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Effective Teamwork and Communication
Introduction 
     

The purpose of this essay is to show an understanding of how teamwork and communication are both connected, each depending on the other to function efficiently in order to be effective. Communication has many factors, speaking and writing messages are but a few commonly associated when thinking of communication in general. This essay style portfolio is designed to touch briefly on the history to the modern day classificational factors of societal communication. The paper will show a proficient understanding of an academic model and method used to demonstrate dynamics of communications and faults that encompass them. It shall also differentiate between verbal and non-verbal communication and oral and non-oral and how these different factors affect the entirety between having an effective line of communication or ineffective in a working environment. Relevant to the forms of communication discussed, a scenario will be analyzed that observes the breakdown in communication in the channel which can come from a variety of factors especially in a fast-paced, busy working environment. The model of communication is as created by Shannon weaver and this method will be used to collate date from the scenario. The scenario will then be analyzed and questioned as to how the communication from the scenario could be improved and how they can be applied effectively to my own methods of communication. After the scenario has been analyzed and the outcomes allow for suggestions to improve. 
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Societal Communication 
The hierarchy of communication
       The model is also known as the Pyramid of communication, it represents a transactional model of communication from the bottom of the hierarchy that is the most personal as it is the foundation upon which the rest may be built. At the bottom of the model is Intrapersonal communication, this Is the only form of communication that does not require a response or even need acknowledgement from a third party to count as communication. This form is entirely in the mind, essentially it is the narrator of life as it is perceived by the individual.  For a person that could be shy it may be beneficial to vocalise thoughts for example or someone that is stressed may count back from ten to relax themselves someone singing to themselves to gain practice and confidence. Changing the dynamic to two people having an interaction is the next level in the pyramid and is an important level to start developing.                                                                                                                             Interpersonal communication is between two people, the people share their interpersonal skills through communicating together whilst communicating to themselves mentally. Moving up to the next level is Group communication, this may have approximately three to as many as twenty people which could be a scenario involving a family having a group meeting to discuss something or A classroom of students interacting.                           Institutional communication is organised by an institution and the people that represent the people that represent it, it largely targets social groups to develop the activity. It is designed to establish relationships between the public and the institute. Finally, the top of the pyramid, Mass communication is designed to speak to a nation, according to Hartley et al (2003) “Broadcasted media, usually as newspapers, magazines, cinema, television, radio and advertising sometimes including published books".
        The model shows a vague overview of what communication is to society and how the different sizes of groups and individuals are specifically targeted for different purposes. The hierarchy shows the categorise of communication but not the process of communication or how some forms of communication are more effective than others. Some forms are used only to an auditory means like listening to the radio or hearing a voice on the phone whereas other forms do not have sounds or actions neither. Colours can be an affective form of communication like at a traffic light because it signals red or on a larger more recognisable scale our flags show our nation’s colours sending a message to people that recognize it know what and who is represents. Effective forms of communication for the workplace specifically will be more on an interpersonal or group level between co-workers which have many factors to consider. The hierarchy of communication is the classification and generalisation of social groups, it will be broken down and analysed so see which other factors can be considered involved in making up the pyramid. 
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Effective communication-listening skills
      
        Hearing and listening are two different things but still intended to have the same effect and purpose, being able to make the distinction between the two can make you become a more conscious listener and effective communicator. Hearing is the physical ability to detect  sounds,  the inner ear receives a message and the brain decodes that message which depending on where the focus of attention is for the person the sound would then be assessed to be either urgent or worth prioritising or if it will become a back ground ambient noise. This has only explained the aspect of how someone may hear a message but listening is another concept, listening to someone is: Having an interest in the message that is being received and then to retain the qualitative information. Effective listening requires focus, when sharing a conversation, the brain stores the information subconsciously remembering only twenty five percent of what someone has said to you. An active listener will mentally summarise notable points in the brain often making reflective references to the listeners own experiences to be able to engage on a more personal level. An active listener will show interest and enthusiasm to what you have to say and will make gestures that are appropriate to the environment, having feedback and asking questions shows an interest in what the speaker has to say. Sometimes even what you are hearing and listening to are not what is important but another hidden message that is being sent , an experienced listener or even someone that is sensitive to another person may be able to read messages between lines and having an equal understanding like an encoded message designed for only specific people to be able to hear but not decode and understand.  When having an interactive fluent conversation, the messages given by you must reflect from posture and how you present yourself if you have an interest in what they have to say or not. looking away from someone when they are trying to have a serious conversation and expect to have eye contact could be considered as not valuing their information. If the external noise becomes a distraction try to have an inner control and try to focus on what the underlying message may be even if you cannot hear exactly what’s being said.
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Types of listening

      Depending on our desired task want to achieve we then choose our own type of thinking pattern such as appreciative, empathic, comprehensive, and critical. Knowing the difference between them can help improve your ability to think critically and process what you have heard. Appreciative listening When you listen to music or sing your favourite song this is appreciating what you listen to also on a conversation someone may make you laugh or give you a compliment. Places of worship and public speakers have large followings.  Empathic listening seeing from another personal point of view and identify with them so show support and try to relate to their feelings. This form of communication requires focus to be on the speaker rather than yourself to comprehend the speakers prospective. Comprehensive listening is listening to understand and learn as much about that subject as possible, taking directions would require you to memories in a short time different direction. After leaving the memories will start to change and what we heard can become distorted. A clear mind or practicing control over the mind to be able to have a better Memory as less distraction will be able to distort the memory. Critical listening when you must compare a brand you will listen to what is said as critical thinking comes from analysing and then evaluating from what has been heard whether opinion or choice is right or not.
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Verbal and non-verbal communication

