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[bookmark: _Toc28610378]INTRODUCTION

Globally, teamwork is recognised as a group of people working together in the interest of a common goal (Dictionary.com, 2019, APM, 2019, Cambridge dictionary, 2019).
In another hand, Merriam Webster (2019) defines team work as “work done by several associates with each doing a part but all subordinating personal prominence to the whole”. Arguable, organisations highly structure work around teams therefore it is very important to understand the effectiveness of working within a group. 

As stated by Henry Ford “coming together is a beginning. Keeping together is progress working together is success”, cited in (MSG, 2019). Evidently, it has been recognised that when people come together to work as a team the outcome of the work is far much better as different ideas and creativities comes in play. Although, for team work to be efficient communication as to be at its best and a team can work effectively together through good communication (Teamwork definition.com, 2013-2020). 

Communication is recognised to be a two -way process of sending and receiving information. According to Business Dictionary (2019) communication can be defined as “all means of symbolic or verbal communication (newspapers, mail, email, telephones, television, radio, etc.) that people and machines use to make contact and share information”, (BD, 2019). Furthermore, communication is vital as it act as a key function in an organisation as it allows the sharing of information, inform, control, instruct etc. For example, in an organisation such as British Broadcasting Corporation (BBC) a public service broadcaster who creates programmes and content which entertain and educate many people around the world. BBC extremely depends on communication and has multiple communication channels such as radio, television, digital service etc. Thus, communication is highly important within the cooperation because that is the core and nature of the business, receiving and sending messages. 

[bookmark: _Toc28610379]TYPES OF COMMUNICATION

Communication comes in different types for example emails, telephone, newsletters, posters etc are a way of sending and receiving messages. Specifically, email is widely used in organisation to share information. In fact, email is beginning to be a popular communication method to reach new and existing customers similarly send information to colleagues, it is recognised to be an effective means of communication if organised. Emails is versatile as individuals can use it to send letters, share links to multiple people, attach documents and specifically used to share verbal communication. 

[bookmark: _Toc28610380]VERBAL COMMUNICATION

Verbal communication is widely used to share information between people by use speech, (BD, 2019; Business Jargon, 2019; Skills you need, 2019). Furthermore, these words may be spoken and written, (Skills You Need, 2019). According to Business Dictionary (BD) people working within a business needs to employ well understood spoken words as well as the tone of words are expressed appropriately, (BD, 2019). 

In a place of work verbal communication is used to send and receive messages. For example, spoken words are highly used in team meetings to express organisation current position, goal and targets. Similarly, between staff to share information. In a business that is customer oriented i.e. retail, staff must be able to communicate effectively through words as well as listen well as it is very important in managing customers inquiries and complaints. Although, there are barriers for verbal communications such as not listening accordingly, poor choice of words, the tone of voice might be perceived wrongly if not used appropriately.  

[bookmark: _Toc28610381]NONVERBAL COMMUNICATION

Nonverbal communication relates to body language such as, gesture, facial expressions, tone of voice, eye contact and other ways the body can communicate without using language, (the balance carer, 2019). Business Dictionary (2019) defines nonverbal communication as “behaviour and elements of speech aside from the words themselves that transmit meaning. Non-verbal communication includes pitch, speed, tone and volume of voice, gestures and facial expressions, body posture, stance, and proximity to the listener, eye movements and contact, and dress and appearance”, (Business Dictionary, 2019). Furthermore, it’s the transmission of messages by a medium other than speech or writing, (BD, 2019). According to Kar & Kar (2017), equally, just as verbal communication uses word to convey meaning, our body consciously and unconsciously carries messages and attitudes via a positive and negative transmission, cited in (Bailey, 2018).   

