	Name
	Stefania Bumbacea

	Student number
	1916791

	Module name
	Effective Team Working and Communication


	Module number
	BMSW4002

	Assignment title
	Effective Team Working and Communication


	Date
	4.05.2020
	Word count
	2243



























Table of Contents
What is communication?	3
Why is communication outstanding?	3
Report structure	3
Main Body	3
What are the different types of communication?	4
How communication can be made effective in a business organization.	4
Communication theories	4
Shannon and Weaver	5
Wilbur Lang Schramm	5
David Berlo	6
Effective communication	7
Communication in the workplace	7
Bibliography	8






























Communication is a set of actions that have in common the transmission of information in the form of messages, news, signs, or symbolic gestures, written texts between two individuals, called interlocutors, or more formally, sender and receiver. However, not to be confused with the communication devices called the radio transmitter and receiver, which we use for distance communications = telecommunications.

[bookmark: _Toc39511942]What is communication?

      The concept of "communication" is closely linked to our existence as human beings, and then as a society, since human beings and communication are interdependent. Without communication and language, we as living beings, who interact and relate for the most part, or even entirely through the act of communication, our life on Earth would be useless, superfluous.
         It is a dynamic process, which is continuously changing. Society owes its existence to interpersonal communication; it means the human community, and we see it as a process that involves the participation of all members of that society. The interface has different forms, of which we will stop at media communication and mass communication, which is a form of media communication, intended for large masses of people, and can have a subjective way (which aims to manipulate public opinion), and a physical form (which wants simple information of people.

[bookmark: _Toc39511943]Why is communication outstanding?

Human being has an instinctive need to communicate. A life without communication would be an endless series of frustrations because we would not know how to express our needs or how to understand the needs of those around us. That is why, since ancient times, people have created variously spoken or written languages ​​in order to be able to communicate with others.
 
In the modern age, in which we are entirely by technology, oral communication seems to take second place, compared to written communication, through the various means available now. However, precisely for this reason, the essential qualities of effective communication are often lost, and the messages sent do not contain all the necessary information that the interlocutors need.

[bookmark: _Toc39511944]Report structure

[bookmark: _Toc39511945]Main Body

        As with technical communications in computer science and mathematics, communication between people takes place with the help of a language, a speaker system that uses a precise implicit system of communication formulas. Speech and spoken language are paramount elements in communication; we can pass on social or emotional communication, this proceeding differently, according to the degree of culture of the partners who take part in the conversation. This transmission of information usually occurs in an acoustic form (speech), but there are other forms (or carriers of information), such as the written form, the one with electrical or optical signals.  
          During the speech, communication is not only through words but also the tone of voice, the amplitude or location of breathing, the variation of the color of the epidermis (especially the face), and attitude. For example, in order to understand a message, the behavior of the interlocutors is often essential: passive, assertive, and aggressive.


[bookmark: _Toc39511946]What are the different types of communication?

The current trend is going towards the research of oral communication, long neglected due to the lack of tools to capture it in its complexity.
      Paraverbal communication concerns information encoded and transmitted through prosodic and vocal elements that accompany the word and speech and have special meanings. These include voice characteristics, pronunciation features, speech intensity, rhythm, speech flow, intonation, and pause.
       Paraverbal communication exists simultaneously with verbal communication; in the case of the second, the phenomenon of overcoming appears. The para verbal uses the auditory canal, which causes the transmission of a vibrant para verbal message to lose its content.
       Nonverbal communication transmits coded information through a variety of signs directly related to posture, movement, gestures, facial expressions, partner appearance. The presence of gestures and movements understands verbal expression. Prohibiting them for one reason or another leads to disturbances in verbal communication.

[bookmark: _Toc39511947]How communication can be made effective in a business organization.

Indeed, the individual does not communicate only to obtain information. At the same time, its purpose is to influence the way of thinking and, implicitly, to act of its interlocutors. At first sight, the phrase "influencing the behavior of others" can have a negative connotation, Machiavellian. In reality, things do not present in this way. Most of the time, influencing means convincing the other party that a specific behavior can bring more mutual benefits than other possible behaviors. Extending the analysis to the size of the business environment, it is evident that any company would get maximum results in an environment where partners, competitors but especially customers behave according to the expectations of the company in question.

[bookmark: _Toc39511948]Communication theories 

       In the living world system, communication reaches a peak in its human form. It is a complex process, considering the forms, contents, levels of communication, diversity of codes, channels, situations, ways in which it occurs. Communication is a prevalent phenomenon; at the same time, relationship, information, action, and transaction.
One of the most common differences used in the analysis of human communication has on-base on the nature of the signs used in encoding information and the preferred channel for transmitting the resulting message. From this point of view, we can analyze verbal communication, para verbal communication, and nonverbal communication.