         Verbal and oral communication are inter-connected, being verbal is the ability to send information using an auditory language using www.oxfordreference.com sounds and words to express how you feel whereas using mannerisms and expressions would be classed as non-verbal communication. Oxford university overview of these forms of categorisation media studies gave a better understanding by saying that communication is the interaction through which grammatical words are spoken. Oral communication is often face to face whereas the academic usage includes mediated forms like signing or written. What is verbal oral and verbal non oral? Verbal oral includes spoken language this can be in person or video or phone calls in contrast to verbal non oral such as writing memos, notes and written messages. Non-verbal oral and non-oral communication, examples of oral non-verbal would be laughing, crying, coughing, sneezing and humming as the sounds come orally but not in a linguistic form. Then the last form which is not always the first things you think of when you think of communication, non-verbal non-oral is using body language and making hand face or bodily gestures. Physical contact for the blind can allowing someone that may not be able to listen or speak well can use colours and shapes. 
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What is the Shannon Weaver model of communication? 
      
 “The mother of all models” or originally known as the Shannon Weaver model for communication. In 1948 an article was published “A mathematical theory of communication” written by Shannon Weaver and Warren Weaver which was then later came to be known as the “The Mother of all models" which is a technological model compared to linear models. The model has four stages the sender, message, channel, and receiver which may be referred to as SMCR. Each stage may have external effects on the transmission therefore the model shows eight points.


                                                                Shannon weaver model concepts

The sender is the (source of information) The source is a person or group that wants to pass a message to another person or group. The sender will then create a concept of what message that is to be communicated and then decides which channel will be most effective. • The Encoder (transmitter) will transform the concept into an encoded message designed specifically for it is intended receiver.                                                                                 • The message is the information that is being sent from the sender the receiver.                     • Channel is the route the message shall take to get to the receiver weather its verbal written audio, video.                                                                                                                               • Noise is a distortion that interferes with the channel. Ambient sounds can affect the channel.                                                                                                                                                     • Decoder (Reception) before the receiver can interpret the message it needs to be decided in a way that the receiver can understand.                                                                                        • Receiver (Destination) is the recipient who has been sent the message and decoded it.      • feedback when the receiver responds to let them know the message was effectively delivered.
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Case study
The scenario
     The scene is a Pret a manger coffee shop during a busy lunchtime period in central London. The space to work is small, hot and fast paced with orders being taken and staff talking to one another. To work effectively workers all from different cultures that in turn having different accents, mannerisms and pronunciations. These are the sources of information, the people that will need effective communications skills. They are the senders and receivers and they decide how they will manage to cope in the robust environment. One afternoon Sarah went to work as normal with her normal colleagues on the regular shift. Sarah is Italian and has a strong accent this can sometimes be a problem hearing customers' orders. A  co-worker on she same shift that day was working in a small team as the barrister taking the orders from the person at the till, thus will need to be a fluent strong line of communication in order to keep up with the high demand. Sarah is a team leader but has not told anyone as she has only recently been hired several weeks earlier as a team leader and was never introduced as team leader. This afternoon there was a high demand for oat milk, Sarah would take the order from the customer and send the message to Diego for him to respond by making the drink and passing it to the customer making the circle of communication is complete. Sarah started the order by taking the order and payment and turning to Diego says “One coffee with oat milk please" to which Diego acknowledges her with eye contact and by making the drink. The customer upon drinking her drink asks if there was oat milk inside so Sarah asks Diego to which he responds in a patronising tone it is pronounced O-A-T Not H-O-T milk! Correcting her as he had not received the intended message looking at the Shannon Weaver model to analyse thus scenario the sender Sarah, the source of information is made from the order she received verbally from a customer in her mind. This the sender then chooses instinctively to the best of their abilities the most effective channel to send the message. For Sarah the channel she used was verbal oral. But first the message needs to be encoded (transmitter) in a specific way that the recipient will understand the objective of the interaction. To which she turns, makes eye contact and says “One coffee with oat milk please?” this is where the channel was broken by various factors, noise could of had an impact on the level of being able to hear and accent and pronunciation would be essential to practice a clear pronunciation to work  more coherently, the recipient or the decoder interpreted a different order and this has a knock on effect as the end result is the wrong order. Diego should have given a clearer form of feedback allowing Sarah to know he acknowledged her and will take the appropriate order. This could be improved by writing the orders on tickets and pinning them next to the machine or use a digital device to share the order at the other station.
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Conclusion
      
        This essay Has shown how teamwork and communication need to be harmonic to be effective. It has broken down the levels of communication from intracommunication (The internal narrator) to mass communication which can be global through different forms of digital and social media platform. The essay has explained what the difference is between verbal and non-verbal communication and oral non oral, what is effective communication and listening skills and what the four different types of listening involving empathic listening, appreciative listening comprehensive and critical listening each used for the objective of acquiring the relevant information from the second party.
     Shannon weaver created a model of mathematical genius that has explained the dynamics of how messages are made then transferred and understood by the receiver and then responded to accordingly back and forth. My case scenario involves two work colleagues that had an experience where due to unknown factors the communication was in some way disrupted and the whole line of communication has failed the objective. After reading through information from Maund et al (2007) effective communication of how workplace communication cation must be standardised as a high priority. And taking guidance of the specific factors that are involved in the Shannon weaver model which I then used to make a step by step analysis of a work place scenario involving poor communication cation and how in believe that certain factors may have been the cause of the failure and how this relates to the Shannon weaver model or communication. 
       “Communication skills are foundational for individual, team and organisational success”. Kinnock and Parton” (2003) 
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