Nonverbal communication constantly exists in a workplace. For example, tone of voice is important because it can either send out a positive or negative message depending on the level of speech. Talking loudly within a work environment can be perceived as unprofessional and aggressive although depending on the concept its being used i.e. an individual may have to raise their tone whilst doing a presentation. Likewise, facial expression is important within a place of work as it can convey individual inner emotions.  
From the moment individuals are called to interviews, to getting the job and starting the job  

[bookmark: _Toc28610382]THEORIES OF COMMUNICTAION

Littlejohn, (1983) states that communication theory refers to the body of theories that constitute our understanding of the communication process, cited in (Van Ruler, 2018). Arguably, communication can affect people behaviour and there has been long standing communication relationship between media and society. Thus, the multiple models of communication which steam from early 19th century most commonly work of Shannon Weaver, Barlo’s and Schramm which will be discussed. 




[bookmark: _Toc28610383]SHANNON- WEAVER MODEL OF COMMUNICTAION

Shannon- Weaver (1948) model of communication consists of effective communication process between sender and receiver. According to Shannon and Weaver the model of communication identifies key concepts like information source, transmitter, noise, channel, message, receiver, channel, information destination, encode and decode, cited in (Slide Share, 2019). This model is widely recognised in communication theories because it provides a process of analysing how message is sent and received when using sound.

[image: https://www.communicationtheory.org/wp-content/uploads/2011/06/shannon_weaver_model.jpg]
Figure 1: Shannon- Weaver’s Model of Communication (Source: Communication theory, 2019) 

Shannon and Weaver model suggests that in communication the sender can send (information source) in different ways i.e. speech. Through to encoder (transmitter) machine or person, is channel (noise) that gets the information from the sender, decoder (reception) which converts signal into message then through to the receiver (Destination) the destination of the message from the receiver. Although, it can be argued that this model is intended for communication transmitted through noise for example, telephone, face to face, radio, etc. 

Shannon- Weaver model can be used effectively within a place of work as it identifies the process of communication using noise and suggests that communication starts with a sender and ends with a receiver. For example, a call centre business can adopt and use this model of communication. Interestingly, this model was adapted by other communication theories i.e. David Berlo ideology of sender- message- channel- receiver (SMCR) model. 

[bookmark: _Toc28610384]BERLO’S MODEL OF COMMUNICATION


Berlo’s model of communication analysed factors that will affect process of communication and outlines the encoding and decoding that occurs before the sender sends the message and the receiver receive the message. Barlo’s model outlines four concepts that describes communication process, the Source, the Message, the Channel and the Receiver, (Slide share, 2019). Thus, each of these concepts have several factors that may affect the communication process. 

[image: Image result for berlo model of communication"]
Figure 2: Berlo’s SMCR Model of communication (source: Communication theory, 2019)

The source is where the message starts from for example, the speaker, but factors such as attitude, communication skills, etc, can affect this concept. The message is the information but other issues such as content, structure, treatments need to be taken into consideration. Both source and message happens in the ‘encoding’ process then transmitted via the channel through hearing, touching, seeing to the receiver also depending on issues such as attitude, communication etc. 

Berlo’s SMCR model can be implanted within a workplace as it draws on causes that will affect communication in the workplace. In fact, this model can be used in both verbal communication and nonverbal communication. It can be applied to face to face, telephone, emails, posters, flyers, radio etc. The SMCR model is more versatile approach therefore analysing the sequence of the SMCR model will enable individual to identify the basic structure of communication in the workplace to communicate effectively. 

[bookmark: _Toc28610385]SCHRAMM’S MODEL OF COMMUNICATION

The Wiber Schramm’s model of communication (1954) also took the ideology concepts of Shannon- Weaver communication model. But then, shape of the model is circular rather than linear and emphasis that communication takes form in two directions. Schramm’s definition of communication is “the sharing of information, ideas or attitude is called communication”, cited in (Shodhganga Infibnet, no date). This model shows that communication happens two ways. The encoding starts from the sender transmit the message then decoded by the receiver. The receiver interprets the message then encodes it back, to be decoded and interpreted by the sender. 

