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Effective teamwork and communication in workplace:
[bookmark: _Hlk534282857]Communication is a way of transferring information or message from one place to another. Communication can be verbal, non-verbal or written in form. It conveys some message to the receiver and ensures effectiveness. It is basically the interpretation of guidelines in an organization. Business communication refers to the exchange of information from one place to another and conveys some valuable information to the organization. Effective business communication ensures the fastest and stable growth of the organization as it creates a strong relationship among different parties (Griffiths, B.A and Dunham, E.B. 2015) In this report, the effectiveness of different types of communication and its importance in achieving success in the business is being detailed. Effective communication paves the way of achieving business objectives in the long run. (https://study.sagepub.com/morgan)
 

Teamwork and communication depend on each other. Effective teamwork and communication are needed to create a good working environment in the organization. Communication is a means by which all the inter-related departments coordinate their regular activities. It creates an interactive environment for the employees and they get motivated in team working (Faganel, 2014). Team work results in better outcome then individual work. Communication plays an important role in teamwork. When every team member communicates with each other without any hesitation, they can work more effectively. Top management is the starting point of the effective communication then it enters into every level.  Effective communication can be ensured by establishing 7C’s in every level of the organization. The 7C includes the following parts:

[image: ]
Figure 1: 7C's of effective communication (King, 1999)
Business communication becomes effective when it uses clear and concise language in its daily activities. The information needs to be accurate for actual outcome. Complete information provides a proper guideline for any work. Without completeness, the information creates confusion and the process becomes lengthy. Effective communication demands consideration of other feelings as well. Effective communication also includes clear and correct figures and number for actual result. Lastly, communication should include courtesy and respect to others opinion as well (King, 1999). 
[bookmark: _Toc531559145]Relevance of communication cycle in workplace:
Effective communication practice starts from the top management and trickles down to every level. The main functions of management are not possible without the implementing of effective communication. Effective communication is ensured only when the information gets mutual understanding of both parties. Business is not a single entity. It includes a lot of divisions. Strong communication skill helps a manager to accumulate the efforts of every division and control the overall outcome. Communication cycle is one of the process that helps to ensure effective communication in an organization. It is basically a six steps process. It helps to interpret the actual information to the receiver and helps to make the best use of information. As the cycle includes feedback, managers get the chance to know the communication gap and get the chance to improve their communication skills. The communication cycle is relevant in the workplace as it creates a link between the employer and employees. Employees need motivation for the improvement of their productivity. A well communication cycle creates a motivated workforce who are enthusiastic and energetic. A strong communication also helps an organization with decision making, forecasting and controlling process (Lake, Baerg and Paslawski, 2007). Toyota can be the best example of this cycle. They are more concerned with the employee empathy. Toyota inspires the innovative ideas of the employees and give them scope to flourish in their job field. The motivated workforce provides satisfactory services to the customers as they perform their duties enthusiastically. Thus, the communication cycle helps to create a strong relationship among the employer and the employees that drives the organization towards success. 
[bookmark: _Toc531559146]Models of communication:
There are some models of communication that interprets the working procedure of the communication system. There are some models include- Teresa & Gaby’s communication Model, David Berlo Communication Model (A model of the Ingredients of Communication), Wilbur Schram model of communication, (McQuail and Windahl, 2016). Among them Shannon and Weaver is the most popular and widely accepted model. This model is also considered as communication theory and its main objective is to encode the information in a best way. 
The working procedure of the model is as follows:
[image: ]
Figure 2: (Communication Theory, 2018)
[bookmark: _GoBack]This model communication is between the sender and the receiver. This model involve  with many concepts. These are information source, transmitter, noise, channel, reception, destination and feedback. The receiver decodes the message to its original form. If there is any noise, the receiver may not get the actual information. This model is widely accepted for its simplicity and generality.  
An example of this model is as follows:
Sender: Della
Encoder: telephone (Della)
Channel: Cable
Noise: Crowd noise (distraction) 
Reception: Telephone (Kane)
Receiver: Kane
As there is a noise in the process, Kane is unable to get Della’s message. 
Communication cycle is an effective way that helps to develop the communication skills (Claude E. Shannon, 1971). The elements of communication cycle give a structured guideline to maintain communication with other parties. 

Figure 3: The communication cycle (Collins, 2009)
Defining the aim: At first the management of the organization needs to clarify the thought and set a proper message that will be communicated. Here, the main concern is who is sending the message to whom, what I am trying to say, how my audience will accept the message etc. The manager needs to focus on the desired message and its recipient. Suppose, manager wants to increase the production of winter products. Thus, he sends message to the operational department for checking the inventory. In this step the purpose is to communicate the information successfully. 

Compose or Encode: 
At this stage the message needs to be crafted. Here, the sender needs to identify the proper language and the communication channel. The manager needs to choose the best way of communication. Such as: whether my audience needs any additional information on this topic or not and, he needs to avoid sensitive issues. 

