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EFFECTIVE TEAM WORK AND COMMUNICATION
Introduction

This report will be focused on how effectively employers perform at communication with employees based on my own life experience
Griffiths and Dunham explain communication as “the exchange of thoughts, information, or ideas that result in mutual understanding between two or more people” (Griffiths, B.A and Dunham, E.B.). Griffiths and Dunham further explain that effective communication requires the source to send a message and the recipient   to receive that message through a medium. The medium of communication can be in the form of oral, written, electronic or non- verbal.
Employers need to know how to communicate well to have a workplace that is run efficiently with good organisation and positive attitudes from their employees. (smallbusiness.chron.com)
Good Communication provides the key to co-operation between managers and employees which goes to influence productivity. It creates the platform for managers and employees to have a dialogue and develop answers and solutions to issues.
I’ll like to mention some reasons why good communication is needed at the workplace:

· A company that places strong emphasis on workplace communication has a low absence rate. 
· Employees feel valued in sharing their opinions, thoughts and concerns within their workplace.

· Organisations that provide communication training reduces language and cultural differences among employees

· Effective workplace communication produces efficient team work, which increases productivity, responsibility and integrity.(Improve Communication in your workplace: NozomiMorgan.com, 2016)
Excellent communication goes beyond employees having conversations among themselves. Employees must also have the necessary skills to communicate effectively through emails, written reports and open meetings.

Verbal/oral communication is the most common form of communication at the workplace. For example; at  my work place before a shift starts the team comes together to have what is termed a huddle, where the manager will communicate with us verbally about what was done well the previous day or what is expected of the team.
Verbal communication may sometimes be misinterpreted or misunderstood, people or team members at a workplace do not always know the exact expectations of  a manager’s verbal communication, this is often because one persons understanding  of a  statement will be completely different from another and this can cause problems at the workplace. IT is therefore very important for employers to have good and effective communication skills with their employers to ensure  that there is efficiency at the workplace. Work places have policies and procedures they need employees to follow, there is therefore the need for these policies and procedures to be communicated well for employees to understand and follow them appropriately.
Models of Communication
There are several models of communication. The ones I would like to focus on are the David Berlo and the Shannon-Weaver models
The David Berlo Model of Communication
According to David Berlo’s Model of Communication, there are four main components of communication: source, encoder, message, channel, decoder and communication receiver. David Berlo’s SMCR Model (1960) proposes that there are five elements within the source/ encoder and the receiver/decoder which will affect fidelity. As explained by Berlo, in principle, the more highly developed the communication skills of the source and the receiver, the more effectively the message will be encoded and decoded. In fact, however, the relationship between skill level of receiver and source needs to be taken into account, since, as Berlo points out: A given source may have a high level of skill not shared by one receiver, but shared by another. We cannot predict the success of the source from her skill level alone. (Businesstopia.net, 2018)
Shannon-Weaver Model

An online article (Shannon and Weaver Model of Communication) published by Communicationtheory.org (sourced 11 April 2019) gives a brief background of the Shannon and Weaver Model of Communication. The model is well accepted as a main initial model for Communication Studies which has grown since then.

Many credible sources indicate that the above-mentioned model was designed to highlight how telephone and radio works. The original model of Shannon and Weaver has five elements: information source, transmitter, channel, receiver, and destination. To illustrate the process of the communication the first step is the information source where the information is stored. Next, in order to send the information, the message is encoded into signals, so it can travel to its destination. (communicationtheory.org, 2019)
According to communicationlibraries.wordpress.com (2013), the Shannon-Weaver theory of communication was primarily designed to improve technical communication, but was later used to describe different fields of communication. (communicationinlibraries.wordpress.com, 2013).
Shannon and Weaver model of communication has 5 main elements which are:
· Information Source (Sender)

· Transmitter (Encoder)

· Channel

· Decoder

· Receiver

According to communicationTheory.org, 20190 The aim of Shannon was signal transmission from source to destination through transmitter and receiver across the channel with minimal interference or error.

Communication in the workplace

Communicating is more than just talking. It’s about making a connection with people. One of the most powerful benefits of better communication in the workplace is employee engagement. Employees are more engaged in their work and can better align with company objectives and goals when a culture of good communication is established in a team or workplace. (leadershipchoice.com / power-good-communication-workplace) 
How communication in the workplace can be improved

Communication can improve employee engagement in the following ways:
· Effective communication gives you tools to better understand the needs and goals of your employees.

· Allows you to better understand what motivates and fulfills the employee.

