EFFECTIVE TEAM WORK AND COMMUNICATION
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[bookmark: _Toc69932996]INTRODUCTION

        The communication is the process of exchanging information between the individuals. At the same time, the process of information exchange passes through exchange of information through common symbols, signs, or behaviour. 
The communication does not contain only the words people use in aim to transmit a message. Researchers suggest that only seven percent of the communication is given to the verbal or the written one, so to the words themselves. The rest ninety three percent make the non-verbal communication which consists of the body language such as gestures, tone of voice, mimics, posture, and eye contact. 

[bookmark: _Toc69932997]MODELS OF COMMUNICATION

       Different models of communication exist. They depend on the perception of their authors of what communication is and how the whole process of communication can be presented. Some of the most popular models are shown below:

1. [bookmark: _Toc69932998]SHANNON AND WEAVER (1948)

      The first model outlined is that of Shannon and Weaver. To understand communication, it is important to understand the different participants and parts involved in the exchange of information. The first is the sender who creates the message. The second is the receiver that will receive it. The message is the information itself exchanged. Encoding is the process when the sender's thoughts and feelings become a message, and decoding is the process when the recipient needs to understand them. The recipient returns his message to the sender as feedback (Seising, 2009).
The case study on the burning house of the professor and the way he explained the problem to the villagers is a great example how a message that is not easy to be understood by the receiver will simply provoke no reaction. So, simplicity is always a better approach, especially if we are not familiar with the receiver’s education and competencies than complexity during communication. Otherwise, consequences could be even worse than expected. 
An identical case was considered in class between Maria and her husband Pedro. The verbal communication can be a challenge due to the language barrier and if the two parties are not both proficient enough in the language they use. Such an example is given by the case study on when Pedro did not understand at all that his wife Maria wanted him just to buy a chicken coming back home. Probably the misunderstanding between Maria and Pedro could be avoided if both of them have used the right communication channel as a text message or even an e-mail. 
2. [bookmark: _Toc69932999]SCHRAMM (1954)

   The second model to be outlined is the model of Schramm. He presents the communication as a circle where the message of the encoder is transmitted by the decoder, interpreted and by their part, the decoder becomes encoder and they send their own message as a feedback (Schramm, 1954). So overall encoder and decoder just change their roles turn by turn in aim to exchange messages.
The non-verbal communication should be well measured, especially in a professional context. Such an example is given by the case study on Mark and his behaviour at the office of the CEO (“A day with the chief”). Especially when Mark started to feel at home and neglected the fact that he is finally at office and his body language is inappropriate to the situation. The legs crossed and the loosened tie actually could be even misinterpreted by Mrs Alana Brown as a lack of respect towards herself both as a lady and as a superior and probably she did so. That is a possible explanation on why she changed her behaviour towards him. Although I think that in this case another factor played a major role in the change of attitude of Mrs Brown and it is the gossiping of Mark behind the back of his superior at London’s office. Although he could suggest what could be the right strategy to sell or how to improve the sales overall, his attitude to qualify as wrong his superior’s at London strategy was really unprofessional and even contradictory to the good manners. 

3. [bookmark: _Toc69933000]BERLO (1960)

        The third model is the one of Berlo and it is quite detailed and complicated as it takes into account multiple factors. At first comes the source – encoder – from where the message itself originates. The message is encoded based to the knowledge, communication skills, attitudes, social system and the culture that the sender possess. After comes the message itself as contents, elements, treatment, structure and code. The message’s transmission is dependent upon the channel of communication characterized by the senses such as hearing, touching, seeing, smelling and tasting. And finally comes the receiver of the message who should decode it based on their communication skills, attitudes, knowledge, social system and culture, so those are the same elements as for the sender (Berlo, 1960). 
The impact of the listening is demonstrated by the case study of Max and Tamara. 
Max who just did not listen to his client carefully and that is why he forgot to note the change in the date for Tamara’s father anniversary. While speaking to another client, his attention was apparently divided to both Tamara’s call and the other client. So the active listening was absent. 
Although the misunderstanding between Max and Tamara was mostly due to the absence of active listening, another factor that I think played a major role here was the stress. Max just assumed more stress than he could sustain to during the job. Therefore, in aim not to employ another person to spare from a salary, he just ruined his relationship with an important client. 

