







BMSK 4002


EFFECTIVE TEAM WORKING AND COMMUNICATION


STUDENT NAME: Mhd Nasirul Haider
STUDENT ID: 1707880
[bookmark: _GoBack]PROFESSOR NAME: Gregory Crown

Executive summary 
The entire study focuses on the effective team working and communication and therefore, the researcher mainly focuses on the various communication skills that are important to make the communication effective. Further, the study incorporates various suitable theories and model related to communication so as to improve the quality of communication of the employers. Moreover, belbin theory will be analyzed so as to make a good team structure in the workplace. 
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[bookmark: _Toc502256775]Introduction 
Working together encompasses a number of benefits such as improved staff efficiency, increased productivity and a heightened sense of employee morale and one of the key aspects of creating a good team is the effective communication (Rajkumar et al. 2014). The employers who are able to analyze the importance of communication are more likely to manage the workplaces positively. Without good communication skills, the employers become ineffective. Hence, one of my friends experience can be added. My friend who joined the credit card sales department of HSBC bank. While performing there, the person found out some of the issues regarding communication with the employers and from his perspective, this issue related to communication needs to be resolved to improve effectiveness of the bank. For this reason, the aim of the study is to find out the concept of effective communication and application of various theories to improve the quality of communication of the employers. 
[bookmark: _Toc502256776]The concept of effective communication 
Effective communication is the two way information and knowledge sharing method that includes one sending information which is easily understood by receiving one. According to the viewpoint of Morgan (2016), communication becomes effective when the source and receiver assign same meaning to the message and make the source feel understood. In the workplace, to improve productivity among the employees, it is important to develop effective communication. It is worth saying that, the employers facilitates information and knowledge sharing among the workforce that consequently delivers commercial success. As mentioned by Butchibabu (2012), effective communication depends on some of the skills such as verbal, para verbal, nonverbal and some other skills so as to improve the quality of team with the help of communication. These are 
Listen 
It is worth saying that, listen to other is necessary while confronting any kind of communication. The situation is not different in case workplaces. According to the viewpoint of Nancarrow et al. (2013), an employer needs to listen to the needs and requirements of the employees first before delivering any kind of information and speech to the workforce. This is because, without listen to the workers, it will not be possible for the employers to understand nature and demand of the employees (Johnsen and Owe, 2017). From the perspective of my friend, the employers of the company are not paying attention to the demand and requirements of the workforce and therefore, there are arising conflicts in the workplace environment. 
Verbal communication 
It is worth saying that, managers of almost all the workplaces need to deliver training and meetings and therefore, they need to deliver information and knowledge in speech. As mentioned by Grunig (2013), without communicate directly to the employees, the employers will not be able to confront the demand of employees and because of this, it becomes possible for the company to decline the employee empowerment. However, before delivering speech, it is important for the employers to be confident so that, it becomes possible for them to deliver proper information to the employees. 
Non-verbal communication 
Along with the verbal communication, nonverbal communication is also required in order to make the opposite person feel comfortable. According to the viewpoint of Charlier et al. (2016), interpersonal communication can be perceived as the more than explicit meaning of messages and therefore, it is important to consider implicit meaning with the help of nonverbal behaviour.  Nonverbal communication includes facial expression, eye contact, hand gestures, body language and other body posters. Therefore, while confronting employees, the employers need to consider various nonverbal communication to deliver the speech confidently. 
Paraverbal communication 
Sometimes, it is important to focus on how to say rather than what to say. Therefore, paraverbal communication is all about how to deliver words. Paraverbal communication is all about way to say that includes happily, angrily or forcefully. According to the viewpoint of Kong and Kim (2015), paraverbal communication includes pitch, tone and speed of throwing words while communicating with others. From this perspective, it is important for the employers to communicate with the employees happily to reflect perception on the employees. 
Written communication 
In the workplace, employers need to focus on the written communication to convey messages to the employees and the outside world as well. However, the traditional hard copies are obsolete from the workplaces and therefore, the organization focuses on the email and online platform to communicate. Therefore, if the employers start to communicate via various online platform to deliver information and messages so that, it becomes possible for the employees to attract employees effectively. 
[bookmark: _Toc502256777]Requirement for effective communication 
Effective communication is required to develop a good team so as to improve the quality of work in terms of business growth. As for instance, it is necessary for the company to pay attention on the various communication skills so that, it becomes possible for them to improve the quality of communication. However, as per my friend’s experience, the employers consider a number of tools and techniques to improve the staff morale through communication Ceschi et al. (2014). Despite of having new tools, the employees face challenges regarding effective communication with the team members remain same and therefore, it is important for the employees to focus on the communication skills accordingly. Hence, the employers need to encompass listening skills at first (Craig, 2017). However, the as per the experience, the employees must focus on the verbal communication so as to impress the employees and understand the demand and requirement of the team members. Therefore, from this perspective, it can be stated that, the employers need to focus on the communication skills rather than improved tools and technologies in the concerned workplace.     

[bookmark: _Toc502256778]Communication theory and model
The act of communication is not only a practical skill but also theory based research method which was developed by the renowned philosophers and specialists. Here it is showed that an employer of HSBC bank can develop his communication skills. The development can be done in accordance to the employee with the help of the relevant theories of communication developed by Shannon and Weaver, Berlo,Schramm.

