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Effective Team Working and Communication

[bookmark: _Toc49971306]Introduction
Effective teamwork and communication play an important part to increase the performance of an organization or a business to succeed. The definition of team is a number of individuals with different or supportive skills who are devoted to a common motive, performance goal and approach for which they hold themselves mutually accountable (Schoultz, 2017). The meaning of effective teamwork is the collective attempt of a group of people to gain a common goal or to finish a common work in the most effective and efficient way. In effective teamwork communication is vital. Communication is the exchange and flow of information and ideas from one person to another. It can be described as, the act of conveying messages from one person or group to another through the use of mutually understood signs, languages, symbols and semiotic rules etc (Skills You Need, n.d.). People need to communicate to express their needs and feelings. Effective communication is crucial for any businesses and companies. Through this businesses and companies are able to explain their policies to customers and clients and answer their questions about their products and services. It is vital to communicate effectively in any negotiation to make sure target goals are obtained. It can also create a good working environment within the business and build good relationships between employers and employees. As a result, it increases the confidence and efficiency of the work significantly (Queensland Government, 2018).
[bookmark: _Toc49971307]Models of communication
Models of communication are systematic representations of the components of the process of communication. They help to understand more complex ideas and simplifies them into a flowchart. 
[bookmark: _Toc49971308]1. Shannon and Weaver model of communication
The model was created by Claude Elwood Shannon in 1948 when an article called “A Mathematical Theory of Communication” was published in Bell System Technical Journal with Warren Weaver. Shannon who was an American mathematician and Weaver was a scientist. It is also known as “mother of all models” and it is more technological than any other linear models. (Businesstopia Communication, 2018) 

[bookmark: _Toc49971309]Concepts in Shannon Weaver Model:
Sender (Information Source): Sender creates the message and choose the channel and sends the message.
Encoder (Transmitter): Encoder is the sender who uses the device e.g. phone that converts the information into signals or wave.
Channel: Channel is the medium that used to send the message or information.
Decoder: Decoder is the machine e.g. phone that used to convert signals into message and the receiver who translate the information from signals or wave.
Receiver: Receiver (Destination) is the person who received the message and provide feedback based on the decoded message. If the message is distracted by any kind of noise, then it affects the communication flow between sender and receiver and affect the message.
Noise:  Noise is the sound, physical disturbances e.g. environment, people, technical.
[bookmark: _Toc49971310]Practical Example of Shannon Weaver model of communication:
In my workplace where I work in a restaurant as a manager. The restaurant is on the ground floor and the kitchen is in the basement, when necessary, we communicate with the kitchen staff through an intercom. Sometimes the restaurant is very busy and noisy, and waiters need to send messages quickly to the chef about particular food orders like “do not use any nuts in the food for table 15”. During these calls, often noise appears (these are sounds due to the very busy restaurant and loud music) and instead the chef may receive: “Do not use nuts” only. The communication is incomplete, and the chef has to ask, “Do not use nuts where?”. The response of the chef is feedback.
Sender: Waiter
Encoder: Intercom (Waiter)
Channel: Cable
Noise: Sound from people and loud music or it could be technical
Decoder: Intercom (Chef)
Receiver: Chef
In this example, noise from the restaurant inhibited effective communication between the waiter and chef. Unlike other models (like Berlo’s model), the Shannon Weaver Model includes the concept of noise. By including noise, it is possibly to prepare communication more effectively and try to avoid noise.
[bookmark: _Toc49971311]Criticisms of Shannon Weaver model
It can only be used more for person to person than group communication/mass communication. In this process sender plays the active part and receiver plays the passive part of the communication. Also, feedback is not taken as important as in comparison to the information sent by the sender. Some critics think that this model is not ideal because it was originally only to be applied to science/technology processes, human communication is much more different (Businesstopia Communication, 2018).
[bookmark: _Toc49971312]2.Berol’s SMCR model of communication:
Berol’s model follows SMCR (Source, Message, Channel, Receiver) model. This model includes a number of factors under each of the elements (Communication Theory, n.d.) . 
[image: ]
(Communication Theory, n.d.) 
S-Source
The sender or where the message originates. Many things can affect the source:
Communication skills: The skill of a person to communicate e.g. the ability to read, write, speak or listen.
Attitude: The attitude of sender and receiver creates the effect of the message. 
Knowledge: The amount of knowledge someone has on a subject or topic
Social Systems: Social factors such as values, beliefs, laws, rules, religion and other can affect the sender’s way of communicating the message. It makes difference in the generation of message. Also place and situation can affect it.
Culture: Cultural differences can affect the message. People from different cultures can find something offensive in their culture but accepted in another culture.
M-Message 
The medium containing the information, for example a verbal, written or visual message. It can be affected by: 
Content: The whole message from beginning to finish.
Elements: These are language, gesture and body language etc.
Treatment: It is the way that message is conveyed.
Structure: It is the way how a message is arranged and structured. It can affect the effectiveness of the message.
Code: Code is the form the way message is sent. It can be the language, email, text, video or other form. (Businesstopia Communication, 2018)


