Effective Team working and Communication

Introduction 
[bookmark: _GoBack]In this report I will define what communication gap is and the factors which can affect   and create communication gap in the workplace. Darling and Dannels (2010) noted that skills such as clarity, negotiation and listening are essential when it comes to workplace communication.This report will use the Shanon and Weaver Model of communication and relate it to the experiences I have of communication at home. This will also include a reflection of the lessons I learnt and I will include a conclusion in the report to recommend how the performance of employers can be improved with regards to workplace communication.
 

Communication gap: occurs when the information sources meaning of message is not properly understood by the receiver. There are four common communication gap factors;
Knowledge gap: in communication knowledge gap occurs when there is more than two person communicating, all with different level of knowledge of the subject/topic.
Relevancy gap: in communication relevancy gap takes place when others assumption of how much background knowledge a target crowd may have before presenting some form of presentation.
Perception gap: in communication perception gap takes place when a crowd hears the information a speaker says but may miss body language. The information a individual hears or sees depends on where the individual is standing in respect to the projecting media. 
Preconception gap: in communication preconception gap takes place as everyone recognises events differently. At times preconception of an individual is minor but sometimes it can be much hardwired that it seem impossible to overcome. Those whom hold a hardwired preconception “you will have to find a way to get around them in a mutually beneficial” (Werner.R, 2014). When we start acknowledging that individuals have their own preconception of concepts, then were able to get past the surprise, which may accompany being faced with those individuals whom hold preconception of particular concepts. 
The next step is to identify those prejudices and come out with reasoned response when faced with those individuals whom hold extreme preconception, irrational or just plain nonsensical a ‘stupidity gap’ may exist; if so it’s best to try and ignore or avoid them in total if necessary. Preconception is “an idea or opinion formed before enough information is available to form it correctly” (Cambridge Dictionary, 2017). 

Communication gap at work place can cost a company/ employer productivity and money. At work place identifying and understanding examples of communication gaps can help companies and employers create policies which can be used to address the problems in order to maintain efficient communication network at work place. 

Language barriers
At work place when communication is happening language barriers may come in place, as we have diverse workplace. Diverse workplace comes with its own benefits to companies or employers. This is because diverse workplace allows more options of solutions to issues and insight into wider markets during expansions including international market. Along with the benefits of diverse workplace we come face with communication problems of language barriers between individuals of different ethic backgrounds, ages and people with different levels of industry experience. Language barriers will slow communication and creat misunderstanding which will lead to ineffective communication at work place. 
Personal issues
Employees whom allow personal issues to affect company’s communication will take longer to track down and resolve this kind of communication problems. Employees whom bring personal issues when communication takes place, in long term they damage the company’s ability to carry out effective business and slow the development of the organisation. 

Lack of feedback 
Communication can become ineffective quickly if one-way communication takes place when exchanging information throughout the company. At work place everyone involved should provide feedback regularly to maintain and improve the quality of information disseminated and the form in which the information is delivered. For example if a organisation was sending out information to its employees which was in a confusing format, then the employees need to inform or give feedback to the organisation about its communication issues immediately otherwise the information given out will always pose communication challenge.

New hires
When hiring new employees organisation needs to provide relevant introduction on the correct ways of communicating throughout the organisation. Company’s whom do not provide correct communication training before their new hire joins will be forced to struggle with new hires. The new hires may be forced to learn proper communication procedures of the workplace by a process of hit and miss. 

To show my understanding of Shannon Weaver model of mathematical theory of communication, I will include an example of my own experiences of communication gap which took place using Shannon and Weaver model. 

[image: ]In 1948 Shanon and Weaver model of communication was created. Shannon was an mathematician and Weaver was a scientist. Later on the mathematical theory came to be know as Shannon Weaver model of communication or “mother of all models”.

Sender (Information Source): sender is whom who creates the message, picks the channel and sends the message.
Encoder (Transmitter): encoder is the sender who sends messages using machine which converts messages into signals or binary data. It might also directly refer to the machine (Mishra.S,ND).
Channel: medium which is used to send messages. 
Decoder (Receiver):  Decoder is the machines which is used to convert signals or binary data into message or the receiver who converts message from signals. 
Receiver (Destination): receiver is whom receives the message or the place where the message must go to. The receiver also provides the feedback according to the message. 
Noise: this could be any physical distraction like environment, people, etc which does not allow the message to reach the receiver as what is sent. 


