Student Name: Ana Choudhury
Student Number: 1713068
Module title: Effective Team Working and Communication
Assignment title: Effective Team Working and Communication 
Lectures Name: Dr Conwen Gregory 































Contents

Introduction￼	4
Findings￼	4
Analysis￼	8
Recommendation￼	9
Conclusion￼	10














[bookmark: _Toc522354908] 


 Introduction 
Workplace communication is the centralized factor responsible for developing a successful organization. In that case availability of a communicative atmosphere is highly recommendable in order to carry out the modification is a smooth and effective manner. In this report, I have mentioned an analysis of my personal understanding for effectiveness of a sound communicative atmosphere that is developed through my individual experiences. Several theories and models are also provided in this report that reflects the importance of factors such as group dynamics, teamwork and workplace communication. In the later parts of this report, a set of appropriate recommendations are also made that signify the ways and prospects for successful application of communication in an effective workplace.     
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Findings   
The most common communication problem in a workplace is lack of vital information. Most of the information regarding work are now transferred digitally and due to interpretation and proper conveyance becomes problematic. Many of the queries are not solved within time and this affects the efficiency of the workplace. In and digital some of the employees belonging to the higher hierarchy have poor communication skills (Jarlbrink & Snickars, 2017, p.1230). The employees are unable to properly convey the information or explain some work to their subordinates due to which vital points regarding a venture is missed out. In addition, the employees are not able to convey their problems and shortcomings faced in the workplace due to lack of communication system. This leads to disorganized workplace and gives rise to several issues. 
An effective team working is a major necessity in order to deal with the growing possibilities of organisational approach. It is largely accepted fact that team working is a more effective way to deal with a situation in comparison to individual approach (Luthans and Doh, 2018, p.78). Team working is a combination of different approaches that are all put together for a better concluding result. Some of the most effective strategies for effective team working are:

· Fixing team members
· Peer developmental evaluations
· Development of shared expectations
· Free communicative flow throughout the team
· Uniqueness of each team member
· Clarification in terms of accountability and responsibility
· Rewarding and priority based team 

Application of these strategies implicates several aspects that are related to the development of communicative aspects in order to enhance individual contributions in a team. According to the views of Housley (2017, p.36), every crucial aspect related to the development of a team is largely associated with application of organising, decision making and planning on a combined level.  
Increased productivity and efficient operation are some of the most important aspects that are related to integration of communication skills in a workplace. According to the views of Keville et al. (2017, p.59), an effective communicative aspect initiates a segment of individual as well as organisational development through mutual cooperation and support. Therefor digital has a communication chain. I have experienced that the availability of a perfect coordination both upward and downward throughout communication chain is very helpful for workplace orientation and task completion. It helps in improving the commitment as well as morale of each of the individual performer related with this communication chain. The range of communication skill is a very wide concept. At digital, I have experienced some aspects that influence coordination and development at workplace (And.digital.com, 2018).
Some of the most effective communication skills that I have come across in order to integrate success within the workplace are:

· Active listening
· Nonverbal form of communication
· Questioning
· Clarifying and summarizing objectives
· Empathy 
· Feedback 
· Trust development    