[bookmark: _Toc39511949]Shannon and Weaver

Shannon was a mathematician and electronics, and the mathematical model of communication will invariably link these areas of expertise. Until Shannon, communication understood as the act by which a person affects another person's behavior or mood, started from the transmitter, the message and signal were not delimited, nothing we say about interference or information entropy or redundancy. However, all this would change with the publication of the mathematical model of communication.
According to the Shannon and Weaver model, "communicating means transmitting a signal (…) that is received." The sender turns the message into a signal and transmits it, through a channel, to the receiver. It receives it (in full or not, as we will see that jamming can occur), decoding takes place (from signal to message), and the message reaches the recipient. The more messages can be transmitted from the source to the recipient, using the same channel, but without altering the received message, we discuss the success of communication.
Source - is the deciding factor. The source assumes the communication, discussing, in this case, intentional communication.
Transmitter (or transmitter) - converts the message into signals, adapting it to the communication channel.
Channel - is the physical means by which signals we send. The simplest is to imagine a telephone or network cable. Nevertheless, also, a communication channel represents the acoustic or light waves.
Interference - affects communication, entirely or partially obstructing the communication channel. Even the transmission of several messages simultaneously through the same channel can be a source of interference.
Receiver (or decoder) - converts acoustic, light, or binary signals into messages to be understood by the recipient. The receiver, like the sender, in turn, is a physical means of communication (like the channel) whose purpose is to prepare the message for transmission/reception.
The recipient - is the one entitled to receive the message, the terminus of the communication.

[bookmark: _Toc39511950]Wilbur Lang Schramm

Called the "father of communication studies," Wilbur Lang Schramm proposed in 1954 a new model of communication that stands out for its circular component. Coming in response to the linear model, Schramm notices a seemingly simple truth but able to influence the theories that followed, namely that we can not talk about communication that begins at one point and ends at another, like a road one way. During World War II, Wilbur Schramm joined the "War Intelligence Bureau," where he had the opportunity to study the effects of propaganda, to assist in perfecting persuasion techniques, carefully following the behavior of those involved, and especially this game of roles.
We are not talking about a sender and a receiver, but about interchangeable roles, where the communicator performs actions of encoding successively, interpreting and decoding the messages.
Encoder - encodes the message, the original message;
Interpreter - perceives, analyzes and interprets the message;
Decoder - decodes the message
First of all, communication centers the idea of ​​feedback, permanent feedback.
Break the barrier between transmitter and receiver, and talk about dynamic roles.
He notices the importance of interpretation and semantic noise. It is circular, logical, natural.
 The main criticism concerns the semantic noise. The model does not specify very clearly when semantic noise occurs, nor does it offer an alternative.

[bookmark: _Toc39511951]David Berlo

Communication appears in David Berlo as a regulated process (not as a simple act) that allows human beings to negotiate their position in the environment in which they live. In this way, communication is a value of dialogue, of power, of influence, of control. 
SOURCE: It constitutes the origin, the sensitive starting point for factors such as abilities, knowledge, attitudes, and socio-cultural position.
ENCODER: Translates the message intended to obtain the expected response to a key.
MESSAGE: It is the physical product of the issuer, and its structure must make up a code, a content, and a treatment of the message.
CHANNEL: It is the transport vehicle that will have to go to one of the senses or several for its perception.
RECEIVER - DECODER: It is to whom the message addresses, decoding refers to the skills of reading and listening and understanding the message that intend to send. Decoding is determined by activities that recipient saves for himself, towards the source, and content by his level of growth code.

[bookmark: _Toc39511952]Effective communication

All human interactions have based on communication, in one form or another (verbal, written, non-verbal). The very purpose of communication is to convey our message to the discussion partner (s), clearly and unambiguously, involves an effort on our part as transmitters and the part of the message recipient, the receiver. Communication being a process that takes place continuously, can be subject to various errors, and often, they see in the misinterpretation of the recipient of the message. When these errors are not detected, they can cause confusion, wasted effort, and loss of various opportunities.
In order to convey the message successfully, in order to make ourselves clearly understood, it is necessary to be well structured, before transmitting them further. Sometimes what we think goes wrong in the ears of the discussion partner, because we did not know how to elaborate the message clearly and concisely, or we were overwhelmed by emotions, often negative.
In order to communicate successfully, in order to achieve our goal, it is necessary that before transmitting our message, we first understand ourselves, understand our thoughts, ideas, states (emotional feelings), and only then address the discussion partner. , taking into account the environment and context.

[bookmark: _Toc39511953]Communication in the workplace

The importance of communication at work cannot decline, taking into account the fact that in an organization, in a company people belonging to different social and professional categories come together and work together to achieve the same objectives.
An organization in which there is no sharing of information between two or more individuals begins to have problems such as employee departure, waste of resources, and others. In order to avoid problems, efficient communication must be encouraged in such a way that the success of the company is a total one.
The importance of communication at work divides up into two words: job satisfaction. If employees feel satisfied working in the organization, there is no denying that its future is a secure one. All work plans, issues, opinions, conflicts, and ideas must be discussed and handled professionally through positive and effective communication.

In conclusion, communication is a process of interaction between people, groups, as a relationship mediated by word, image, gesture, symbol, or sign. Through it, individuals share their knowledge, experiences, interests, attitudes, feelings, opinions, and ideas.
Communication must contain empathy, a proper tone of voice, along with gestures, facial expression, as they impact the receiver, must be cooperative and patient, provide what is required, and prove to be an active listener.
It represents a system of transmitting messages that can be mental processes (confusions, thoughts, personal decisions) or physical expressions (sounds and gestures)—constituting a necessity and a social activity.
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