Example of communication gap
Communication gap took place at home when communicating with my younger brother who has recently joined secondary school and was coming faced with new matters at school. 
Information source: face to face conversation. 
Transmitter: Hello how was school?
Receiver: Hi it was ok why you do ask?
Destination:  the receiver understood the transmitters’ message and gave feedback. 

Transmitter: why can I not ask you to see if everything is going smoothly at school?
Receiver: yes you can but your scaring me by asking in this way.

Transmitter: I walked on the receiver quietly without informing and used a tone which I think made the receiver confused and I also had my arms crossed. I am asking because this is all new for you and was wondering I should check to see if all is going well, especially now that you’re exposed to a lot of new concepts, ideas, opinions and let’s not forget teenage pear pressure. 
Receiver: the receiver took few seconds and didn’t say anything.
Destination: message is received but no feedback. 


Transmitter:  so you sure you don’t want to ask me anything which may be concerning or bothering you?
Receiver: well there is something.

Transmitter: oh ok what is it? If you want to share of course. I was talking very gently with low tone of voice and looked very relaxed while talking.
Receiver: I have notched a lot of new things which is being carried out at school that are new for me. 

Transmitter: what sort of things! (Loud tone)
Receiver: well I have notice some kids from older year’s groups smoke and are in boy friend and girl friend relationship thing. I have also noticed that some of the younger kids really look up to them. 

Transmitter: took few seconds before saying a word as I knew sooner or later this had to be talked about. So which part of this is bothering you, because you know your limits and bad to good also? 

Receiver: well I know smoking is a big no no and bad for health so am ok with that, plus I can’t stand the smell of smoke. 
Transmitter: ok so are you bothered about girls and boys mixing and making relationship? 
Receiver: yes 

Transmitter: I was trying to avoid this conversation as I didn’t know how to address it properly and how much of it. Listen I will talk about this later as I have to do something urgently. Walked out of the room quickly without second thought. 
Receiver: oh ok (tone of voice sounded disappointed as he could tell I was trying to avoid him).

Transmitter: I am aware that the receiver doesn’t open up much to others, other than me. I felt bad for avoiding the receiver. I went on internet and searched to see how deep or how much information I should give while talking about subject like this considering his age (12 yrs). I had also found out how I should go on about while talking so that I don’t make it awkward or uncomfortable while talking as I had never talked about sensitive subject like this before to a younger person. 
Feedback:  after few hours I went back to the receiver and said that I am free to talk. The receiver did not look interested and wanted to avoid me. 

Receiver: give me a few minutes I have something to do. 
Transmitter: I felt as though the receiver said this on purpose to make me feel how the receiver felt when I avoid the receiver. 

Receiver: ok what do you want to talk about?
Transmitter: from the conversation we had before I would like to make you clear on some basic things. I didn’t speak with confidence and looked uncomfortable while speaking. 
Receiver: you sure you know what you talking about you look confused and I think your trying to confuse me or something. Anyways I have to go now got few things to do. 

Conclusion 
From my communication gap experience I have learnt that I should consider my tone of voice when talking, making sure my tone of voice doesn’t affect the flow of the conversation or the other person involved in communication. On the other hand I have also learnt that my body Language was giving out a lot of message without having to speak therefore when communicating body language should be considered e.g. having arms flooded while speaking might make you look unapproachable or dominating. One other thing which I have learnt is to make sure that the other person is aware of my presence or approach e.g, call them by name before entering or make loud noice with foot step or cough before approaching so that their ready for you and don’t feel overwhelmed by your sudden appearance. One of the other big factor which I have learnt is to avoid avoiding someone when communicating and to make sure you speak with confidence while communicating so that you don’t come across confused or uncomfortable while speaking, as this will confuse the other person and leave a bad impression of your knowledge or understanding of any particular subject. 
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