Figure 1: Different communication skills
(Source: Keville et al. 2017, p.60)
A proper coordination of these skills has a major impact over the development of sustainable and efficient workplace. I have practiced these skills and have succeeded in developing a better communicative approach.    
A major theory related to group dynamics is the balance theory. According to this theory, the dynamics of a group is largely associated with the attraction factor which is developed on the basis of similar attitude and common goals and objectives. For example, I had a team which was aligned to similar goals and operational objective as me and thus we were always able to coordinate with each other. According to the views of Jackson et al. (2014, p.14), development of a relationship inside a group is in a larger extent is dependent on a symmetrically balanced attraction and common attitude. Availability of common objectified vision and approach is largely required in order to enhance the formation or survival of any group. These aspects that are related to development of major objectified approaches which reflect some of the most influential objectives and goals like lifestyle, religion, authority, work, politics and economic values. This theory of balance suggests a reflective nature that is related to the development of team spirit and association among different aspects of an organisation (Fujimori et al. 2014, p.2169). In addition to this, availability of similar thinking group initiates a much wider scope for self development of the individuals. (Refer to appendix)                 
Team stages model is one of the most influencing and widely used teamwork theories. It is also known as Tuckman’s stages of group development. Group relationships and task focus are some of the most important parts of this theory. According to the views of Burt et al. (2017, p.332), a performance index development is largely associated with the building of major relationships in order to perform some of commonly specified tasks. The whole process of relationship development and task completion is based over four different stages which are described as forming, storming, norming and performing. Forming reflects the initial phases of team development in order to facilitate the gelling up of individuals. In the storming stage, individual are treated as a part of the team. A challenging nature is also developed during this phase of the theory. Conflicts and confrontation are two major qualities that are also encountered during this stage of team building process (Levi, 2015, p.52). 
In order to facilitate an effective developmental aspects that is related to the effective communication in a workplace, use of Maslow’s hierarchy of needs is very relevant. I have come across the fact that majority of the work that is related to a project or workplace is highly influenced by the use of effective measures for communication. In order to have an effective communication availability of appropriate knowledge of respective subject is very important. This initiates the need based on aspect of communication between different fragments of an organisation. This theory reflects the need and importance of adequate psychology, educational and social understanding in order to participate and enhance the communication process. According to the views of Gilson et al. (2015, p.1316), a need based communicative aspect reflects the development of individuals as well as the team. Communication in workplace is a major advantage as it simplifies the development as well as efficiency related to tasks. In addition to this, communication also improves the decision making and self-analysing possibilities that are related to the individuals.         
[bookmark: _Toc522353665]The Shannon-Weaver model is an effective communication model used for increasing the efficiency of communication. This theory was developed by Norbert Wiener, in the times when primitive methods of communication were used. Additions were made by Shannon, who considered information entropy as a yardstick to measure the uncertainty in a message which later came to be known as Information theory. The main purpose of the model was to conduct effective communication. The main hurdle in efficient transmission of the message is presence of ‘Noise’.  The model minimizes noise so that proper message is transmitted (Sabaghian et al. 2015, p.252). The various components of the model include, Source, message, encode and decode. The message is converted into binary data which makes it easy to transmit through cables and satellites. The binary data is decoded by using reverse coding of the encoder. The message is is converted into digital or voice form by the receiver. This is widely used in telephones where voice messages are converted in the form of wave signals. The message is conveyed through cables. This model is effective by the fact that communication is not limited in a one way process unlike radio and television. 
[bookmark: _Toc522354910][bookmark: _Toc522353666]Analysis 
Communication has a major impact over a workplace as any workplace is associated with majority of its operations done with the help of different methods of communication. According to the views of Karanges et al. (2015, p.130), communication is the key to develop a workplace environment that is perfectly aligned with progressive results. At digital, I have observed that the organization provided ample opportunities for the employees to interact and have a similar communicative understanding related to the achievement of individual as well as organizational goals. In addition to this, the organization clearly relates with the organization and conduction of events and gets together sessions in order to enhance the communication prospect among the employees. At digital, there are several aspects that are related to the understanding and association of understanding through communicative prospects among employees and employers. This helps in development of a major value-based relationship between entire organizational frameworks. Sector of communication development at digital also reflects different strategies that are important in order to enhance the effectiveness of team working skills that are integral to workplace success. I think that the availability of honest and effective communication has helped the organization to build its reputation at this point of development. It has also enhanced the attendance factor as the employees are more enthused to communicate and the workplace is treated as a fun place to interact with colleagues.          
Using the Shannon Weaver theory, better communication plan can be implemented in the workplace of AND digital. Like the given model the communication should be a two way process. Every problem faced by the employee should be conveyed to the higher authorities on a weekly basis (Hirsch, 2016, p.70). Simultaneously, the decisions taken and any changes regarding policies and the business ventures have to be conveyed directly to the employees to maintain transparency. The company should focus more on verbal communication rather than digital means such as emails or notifications through SMS as this will increase the communication. The employees can report the grievances and any work related problems verbally and directly to the authorities by directly calling them. 
At digital, one of the most influential aspects that I have come across relates with the development of effective communicative strategies that are related to proper association among different teammates. According to the views of Merckaert et al. (2015, p.903), acceptance of major communicative strategies affects the overall orientation of an organisation and thus its relative productivity. The relational aspects related to communicative strategies are largely associated with the development of work orientation and relatable results. Some of the most important communication strategies that are related to the development of an effective teamwork are:
· Arising the right question
· Commitment
· Collaboration
· Communication 
· Cooperation 

