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Introduction:
In this age of globalization, communication is easy and very much effective for business and organizations. Digitalization has made our life easy and thus communication has become very much popular to maintain our personal and business life. The effectiveness of communication is many. Organizations are recruiting candidates those who have the strong communication skills and team skills. Various sectors of business now has opened and thus the forms of communications has already been changed. In this report, we are going to analyze the effectiveness and efficiency of communication and team work in an organization. In this report, I am going to analyze effective communication procedures and various communication styles based on personal job experience by my friend who is working in a reputed service oriented organization as a manager. 
[bookmark: _Toc523307145]Process of Communication:
This age is the age of modern technology and digitalization with extreme globalization. So, companies are trying to get the competitive advantages and for ensuring competitive advantage, strong internal and external communication is important for the management. According to Mosley, communication is the key to achieve the organizational goals in the management and it can maintain a friendly behavior among the personnel (Mosley, 2006). Communication is the core thing for a company. There are various types of communication are found. The main two factors of the communication is verbal and non-verbal communication. Verbal communication is the most formal and well process for the business organizations. Non-verbal communications are known as the most informal way of communication. According to Hazzel, he said that verbal communication is the most appropriate and authenticate communication process for the business (Hazzel, 2008). One thing now a days is popular name team work. Effective team work can make an organization successive to attain the management’s goals and organizational performance. Now a days, organizations has set some specific responsibilities to the employees about some specific problems. They also set a team leader for doing the task. He/she has been called team leader. A team leader should always be responsible for his/her work and his/her team. He/ she will have the skill to motivate and encourage his/her team mate and ensure their job satisfaction and job motivation of the given task. According to Bresnan, he stated in his journal name Team Work and Organizations, effective performance of a team will bring a good output for the organizations as well as for the management (Bresnan, 2012). There are a lot of advantages for the employees in the organizations for an effective team work and communication. With a better communication, an employee can be satisfied with his/her job as job satisfaction is very much important for the employees and also for the management. With a good communication, organizations can easily maintain and ensure a maximum level of satisfaction to employees. According to Adams, job satisfaction is the process of effective communication and management (Adams, 2009). So, effective communication will be effective for my friend Adams. There will be a strong motivational factors are found in the organizations those organizations maintain a good communication among its employees. Job motivation is an essential factors for the management. Team work, group discussion, meeting and presentation to the supervisors etc. are totally dependent on the employee motivation. A manager or a team leader should motivate the employees under his/her control. Aggressive managers and team leaders can suffer in the long run for the tasks and thus organizations are recruiting personnel by checking their communication skills.
[bookmark: _Toc523307146]Conflicts of Communications and Team Work:
Sometimes there will be some problems found in the organizations. Internally management can solve all the problems finally but if employees try to solve them individually, it will be better for the management. My friend Adams also described about some problems in his workplace. Different types of conflicts may often found in the organizations. According to Adams, some problems are given below
Personal Conflict among the Employees:
Conflict is on various types. Just like in the organizations, conflicts actually depends on the situation and the working environment. Personal conflict is based on the attitude and behavior of the employees which actually indicates communication barrier. According to Sheron & Hudson, personal conflicts may arise depends on the internal communication barrier among the employees (Sheron & Hudson, 2011). Personal conflict may arise with the questions of miscommunication, salary, job type, job description, job satisfaction etc. Managers and supervisors are now a days always try to keep and manage the conflicts which are mainly interpersonal and depends on some situational factors of the management and organization. Adams sometimes had an experience of conflict in his office. Some employees are very much rude and they never want to listen and so conflict occurs due to the communication gap between them and Adams.
Perception Based Conflict:
Perception actually refers the individual idea of something. In the employee perspective, communication is essential and thus perception is also there for judging and maintaining internal and external communication. According to Dazzle, he stated that perception is based on the overall communication including the skill and behavior of the employees (Dazzle, 2008). Biased perception is a curse for employees. It hampers the team work activity and the overall management suffers it. For example, managers sometimes perceive employees with their look and attitude which is very much negative and effect a negative outcome for the organizations. Adams said that some employees have a rational perception about Adams. He also said that two of his colleagues are racist and they hate Adams because of his color. 
[bookmark: _Toc523307147]Importance of Effective Communication:
Communications is a key to the organizations. There are two types of communication. Verbal and non-verbal communication. Verbal communication is very much needed for the candidates and employees in the organizations. Skills are needed for the candidates and communication skill is mandatory. Communicate with the internal employees, maintain a good relation and always be supportive are the main skills for the employees. Team work totally depends on the skills of the team leader. To maintain a team and make the tasks effectively to the management will be totally depends on the team leaders. 
