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Introduction
In this assignment I present my own views, and understandings of communication and teamwork, as well as how I came to these conclusions. I will go through in class exercises and how they have widened my view of thought and understanding, regarding effective communication. How to observe and detect where the fault lies between the sender and the receiver. How I was able to transfer what I learned, and the perception that I had of it, into actual concise practice at my workplace, and observe as it came into place at the point that it was quite fascinating, as it can be observed and studied as it is explained by  Bucchi and Trench (2008) Handbook of Public communication of Science and Technology. (Bucchi and Trench, 2008).

Effective Teamwork and Communication
During the classes of Teamwork and Communication, it became more clearer that, there is a lack of understanding how communication works by most of the general public including me.
How certain situations could so easily be avoided if the message got through to the recipient so much clearer, and if the recipient understood, or took the time to understand what the sender was saying. As I was researching, I came across an article on miscommunication of the Battle of Antietam (also known as The Battle Sharpsburg).
It begins to narrate how one of the most gruesome battles in American history occurs, as the General while moving up North, had strict orders in soldiers placement and manoeuvres, due to miscommunication the battleplan got forgotten in camp behind, resulting in the death of over twenty two thousand soldiers , but also allowed Abraham Lincoln to write the Emancipation Proclamation granting the freedom to all the slaves in the south.
This is just one of the hundreds of examples throughout our entire history where ineffective communications had disastrous impact in our society. 
There are two main types of communication Verbal and Non-Verbal.
Verbal communication is the message we send through words created through language, face-to-face communication , telephone conversations , e-mail etc.

 Robinson and Robinson (1982) concluded that if speakers are to be consistently efficient at conveying their intended meanings to listeners, they must understand that the intended meanings may not be fully conveyed by a message and that many factors can lead to a listener’s failure to understand what a speaker means. (Robinson and Robinson 1982)(Maund, et al, 2017).
 
Non-Verbal communication is what we transmit without the use for words such as, our body language, face expressions and tone of voice. A more technical in-depth definition is,   Maund et al (2017)“communication other than written or spoken language that creates meaning for someone”(Ivy & Wahl,2014, p.5)(Maund et al 2017)

Research indicates that roughly 55% of communication between people is expressed non-verbally (Maund, et al.,2017)
In accordance to the lectures that we have had, we came to understand how the loop of communication comes into existence. The sender sends a message albeit verbal or non-verbal, that is received and decoded by the receiver, at which point in return the receiver sends his feedback which is then received by the sender, continuously forming a loop of communication.
We have come to learn about various models of communication.
Shannon and Weaver model of communication created in 1948.
Berlo’s S-M-C-R model of communication developed in 1960
Schramm’s model of communication proposed in 1954

My basic understanding of communication comes from these three principles which I will go more in depth.
Shannon and Weaver Model 
This Photo by Unknown Author

While researching more in depth about Shannon and Weaver’s model, I could pinpoint three strengths that this model has, simplicity, generality and quantifiability. This model was first developed to improve technical communication by Shannon, it was achieved by reducing the noise between the sender and the receiver maximising the telephone capacity. Through the model they explained the following components, as a sender (information source), encoder (transmitter) channel, decoder (receiver), receiver (destination) and noise(REERENCE).
From what I could learn was that, the sender formulates the information that they are about to send through a channel, albeit telegraph or telephone, at which point the message gets coded to a language only the machine can understand, as it transmits, the coded message is then decoded by the receiver into their understanding of the language, who then can in turn send feedback. However, if the message gets interrupted by noise, the receiver will not be able to the decode the message sent, and will in turn create a barrier in communication.
RERER TO IN-CLASS EXERCISE

Berlo’s S-M-C-R model of communication
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Source is the first element to Berlo’s model of communication. He determined that all communications must come from a source albeit a group of people, individual, or a company. There are several things that will determine how a source will operate in the communication process, such as communication skills like the ability to think, write, draw and speak.
Social background, salary, culture, knowledge of the subject, friends, education and the audience.
What I could understand from Berlo’s model of communication is that, both the sender and the receiver must have some common background, as it does not allow for feedback so the message must be conveyed as effectively as possible.