Availability of these strategies enhances the developmental aspects and team yield related to an organisation. In the present context where there is a major need of team spirit and relatable goal achievement possibilities availability of strategy based communication is highly required. Application of these strategies in the basic framework of an organisation relates with the development of a full focussed and trust oriented team. It helps in building long relationships that are considered as an essential part of an organisation these days (Martin and Ciurzynski, 2015, p.486).      
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Recommendations
 Some of the major recommendations that can be implemented in order to enhance the              communicative aspects of organisations in team building and development are:
· Development of an open door policy where anyone is free to put their thoughts within an organisation in order to enhance the communicative and decision making possibilities of the team. 
· Encouragement of a two way feedback process where each and every segment of the team is reasonably answerable to each other.
· Development of clarity in different roles and responsibilities in order to diversify the method and skills requirement of the task completion process.
· Team spirit building, as it is the only way to combine different efforts and possibilities of a team
· Providing adequate training in the areas that relate with the development of reasonable communicative strategy implementation throughout the organisational framework.   
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According to this report on effective communication at workplaces, an analysis and understanding has been developed in order to deal with the respective problems in the process of development of an environment that is relatively based on my personal understanding and experiences. A major conclusion that can be drawn from this report relates with the introduction and development of an effective mode of communication channel developed by employers in order to enhance their interactive approach with employees. The aspects mentioned in this report are largely focused with areas that are largely influenced by ineffective use of the communicative aspects like implementation of respective changes in an organizational framework of operation.   Every possible area, which relates to the communicative and associating aspect in an enterprise are covered based on the understanding developed through various sources and performing group assignments. Later in the report some important theories relevant to the topic are also discussed which cover majorly important areas like group dynamics, teamwork and workplace communication. The report also suggests major recommendations that are related to the development of appropriate strategies for communicative development of a workplace.     



[bookmark: _Toc522353670]Reference list:
And.digital.com (2018), Remarkable things happen when you have remarkable people... Accessed on: 14 August 2018, Accessed from https://and.digital/about/people/ Burt, J., Abel, G., Elliott, M.N., Elmore, N., Newbould, J., Davey, A., Llanwarne, N., Maramba, I., Paddison, C., Campbell, J. and Roland, M., (2018). The Evaluation of Physicians’ Communication Skills From Multiple Perspectives. The Annals of Family Medicine, 16(4), pp.330-337.
Fujimori, M., Shirai, Y., Asai, M., Kubota, K., Katsumata, N. and Uchitomi, Y., (2014). Effect of communication skills training program for oncologists based on patient preferences for communication when receiving bad news: a randomized controlled trial. Journal of clinical oncology, 32(20), pp.2166-2172.
Gilson, L.L., Maynard, M.T., Jones Young, N.C., Vartiainen, M. and Hakonen, M., (2015). Virtual teams research: 10 years, 10 themes, and 10 opportunities. Journal of Management, 41(5), pp.1313-1337.
Hirsch, T., 2016. Surreptitious Communication Design. Design Issues, 32(2), pp.64-77.
Housley, W., (2017). Interaction in multidisciplinary teams. Routledge.
Jackson, D., Sibson, R. and Riebe, L., (2014). Undergraduate perceptions of the development of team-working skills. Education+ Training, 56(1), pp.7-20.
Jarlbrink, J. and Snickars, P., 2017. Cultural heritage as digital noise: nineteenth century newspapers in the digital archive. Journal of Documentation, 73(6), pp.1228-1243.
Karanges, E., Johnston, K., Beatson, A. and Lings, I., (2015). The influence of internal communication on employee engagement: A pilot study. Public Relations Review, 41(1), pp.129-131.
Keville, S., Conlan, L.M., Adlington, B., Brindley, R., Abraham-Smith, K., Shaverin, L., Simpson, L. and Nel, P.W., (2017). Can voicing conflict within experiential learning groups facilitate connection? building and developing effective multi-disciplinary team-working skills. Reflective Practice, 18(1), pp.55-66.
Levi, D., (2015). Group dynamics for teams. Sage Publications.
Luthans, F. and Doh, J.P., (2018). International management: Culture, strategy, and behavior. McGraw-Hill.
Martin, H.A. and Ciurzynski, S.M., (2015). Situation, background, assessment, and recommendation–Guided huddles improve communication and teamwork in the emergency department. Journal of Emergency Nursing, 41(6), pp.484-488.
Merckaert, I., Delevallez, F., Gibon, A.S., Liénard, A., Libert, Y., Delvaux, N., Marchal, S., Etienne, A.M., Bragard, I., Reynaert, C. and Slachmuylder, J.L., (2015). Transfer of communication skills to the workplace: impact of a 38-hour communication skills training program designed for radiotherapy teams. Journal of Clinical Oncology, 33(8), pp.901-909.
Sabaghian, E., Stromer-Galley, J. and Sawyer, S., 2015. Converging Technologies; Information Systems and Communication Studies: A Story of Separation and Reunion. iConference 2015 Proceedings.


[bookmark: _Toc522353671]Appendix: Relationship for the balance theory 
[image: ]
(http://cdn.yourarticlelibrary.com/wp-content/uploads/2015/08/image38.png)

Active Listening


Nonverbal Form Of Communication


Questioning


Clarifying And Summarizing Objectives


Empathy 


Feedback 


Trust Development    

















9

image1.png
INTER ACTIONS —————————— SENTIMENTS

(The Inter-Dependence of Activites, Interaction and Sentiments)




