
   EFFECTIVE TEAM WORKING &   COMMUCATION                BMSW 4002_LON           RUGIATU SESAY             ID:191605


Introduction 
This report will discuss issues relating to communication in general including what it means. It then considers it relevance and importance in the workplace setting while applying relevant theory of communication that have a bearing on the workplace. This report will show the different types of communication occurring in a workplace environment and provide explanations about their meaning and significance. In addition, I will focus on the effectiveness of communication in the workplace. It concludes by analysing the value if effective communication in the workplace. 

The importance of communication 
1.1 According to the Oxford English Dictionary, communication refers to the imparting or exchanging of information by speaking, writing, or using some other medium; it is the successful conveying or sharing of ideas and feelings.
Another definition is to refer to it as the process of transmitting information and common understanding from one person to another (Keyton, 2011). As the word communication originates from the Latin expression communis, which means common, we can assume that communication has no value if the message is not commonly understood by all parties.
For every professional, communication is very vital in all areas of our lives, especially in the workplace. In such settings, workers engage in sharing information from one person to another whether written, visual, nonverbal, verbal, face to face, formal or informal.
1.2 Communication is very important in any work setting because it allows all members of staff to have a better understanding and relations among each other which promotes effective relations between colleagues and mangers which leads to a positive, engaging and exciting environment for all. In addition, such will lead to the achievement of the company goals and objectives (Maund, et al. 2017). 


How communication can be made effective in a business organisation?
1.3 Having effective communication skills is key. When communicating well within the team it can clarify anything that is misunderstood; it will also allow any work to be done at a fast pace and done professionally (Maund, et al. 2017). 
There are many ways communication can be made effective in a business organisation. After every meeting you must show appreciation to the team as it shows simple courtesy and ends in a positive way; it shows that their inputs were being listened to which shows good communication skills. Another is during meetings you should be able to hear what every team member is saying; therefore words should not me mumbled. Team members should also avoid speaking too quickly as it can cause confusion and uncertainty which in some cases might lead to significant problems because other team members may not want to speak up if they are unsure as some may lack in confidence. It is important that in a meeting there is sometimes a need for some fun in order to loosen up any tensions in the room so that everyone is comfortable. Sometimes using presentations to communicate makes it easier for some and makes it less boring. Moreover, if some members of the team did not quite understand they could always go back to the slides if they are unsure about something (Maund, et al. 2017). 
To be more effective with your team member you must remember that not everyone’s vocabulary is the same, so using simple words to communicate for the team to understand is a good form of communication as you wouldn’t want to keep having to repeat yourself. Another form of effective communication is having a one to one; most people understand better in this way; in this way they can really listen and take in any information and anything they are unsure about. They are able to openly discuss feeling comfortable as it is a one on one (Maund, et al. 2017). 
Lastly body language is also effective when communicating it is important to always smile; smiling shows that you are interested. In addition, a firm handshake is always a good gesture. When in a meeting it is important to sit or stand up straight as slouching can come across as if you are unbothered which creates a toxic new atmosphere where other team members feel discouraged. Moreover, making eye contact enables you to feel connected with the team as it indicates that you are focused, and that you want to there (Maund, et al. 2017).

1.4   Having an effective communication is very important between a manager and an employee as there could be certain barriers that could stop them from communicating with each other, in each work setting managers must make sure they put in place methods that will allow them to overcome any barrier they may face when trying to communicate (Dalley and Burton, 2010). 
Models of communication
There are several models of communication. For example, the Shannon and Weaver communication theory was designed to develop effective communication between the sender and the receiver. It contains 8 components or steps: the sender, encoder, channel, decoder, receiver and feedback, noise, and message. In this model, the sender first communicates the given message to a receiver, or to a large group. He has to think about how they want to send it and take into consideration the characteristics of their employees when creating their message (Morgan, 2016). The message refers to the information the sender desires to send. Encoding refers to how the message will be sent whether in verbal or written; the channel refers to the method used to send the message from the encoder to the decoder. This can be through audio, video, written, email and so on. The receiver refers to the person who collects the message from the main source. The process of decoding then refers to how the recipient interprets the message; the feedback provides evidence that they have received the information which ensures that communication can be ongoing as required (Morgan, 2016). As for the noise, this is when the receiver may interpret the message wrongly because of their surroundings which negatively impacts on the communication. For example, when at work if a message is put out with too much jargon it can lead to communication failure as those untrained in that format may misinterpret it (Dalley and Burton, 2010).
The model shows the effective communication because the sender can improve the effectiveness when communication is based on the feedback; the sender will need to have made changes by putting things in to place and making sure everything is perfect before sending any information which will enable the receiver to understand clearly and message disseminated. The managers therefore need to encode or present their message in such a format or way that the employer/employees may fully and unambiguously understand. Thus, their voices need to be clear and not muffled. Managers should also consider when sending an audio or video message they should not have anything in the room that will distract them or cause noise as this can lead to an unsuccessful way of communicating as the receiver either will not be able to hear or may eventually interpret it wrongly. They could also give their message as a presentation as the employee/employer might find it easier (Morgan, 2016). 