C-Channel 
It is the medium that send the message which includes hearing, seeing, touching, smelling and tasting. It can be affected by:
Hearing: Through ears we receive the message.
Seeing: We recognise through seeing and received nonverbal message.
Smelling: Can collect information through this.
Tasting: It can also provide the information to be sent as a message. (Businesstopia Communication, 2018)

R-Receiver 
The person who received the message sent via the process. If the receiver is not the same level as sender, the message is might not be effective. It also depends on the communication skills, attitude, knowledge, social systems and culture.
[bookmark: _Toc49971313]Criticisms of Berol’s SMCR Model
In Berol’s model of communication there is no feedback and as a result the effects are unknown. It does not include the barriers to communication either and there is no room for noise. It is a complex linear model of communication and people who are communicating have to be the same level.
[bookmark: _Toc49971314]Example of Berol’s model of communication
Television advertising which is a one-way and linear form of communication that has the sender-message-channel-receiver model of communication.
[bookmark: _Toc49971315]3. Schramm’s Model of Communication
It is a circular communication model. In this model coding and decoding are the two-essential process of effective communication. The communication will be incomplete until the sender receives feedback from the receiver (Management Study Guide, n.d.). 
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(Communication Theory, n.d.)

Encoder: Person who encoding or originates message.
Decoder: Person who receives the message.
Interpreter: Person who is trying to understand or interpret.
[bookmark: _Toc49971316]Advantages
It is a dynamic model that shows how a situation can change and why redundancy is an important part. It has no separate sender and receiver. Both sender and receiver are the same person.
[bookmark: _Toc49971317]Disadvantage
It does not mention about semantic noise and it assume the time of encoding and decoding. 
[bookmark: _Toc49971318]Different Types of Communication
Communication skills are crucial to a healthy, effective and efficient workplace. It is a way of sharing information from one person to another or group of people. There are various ways to communicate and each of one is play a vital role in sharing information.
[bookmark: _Toc49971319]Verbal 
This is the use of language to transfer information through speaking and one of the most common type of communication. People use this during meetings, presentations, phone calls conferences and face to face conversation etc. There are many reasons to develop good communication skills. Such as when someone presenting information to a group of people then it is important to use strong voice and be confident so that everyone can hear easily and make sure the message and idea is clear so everyone can understand. Listening skills are also very important. It is one of the key skills when conducting a meeting presentation or participating face to conversations. Another important skill is trying to avoid filler words during conversations or presentation etc. Sometime people use filler word such as “um”, “like” “yeah” and it can feel normal, but it can be distracting for the audience (Indeed, 2020).
[bookmark: _Toc49971320]Non-Verbal  
This is the way of communicating with others using body Language, eye contact, gestures, posture, facial expressions etc which conveys information to others. People can use these intentionally or unintentionally. As an example, someone can smile unintentionally when hears good news, a joke or something enjoyable. It is one of the ways we understand others’ opinions and feelings. When someone is displaying closed body language, such as crossed arms or arched shoulders it means the person is feeling anxious, angry or nervous (Indeed, 2020).
[bookmark: _Toc49971321]Written
Written communication is the act of writing, typing, texting, emails and letters etc that carries information to others. It is essential because it provides a record of information for reference or when needed. It is mainly used to share information through books, blogs, letters, memos etc. These days, emails and chats are more popular and modern way of written communication in the workplace (Indeed, 2020). 

[bookmark: _Toc49971322]Visual
This is the way of communication that uses photographs, drawings, art sketches etc to carry information. Sometimes it is used during presentations to help and support the context together with written or verbal communication (Indeed, 2020).

[bookmark: _Toc49971323]Examples of Bad communication at Work 
Bad communication at workplace is harmful for any organization and creates a negative impact on the entire staff. Identifying poor communication issues and resolving them quickly has a positive impact on staff which increases the productivity and success of the business (Lazzari, 2019). 
Passive aggressive communication is one of the common issues at workplace. For example, when a team leader or an employee does not speak directly, they are being passive aggressive. Intentionally using email, written note or memos and avoiding speaking face to face with any co-worker is a kind of passive aggressive communication. Also deliberately avoiding a project or being unwilling to work with someone without any valid reason is a passive aggressive communication. As a result, the receiving person of this game feels neglected or treated badly, and it damages the relationship (Lazzari, 2019).
Blame game is another form of poor communication. Failure to accept ones’ own mistake or not to accept responsibility for a missed deadline is a common workplace problem. Blaming other workers is counterproductive and it does not help to solve the problem. If people continue to blame others for their own mistakes damages the working relationship, working conditions and people may find it difficult to work together (Lazzari, 2019).
Failing to listen is another type of bad communication. For example, in a work place if an employee complains about an issue and the manager does not listen or ask about the problem in detail or ignores the issue then the problem becomes bigger and the employees may think that their input does not count. It is important to remember that ideas and contribution of workers need to be recognised (Lazzari, 2019).
[bookmark: _Toc49971324]Conclusion 
Based on the above discussion, it can be concluded that communication skills are essential to learn and implement in businesses and organizations. All types of communication verbal, nonverbal, written and visual are the key elements that every workplace needs for success. 
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