· Better understanding of employees’ talents and skills that may otherwise go unnoticed.

· Ability to cultivate talents and skills in a way that develops them in line with company goals.
· Improves connection between co-workers for a more positive and satisfying work environment.

· Forges better relationship with managers and leaders. (leadershipchoice.com / power-good-communication-workplace)
Importance of communications in workplace health and safety

In area of Health and Safety effective communication is critical. Under the Health and Safety at Work Act 1974, employers are required to provide information, instruction, training and adequate supervision, as necessary, to ensure the health and safety of their employees. (Health and Safety at Work Act 1974 section 2(2)(c). Provision of sufficient information in the workplace is critical and may make the difference between accidents, near misses, injuries or even fatalities.

In the workplace communication is at the heart of what we do. It takes place in many forms and can be transmitted via various media (for example face to face, radio, telephone, email or video conferencing). It is essential within our working environment that we get it right. Barriers to effective communication in the workplace include background noise, the type of language used and socio-cultural issues. The potential for confusion and misinterpretation can be high.

In any communication process, it is vital to give the person receiving information the time and space to be able to think and formulate a response. 
According to Behavioural safety experts (SSP Legal and Management GE700A 2019 published CITB page 137), we usually transmit and receive during a normal conversation in three ways:

· What is said (words)

· Job-critical communication requires undivided attention by both the communicator and the receiver. 

· How it is said (tonality)

· Body language (conscious or not)

Communication style and content are essential elements that contribute significantly to the building of trust between employers and employees. 
There are many communication challenges in the workplace. According to the Big Picture Learning publication “Why do your employees want to leave” (published 30 September 2018) It’s often cited that poor relations with the boss is the main reason for a person leaving their job. However, as more research is conducted, it is becoming clear that “I hate my boss” is too simplistic in nature as the overriding reason to leave an organisation. Rather, recent studies have shown that organisations suffer higher levels of staff turnover when they fail to address the challenges to effective communication in the workplace.
As explained by Nadine Rochester; one of the biggest obstacles to effective communication in the workplace is employers not appreciating their listeners and their communication needs:  Nadine Rochester asserts that “to ensure a message gets, it must be relayed in a context that matters to the executive.  In order for employers to be successful at communication, they need to be able to see things from listener’s perspective, not theirs (Rochester, N : The Seven Biggest Challenges to Effective Communication. Strategy Execution published 01 March 2018)
How well do I communicate

I mostly communicate verbally with family and friends, i try to make what i say understandable especially when children are involved i make sure my choice of words are simple so they can understand what I am trying  to say and follow instructions appropriately.
I also have to make sure I have the attention of the person i am trying to communicate with, the person must be engaged whether a child or an adult, they have to be listening with engagement otherwise they may either not hear exactly what i am saying or they may interpret it differently. For example if i am trying to communicate with my husband i have to make sure he is focused because if he’s checking or reading something on his mobile phone I find myself repeating one sentence about two or three times because he is not focused on me and therefore not listening actively.
When communicating with friends and family i have realised that my emotional state also matters significantly. For example if I am angry, i may raise the tone of my voice as i am speaking which makes the one i am speaking to respond in a like manner.
Non verbal communication gestures such as nodding makes the person communicating with me know that I am interested in what they are saying. I also smile and soften my demeanour to reassure the person I am talking to that I am interested in what they are communicating. In order to communicate well with someone, I often try to set aside my judgement on the conversation and hold back any negative reaction or criticism in order to fully understand what they are trying to say.
 How Communication Can Be Improved
1. Non-verbal communication
To communicate effectively, it must be done clearly and confidently, using a proper posture, avoid slouching, folding my arms and maintain eye contact as often as possible.
2. Engage your audience 

Audiences regardless of their age bracket have limited attention span, effective communication means making discussions interactive. Ask the audience questions to know their views and opinions or get them to form little groups of two’s and three’s to encourage discussions and interactions.
3.  Be a good listener
To communicate affectively, first listen to what others have to say, then you can provide a thoughtful answer that shows you have taken what they have said into account. (entrepreneur.com, 2009)
CONCLUSION

Communicating clearly is one of the most important life skills to cultivate.  Good communication will include a balance of verbal and nonverbal forms of communication, where verbally your communication is clear and understandable with the appropriate use of language considering the audience involved. Nonverbally your body language, posture, eye contacts, gestures and facial expressions should portray a positive feedback to your audience. Active listening to what others have to say and appropriate feedback is also an important skill in effective communication
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