Methods of communication – verbal, written, non-verbal, listening, visual
There are different methods when it comes to communication in a workplace. Verbal communication is the use of language to communicate information to another party. There are two different types of verbal communication: oral and written communication. Oral communication includes voice, face to face, video conferencing or by telephone whereas written communication includes, email, SMS, letters, document, and social media. If using speaking one must be sure that one has a clear voice which can be easily be heard. If using writing, the receivers cannot rely on tone as you cannot communicate how a person intones their statement; so senders must make sure that the writing is kept straight and to the point. Also, when there is a chance or verbal communication both can see show their varying personalities (Adair, 2009). 
Non- verbal communication is another type of interaction but does not include words; rather this occurs through facial expression, body language, nodding of head, posture, eye contact and so on in order to transmit a message to another person; thus in this way one will be able to decipher a person’s true thoughts and feelings. Verbal communication is fast as it can be accessed anywhere, and feedback can be provided. In verbal communication it is not necessary to be face to face whereas in non-verbal communication both must be present (Adair, 2009). 
Listening communication is having the ability to receive messages in the way it will be received through communication; without having this ability messages can sometimes be misunderstood by the reader (Covey, 1989). Thus having effective listening skills through reading is important so the reader isn’t confused and doesn’t feel like the conversation has been taken in a different way (Bown and Brady, 1991). 
Visual communication includes using different kinds of ways to transport information for example, photographs, art, drawings, charts and so on. As people have different learning styles, this method can be extremely helpful for various learning preferences to consume the information and understand it. 

How does communication work between management and employees and to what purpose? 
The communication between management and employees is of first importance if the objective is to transmit sensitive messages or instructions for the promotion of the goals of the workplace. In addition, in such settings, respect must be given both ways. As a manager one has to make sure that one speaks to their employees in a way that they can understand which includes tone. Managers need to remember that they are not outside of work, where how they speak to family and friends is different; so speaking to an employee in an inappropriate way can come across as demeaning which will lower their self-esteem this also goes for emails (Adair, 2009). 
As managers you should make sure that you use the appropriate language when speaking to your employees - this shows your level of professionalism (Blanchard, et al. 2000). Also, having a good facial expression or approach and through the conversation reduces any intensity that the employee or even the manager may have (Alvesson, et al. 1996). Thus, making sure there is always a smile on one’s face makes it easier to speak and communicate well. Moreover, making eye contact with the employees will improve the quality of the interaction between the employee and management; it also shows that you are interested in the conversation (Alvesson, et al. 1996). If there is more than one person in the room as a manger you should make sure that you make eye contact with every single person which makes it easier for the manger because your eyes don’t have to remain fixed on one person for a long time. As managers when speaking they tend to move their hands gestures to get their point across in a subtle way; they should also nod their head to show that they are listening (Belbin, 2012). 

Conclusion
In conclusion this report has examined communication from various perspectives – model, types and means of achieving effective communication. However, one must not only focus on the benefits of communication. While one must appreciate its value and advantages, one must recognise that when not used properly communication can lead to errors and unpleasant effects. In the workplace, no matter how great plans are made or how efficient designs are planned, if these are poorly communicated or if they are greatly misunderstood then all the plans will not materialise and the company or organisation will end up running at a loss (Magin, 2004). That is why it is vital for all professionals to be versed in effective communication principles. A slight mistake in communication can have a disproportionately negative effect on the outcomes of the workplace (Belbin, 2012).
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