Schramm’s model of communication
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Well-known communication theorist Wibur Schramm, designed a communication model in his book “The course of action in addition to Effects involving Mass Communication.”(cited in the business communication.com)

What I have learned from Schramm’s model of communication is that it is the most effective in my point of view, as it is the simplest and he shows us that communication is a two-way process how a normal communication should proceed, as information goes back and forth. The sender sends the message, the receiver decodes it and gives feedback. As the receiver sends the feedback, the message is being clearly understood.
The key to effective communication is, good communication skills, active listening and assertiveness. The models of communication that I came to discover are around seven including these three, such as Aristotle’s model, Lasswell’s model, The Rileys model, Contemporary model and the three that I have come to explain in this assignment.

EFFECTIVE COMMUNICATION AT WORKPLACE
All share the same purposes which is to get the message to the receiver effectively as possible.
In my research I have come to discover that active listening can be as difficult as effective communication. More often than not, we find ourselves listening but not paying attention , as mentioned by lecturer Anita Nan and very well put ,that sometimes it can turn into background music, where replies can be as automatic as autopilot, or completing a task based on muscle memory. I have found myself quite a few times wondering what the other person had just said even though I had answered it, or just a few seconds asking the person to repeat what she had just said even though I positively nodded as if I had understood it.
As an active listener you need to show your interest on the person speaking and the way of doing so is with posture. The acronym SOLER helps us show our interest using posture. SOLER stands for Square, meaning we have to face the speaker directly. O stands for Open, referring to how we portrait our posture, we need to show an open posture. L stands for Lean forward to show interest. E stands for Eye contact. R stands for Relax being comfortable (Maund, et al., 2017).
Looking at some exercises we have done in class, such as email writing, solving communication problems from a dysfunctional kitchen, I came to learn a lot of aspects into skill writing and effective communication and the predicaments it can have by just occurring the opposite. I have managed to get all these in place at my work place and I came to observe how human interactions occur , and most to my surprise ninety per cent didn’t pay attention to what the sender was saying, they all nodded or didn’t say nothing at all, just to find them hours later completely lost at their tasks as they didn’t know how to proceed, even though it was explained to them just hours ago. I have had experienced in my workplace where bad communication has taken over, making the work atmosphere very unpleasant, as everyone is shouting over each other trying to get their message across, while the information gets lost in noise and the receiver makes no attempt as to active listen. 
HOW CAN COMMUNICATION AT WORKPLACE BE IMPROVED?
-BY LISTENING CAREFULLY
-BY NOT GOSSIPING
Work experience
This is an area where I have vastly improved myself, discovering these communication models I could visualize how an effective communication both verbal and non-verbal should proceed. I can now pay more attention and correct myself as I see that the receiver is not listening, or I found myself losing the message through the noise. I think this is a subject that managers or people who have to lead people should understand or undertake, the example of my workplace is that the manager cannot get the message across nor does he attempt to effectively do so. His message always gets lost in the noise and when you try to explain he shows signs of uninterested, which has a chain effective on the staff, which in return they do the same.
It causes an atmosphere of chaos, no one knows what to do, or very rarely, mostly are trained on the job on their own, and when accidents happened as I will describe in example, they all become admired as to how did that happened.
There was an individual named Igor, it was his second week on the local Jewish butcher. While he was making minced meat, they told him what to do and what to be careful, but the message got lost in the noise of the machine and it cost him his ring finger. When ambulance was called on site, the supervisor had asked him if he didn’t know or if no one had told him how to operate the machine, he then said that no one had told him , that they told him just to put the meat a certain way, press the button and to operate the machine, it turns out that the supervisor after Igor turned on the machine, had shouted what to be careful and what not to do, Igor couldn’t clearly understand what he had said and yet he just nodded and proceeded, nor the sender nor the receiver made any attempt to make sure the message had been delivered effectively resulting in a tremendous injury.
Conclusion
During the time I have spent in University and studying this subject, as well as researching outside class, I have come to learn that we as society need a better understanding on effective communication. My understanding on the subject has improved significantly, I have applied certain models to my own communication, specially Shannon and Weaver and also Schramm’s, became more aware of what the people where telling me and the types of conversations you could encounter, and as to the “why” he didn’t understand or what could have perceived to someone doing exactly the opposite of what someone had just said. I look forward into perceiving this in the second term, as it is quite interesting in regard to the human behaviour, and to self-improvement.
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Ex.1. Read the following brief and write a business email according to the instructions,

You are the Director of Communications atyour company and you would like a Supervisor, Mary
December, to 80 0n a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow

workers.
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