 Delivering the message: 
Here, the sender needs to think about their way of delivering the message. To ensure the proper delivery of message the sender needs to consider the right time for the audience and their way of acceptance. Suppose, receivers are busy with their sick children due to weather change, but the sender wants to let them know about a very big sale. They might ignore the message. The situation plays an important role of effective communication.
 
Feedback: 
At this stage, the question answer session takes place. It is a two-way communication system. The audience are free to ask any question and the sender answers all the questions. Feedback is needed for improvement. The manager needs to ensure that he has included some type of feedback processes as part of the communication (Jenssen, 2003). Feedback can be direct or indirect. Manager needs to interpret the response of the audiences. Now-a-days most of the companies provide the opportunity to directly communicate and give their feedback on a toll-free number or leave a message to the page. 

Decoding: 
At this point the sender analyses the feedback received from the audience. Here, the considerations are what types of feedback he receives, how diverse the feedback can be, audience’s acceptance of the communication etc. This step helps to find out the communication gap and other defects in the communication process. For further consideration these feedbacks are recorded and considering the mistakes the improvement plans are made (Bisen and Priya, 2009). 

Change or Improvement: 
after getting the feedback, the manager takes initiatives to improve the whole procedure. Feedback is the learning session. It helps to identify the gap and the next task is to eliminate the gap. It may ask for resource improvement or changing the message. This is the final stage of the communication cycle. 
The communication cycle helps to design a structured way communication. For an effective communication, the obstacles of the cycle must be eliminated, and the message needs to be meaningful. By implementing the communication cycle the manager can easily communicate with the other personnel and create a strong relationship. 

[bookmark: _Toc531559147]Effectiveness of verbal and written communication:
Communication refers to the process of transferring one’s message to the others. Top level management is responsible for establishing an effective communication in the organization. Effective communication helps to create a strong relationship among all the stakeholders (Bisen and Priya, 2009). Managers are considered as leaders and they have the power to take initiative to improve the communication skills of the workforce. The workforce needs to know the correct and appropriate way of verbal and written communication skills (Worth, 2004). In an organization the written form of communication gets priority, but the verbal communication is important as well. Both type of communication improves the relationship among the employer and the employees. For example, if the manager wants to recruit ten employees for the operational division, he will provide a written circular. On the other hand, if the manager wants to motivate the employees and want to show appreciation, he will use verbal communication. The verbal and written communication is a helpful tool to ensure effective and efficient workforce. 
Verbal communication represents the form of communication where words of mouth are used to transfer message. Every message conveys some meaning. When two people talk to each other, they assume that the other person will understand the message. In verbal communication one’s attitude, emotion, perception etc. can be easily noticeable. Thus, manager needs to maintain verbal communication with the employees to motivate them and give them proper guideline (Jenssen,2003). When using verbal communication, the manager needs to make the message simple and easy and there should not be any discussion on sensitive issues. Verbal communication is an easy and less time-consuming process. In verbal communication, people are involved in face to face communication, which helps to observe each other and helps to interpret the message easily. A manager needs to have good verbal communication skills. He needs to have the power to convince others with his skills. 
Written communication refers to the process where communication is done using the written form. Written communication can be both formal and informal. In an organization the formal written communication is mostly preferred. In written communication messages can be transferred via application, email, letter, report etc. This type of communication is used for clarity and better understanding. These written documents can be recorded for the further use. When the manager approves a new rule in the organization, he provides written instruction. All the business transactions are made using written documents. As it is a formal way of presenting any message, sometimes it fails to convey the correct message. Written communication is time consuming (Jenssen,2003). A manager needs to have written communication skills to maintain the business relationship with the external parties who wants written documents. It works as a legal document of formal communication. 
Another form of communication is non-verbal or interpersonal communication. It includes facial expression, body language, voice, appearance, gestures etc. It is more concerned with the implicit meaning of a message. It a complicated type of communication. Generally, it is hard to interpret one’s gesture or expression on something. Interpersonal communication involves intentional or unintentional ways of encoding and decoding. Culture plays a very important role in interpersonal communication. A manager needs to use these types of interpersonal communication to motivate as well as control the workforce.
[bookmark: _Toc499145340]  
[bookmark: _Toc531559148]Conclusion:
Communication helps to build a strong relationship among people in the workplace. An effective communication is the ladder that helps to achieve organizational objectives. The communication process becomes effective when the message is delivered and interpreted correctly (King, 1999). Business communication build up professional relationship among different parties. People needs to develop their communication skills so that they can easily convince the workforce and motivate them, so the effective communication is very important for our every moment of life. In the organization the implementation of verbal and written communication is widely used. An effective communication values their audience and understand their perception. Management needs to collect feedback from the audience and take initiatives for continuous improvement. 
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