[bookmark: _Toc69933001]COMMUNICATION SKILLS

The communication skills that seem as most appreciated and popular include active listening, appropriate body language as non-verbal communication, clarity, precision, friendliness, confidence, empathy, an open mind, showing respect, providing feedback, and always choosing the right channel and medium of communication, given the situation. Communication skills are briefly defined as “abilities to exchange information between individuals” (Neubaum, 2021). 

1. [bookmark: _Toc69933002]VERBAL COMMUNICATION

          The verbal communication is the most used manner of expression and we can found it in the form of oral communication every day. When we speak or call to someone, it is all verbal communication. 
It is very important to maintain impartiality during the verbal communication – both as a sender or as a receiver, because often the verbal communication can lead to misjudgements or misunderstanding, especially if the both parties communicating are not present at the same place and do not have the direct contact in front of each other. It happens when we call or write to someone most often (Fu, 2020). 

2. [bookmark: _Toc69933003]NON-VERBAL COMMUNICATION

         The non-verbal communication is even more important than the verbal one, although we are prone to sub-estimate it sometimes. It includes the facial expressions, tone of the voice, posture of the body, gestures and mimics that actually can provide the receiver with more information than the words themselves, especially if they know how to read them. 

3. [bookmark: _Toc69933004]WRITTEN COMMUNIATION

        Written communication is the act of sending the messages through letters, numbers or written signs, in a written manner (Fu, 2020). The written communication can be found in letters, emails, posts, newspapers, everything that is transfered as a message through written signs no matter if we are talking about letters, numbers or another signs. In this context, the software programs are also a form of written communication, but this time the message is between the coder and the machine (Fu, 2020). 

4. [bookmark: _Toc69933005]FORMAL AND INFORMAL COMMUNICATION

       Communication is also a question of respect. Respect towards those who have to tell us something and who show us their readiness to receive our messages. Usually communication is divided in formal and informal, depending on the context of the situation (Neubaum, 2021). 
The informal communication is usually between people who know well each other and are somekind closer as relatives and friends. 
The formal communication is often considered as communication in work situations, at educational institutions, in media or between people who are not close to each other. So we communicate formally at workplace, especially with superiors or clients and even though at university (Neubaum, 2021). 
[bookmark: _Toc69933006]
5. COMMUNICATION AT WORKPLACE

          The listening is another skill that helps to communicate efficiently actually, when talking about listening, we should be very careful, because the act of listen and perceive the message through the audible organs of the body – the ears – is simply not enough. Listening should be accompanied by the understanding, so receiver should always try to understand the message that has come to their ears (Xu, 2020). Because the misunderstanding can completely ruin the communication process and often nothing is enough to rebuild it again.
 
5.1. [bookmark: _Toc69933007]POOR COMMUNICATION AT WORKPLACE

At workplace I have noticed many examples of bad communication. Due to insufficient linguistic skills and poor oral communication skills – some of my colleagues did mistakes in the clients' orders. Also many Western businesses experience when outsourcing part of their activities abroad and often they can’t find enough language qualified employees to assume the jobs they offer: they find great professionals indeed, but the language barrier could pose huge challenges in aim to communicate efficiently with the workers and to make them understand the tasks.

5.2. [bookmark: _Toc69933008]WAYS TO IMPROVE COMMUNICATION AT WORKPLACE

         According to my own experience, this is a major role of many small businesses: owners are often scare to employ someone as they are not sure that the business can generate enough incomes in aim to pay one salary more. But overall it is an error, as the business owner does not have enough time to think over the business and to communicate appropriately and efficiently with customers. 

[bookmark: _Toc69933009]CONCLUSION

           In conclusion we can restate that the communication process is not as simple as it may seem. It is definitely not only a question of exchanging messages in the form of words and phrases, but to exchange feeling and perceptions through the full abilities of our bodies and souls, using both the verbal and non-verbal communication. 
Communication is also a question of respect. Respect towards those who have to tell us something and who show us their readiness to receive our messages. Some researchers even say that the developed abilities to communicate have saved the humankind and made it the master of the nature or at least the most powerful and intelligent creation of the nature. 
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