Non-verbal communications are including gesture, posture, body movement, facial expression etc. These patterns are very much effective for employee motivation and job satisfaction. For working in a team and acting as a team leader, employees often try to motivate their personnel by facial expression, friendly behavior and thus effective communication ensured and management can gain the organizational performance. But non-verbal communication is actually an informal communication. So, for effective communication, verbal communication is needed and for effective team work, non-verbal communication is needed.
[bookmark: _Toc523307148]Different Theories of Communication:
There are some theories regarding the effectiveness of communication and team work. We will go for the three effective communication theories based on the problems and discussions based on Adams. Three communication theories are given below-
1. The Shannon Weaver Mathematical Model, 1949.
2. Berlo’s Model of Communication.
3. Schramm's Model of Communication, 1954.
[image: ]
Figure: The Shannon Weaver Mathematical Model, 1949
[bookmark: _GoBack]According to the The Shannon Weaver Mathematical Model, 1949, there will be an information source of the message and there will a sender and decoder. Sender will send the message and transmit the signals of the message with a specific noise source. Receiver receives the signal and decode the message. So, this model actually indicates the procedure of the messages that has been transmitted through a sender and a receivers. There will be an information source for the message and that should be on the proper noise. This is actually a very common communication process and usually uses for the informal communication. 
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Figure: Berlo’s Model of Communication
According to Berlo’s Model of Communication, the terminology has been divided into four words. S, M, C & R. The four words actually derives source, message, channel and receivers. Source indicates the skills and knowledge of the sender. If a sender is unable to send a proper messages then communication process will be hampered. This source includes communication skills, attitude, knowledge and the culture of the sender. Every single depends on the communication and an enriched source can easily ensure a proper communication. When encoding messages, the messages should have meaning, content, element and structure. Without the meaning and content of a message, that can’t be said as message. Channel derives how the messages can be transmitted. How the channel will work. Channel are hearing, seeing, touching and any verbal and non-verbal communication. Without them a proper message can’t be delivered to the receiver. And last, receiver should have the communication skills, knowledge and cultural with social system for decoding the message. This is most approved and authenticate communication model for the organizations and employees to maintain a better communication to achieve organizations performance. 
[bookmark: _Toc523307149]
Interpersonal Communication:
Interpersonal communication is important for Adams as he is working with his employees and staffs. There are a lot of interpersonal communication skills are found. Among them body language, active listening, personal presentation and contest awareness are important. They are discussed below
Body Language:
Adams said that body language is informal but effective. It actually means the movement of the body to communicate. As communication is important and thus understanding is very much needed for the team work. Team leader should manages his/her employees in a very understandable and friendly way by a positive gesture and body language. If the communication is not understandable then effective team work hampers.
Active Listening:
Active listening is the essential process for Adams. Organizations have clear objectives and thus managers should listen what others said. A clear objectives and goals are important for the every personnel and management in an organization. Without active listening, it cannot be achieved. For maintaining a team, members should have well known about the task objectives and goals given by the management. Without a specific objective and goal, members can’t handle and maintain the job and thus there will be a conflict and problem.
Personal Presentation:
Without a personal presentation of Adams, he can’t perform his best in his workplace. So, personal presentation is important. Adams said that he made a lot of personal presentation for his management and sometimes cultural shock had been found in his organization. Some organizations appoint some foreign employees in their foreign branches and thus proper communication can’t be reached and thus there will be a cultural shock among the employees as well as for the management without having any personal presentation skills according to the company policy.
[bookmark: _Toc523307150]Written Communication:
Written communication is more formal and documented. It has various rules, terms and conditions depending on various internal and external factors. Adams said that many times he was done with written communication with his clients for future preference. Adams had used a lot of written communication styles and among them letters, memos and repots are the most used means of written communication by Adams. They are discussed below-
Letters:
Letters are very much formal written communication style now a days. Adams made a lot of letters for business proposals, service offers which is effective and also supportive to the receivers and Adams himself.
Memos:
For any deal and financial transactions, Adams prepares a memo or invoice for any future inconvenience. He said that every single details of everything will be on the memo and it will secure the deal and maintain an effective relationship with his clients.
Reports:
  Adams also said that he has to check a lot of reports like sales report, balance sheet, organogram, fiscal reports of the company to communicate with his individual clients and shareholders for investment. 
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Conclusion:
Employees are now very much competitive in such a way that it is very much difficult to recruit the best possible choice among the candidates in the certain position of an organization. So, skilled employees are one step ahead. Effective communication and team work can enable a management and a team of the organization to sustain in the business and to meet the organizational goals and performance. Employees should maintain a good internal and external communication among other employees and thus strategically organizations can move very smartly which indicates a good output for the future betterment of the organization.
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