The Shannon-Weaver Model of communication
Claude Shannon and Warren Weaver’s idea of communication system is very much related to this discussion. The system of communication from Shannon-weaver is based on four major parts source of information, transmitter, channel and a receiver. Shannon took help of the examples of radio and telephone technology to specify his findings. A telephone is used to send a message. The person using phone can be defined as source. Message can be defined as information, which has to be delivered. Telephone is itself a channel through which one can deliver information. Now we relate these findings with communication problem of the employee and employers of HSBC bank. My friend, who is a marketing staff of HSBC bank, has to maintain the responsibility to sell debit and credit cards. He is facing communication problem with his employer. One of his complains to his boss is that he cannot get the proper database which he (employee) can use to generate business. 
[image: ]
Figure 1: Shannon Weaver Model of Communication
(Source: Self Created )
This is related to Shannon’s idea of information sources. If employee does not get the sources, it is next to possible to reach his goal. Next he says that the changes which has occurred in selling cards  is not properly known to him. If he cannot get the proper idea about message it is tough to convert one to a HSBC card holder. Many times employer shows his inability to describe or  specifications of some matter. Not only that when the target of selling cards has not been achieved the behaviour and expression of his boss is not supportive at all. While communicating with staffs, employer should generate the proper information or messages or instruction which he wants to execute by his employees. It is also mentioned that employer should communicate and cooperative with  his employer also. It can not be a one way system.(Morgan et al 2015)
Berlo's Mathematical Model: 
Berlo developed the conceptual model of communication to analyze the communication process on the basis of Shannon-Weaver’s concept . He expands his idea of communication system by SMCR model which stands for Source, Message, Channel and Receiver. The processing of communication system is started from a certain source who generates his thought-process to word or instructions. Effectiveness of execution of the processing depends on sender’s knowledge, clarity of thought process and developing the information in respect of receiver’s point of view . Apart from that variety of individual’s attitudes, culture and social systems make impact on the procedure. Message is the information which is delivered from sender’s end  to receiver’s end. The substance  of a certain information must be specific and must not be feeble minded (Stern, 2014). Verbal messages should be delivered with good gestures, proper languages so that other can relate with this. The message can be delivered in the mode of verbal and non-verbal mediums or channels. Non-verbal channels are used like voicemail, telephone, e-mail, online, letters, media. An employee can connect with the messages with his ability of five senses of human being. .The system of communication cannot be successful without receiver’s cooperation. Receiver must have listening ability and develop a proper idea how to execute a task after getting information. Receiver’s knowledge and findings should match with sender. We can relate employee of HSBC with the procedure, if he maintain the process he will not face any problem to communicate. (Jackson et al 2014)
Berlo’s theory is not beyond of criticism. He does not introduce the concept of feedback system. So, it cannot be possible to measure the result proper connection of communication system. It specifies only one-way communication from the sender to sender and does not analyze two way communication system.
Belbin’s Theory of Team structure is related with the matter. From Belbin’s view a team start perform well from the point when the team members know their  responsibilities(Jackson et al 2015)
[bookmark: _Toc502256779]How well employers perform at communicating
This discussion is related with a case of  an employee of HSBC company is facing a communication  problem with his employer and so that it reflects a negative impact on the said company’s future. According to Burgoon (2014), an employer should handle and communicate his employee so well that a employee knows clearly the demand of company from him. In the related issue my friend employee mentioned that he was ensured by his employer at the time of joining that he would get support of limited database from him so that he can offer the selling product to the specific and intended mass and the ratio of conversion of masses to customer is good. (Jackson et al 2014)Employers should perform his duty if he gave assurance otherwise the communication system can be distracted. My friend also clarifies the challenges not to inform well about the changes of company’s strategy. Proper information about  the facilities that are given by the company specially to buy a credit or debit card is not up to dated by employer. As a result the time of conversion of a card holder from a general customer can be retained. Employee can not fulfill customer’s enquiry. For this reason, the business can be hampered. Sometimes in spite of full effort of an employee can not bring proper expected result. Noticing the effort, employer should support and inspire his team. It does not mean that an employer should not support his team member all time forgetting the interest of company but every time if he scolds and seeks the limitation of his employees that can be a problem.(Wordow et al 2014) Except this, an employer should follow some rules and regulations to develop the work-culture. He should arrange meetings with the permission of authority so that he can specify the objective and  the strategy from his employees so that  his employees have proper idea about their functions.(Sims et al 2015)
[bookmark: _Toc502256780]Conclusion and recommendations
This assignment shows how does an advance communication system maintains  any organization’s environment  and work culture to develop and expand its business in attachment with specialist’s view. There is an example of  a real event and associated analysis is mentioned here where an employee is facing communication problem from his employee. The features  of different type of effective communication  like listening, verbal communication, non verbal communication and written communication are thoroughly discussed here. Then the theories related to the communication system like Berlo’s theory, Shannon-weaver model,Belbin’s model  and the features of the models is described here on the perspective of an employer’s stand so that he can develop his communication style for company’s interest.
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