[image: https://www.communicationtheory.org/wp-content/uploads/2010/01/Osgood-Schramm-model-of-communication1-1024x522.jpg]

Figure 2: Osgood- Schramm’s Model of Communication (source: Communication theory, 2019)

Schramm’s Model of Communication shows that both the sender and receiver engage in communication continuously and can be applied within a place of working understanding that communication can be effective in both ways. Although, it seems more effective when applying verbal communication such as speech and written. For example, within a workplace if two people are verbally communicating interpretation can be understood or corrected if interpreted wrongly. 




[bookmark: _Toc28610386]CONCLUSION

There are many different types of communication identified that can be used to capture people interest and share information. Fact is effective communications can derive from both verbal and non-verbal and understanding both skills are very powerful whether a person works in an organisation or business owner. Understanding the concept of encoding and decoding derive from communication models is key and can also be effective in addition if organisations implement communication processes in place or provide training for staff on communication this can assist staff in understanding communication although communication skills can also be self-taught. As well as speaking active listening is also key as it shows a sign of respect within a workplace. 
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In-class exercise 2
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

% A Effective Team Working and Communication — Term 1
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Ex.1. Read the cases and answer the questions that follow
CASE 1: Mary was working on some paperwork when her daughter came into the room upset.
As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and
said, “It'll be OK,” and ‘Everything will be all right.” She was confused when the child only
continued to become more and more frustrated. Just then, Mary’s phone rang and she was all
excited when she heard her friend’s voice. They spoke for fifteen minutes and when the call
ended, she turned and said to her daughter, ‘Oh, darling, that was Susan. I’'m so excited about
seeing her tomorrow!’. The child broke down and cried.
Why weren’t Mary’s calmmg words havmg any effect on her daughter?
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2 What could she have done to make the situation better? .
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CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite
annoyed when she began telling him all that went wrong about her day. He interrupted her and
said, ‘I’'m so tired, can’t it wait?’. The next morning while they were in the kitchen making
breakfast, Steve said, ‘Did | tell you what happened at work yesterday?. Sally said nothing, but
walked out of the kitchen.
i Why was Sally upset?
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2. What could Steve have done to help the tension that had developed?
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% e Effective Team Working and Communication — Term 1
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Exercise2: Writing an e-mail.
You are a teacher of Communication and have received this e-mail from one of your students:
Dear Sir,
| am writing to you because | am confused about Communication.
Could you please explain:
1.What Communication is:
2. The Shannon-Weaver model.
3. What is meant by non-verbal communication and why it is important.
Many thanks,
Lucy Mars,
Reply to the student and answer her questions. Use a diagram in your answer, if necessary.
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Student Name: \CQ\.\)M v ARTORTZAA Student ID: \ C/l % X 380

Time allocated: 1 hour. Please returfh your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed

that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow v
workers. V4
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Exercise2: COMMUMICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever
possible, say whose communication model is refevant.

BARRY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant. He is responsible for supervising and
managing all employees in the kitchen. Emplioyees working there range from 16 years old to 55
years old. In addition, the employees come from varied cultural and ethnic backgrounds. For many,
English is not their primary language. .

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
in the kitchen, but he admits it’s not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without training if it is a busy day.

One day Barry overslept because he had been working on his car until 2 a.m. He was rushing around
and realized that he didn’t have a clean uniform. However, he managed to find one that was not
very dirty. As he dressed, he realized that he needed a haircut and a good hand scrubbing, especially
after working on his car.

When he arrived at work, he dashed into the kitchen and noticed several trays of uncooked meat
on the work tops. They appeared to have been sitting at room temperature overnight. He called one
of the kitchen staff and asked: ‘Why did you leave the chicken out when | told you to put them in
the fridge?’

The man replied: ‘| heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | didn’t know you were talking to me’. Barry is frustrated and
doesn’t know what to do. He felt like he was beating his head against a brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to fearn how to handle food safely. He has put large signs
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN. ;

Questions:

1. What are the communication challenges and obstacles that Barry faces?

2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?

2]
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