefully showcases the studies of the prominence of teamwork, along with the types of communication and its importance too. Communication is and will be the prominent source of conveying useful data whether from top to bottom management or vice versa, as it helps in the decision making the process and generating numerous course of steps to be taken by the administration. Additionally, through better communication, the workforce is more socialize with each other through which professional bonding is created, and in today's world, it is necessary to survive in the tiresome environment if an entity.
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