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1.0 Introduction 
Effective teamwork is essential for the success of people and businesses in any work field or social environment, like a family, which requires a group of people to work and communicate together. Scientists have always tried to create different models and methods to help us understand better how we can create a successful team, or improving the performance of a team already established, by following certain steps. Some of those models are Shannon and Weaver Cycle Model of Communication, Berlo’s SMCR Model of Communication or Bruce Tuckman's Team Stages Model.
[bookmark: _Hlk91960820]2.0 Shannon and Weaver Circle Model of Communication. 
The Communication Cycle model is a straightforward model of communication that reveals the connection between sender, message, medium/media, and recipient. This model was created by Claude Elwood Shannon and Warren Weaver. 
Communication is the process in which a message is being sent from one person to the other, this could be made in different form, and it could be verbal, written or in non-verbal form. In Shannon-Weaver model the sender and the receiver can respond to each other, this meaning that during the conversation [image: ]they can switch roles creating a circular process. 

To understand better Shannon-Weaver’s model of communication it is essential to mention and analyze a case study made in class about the conversation between Maria and Pedro where Maria is the wife of Pedro, and he is a worker on a construction site. In this case study, Maria is calling Pedro one day and asks him that on his way home to come with a chicken. Pedro responded “okay” but when he got home, he went and sat at the table in the kitchen without a chicken, when Maria asked where the chicken is, he responded that he does not know what she is referring to. 
Sender: is the originator of the message or information that he wishes to transmit, in our case the sender is Maria. In this case she needs to make sure in numerous ways that the message she wants to transmit is understood exactly by the person who receives it, these could be done by asking for feedback from Pedro or by texting him. 
Encoder: in our case study the telephones are the transmitters that convert the verbal message into signals that are transmitted through telephone cables.
Decoder: is the reverse process of encode.
Receiver: is the destination of the message sent, in our case this is Pedro. He needs to sent feedback to its sender based on the way he understood the message, the decoding of the message could be affected by noise.
Noise:  in our case the message is transferred from Maria to Pedro through hone. During this process, the message is affected by physical noise from the construction sites, or because the phone signal was poor, or by the crowd noise. Because of this the message transmitted by Maria is not received correctly by Pedro.
We can easily understand from this case study how Shannon and Weaver Circle Model of Communication is applied to all situations in the professional fields as well as in personal life, and how just by giving the feedback at the right moment can help us avoid uncomfortable situations created because of different external factors.
3.0 Communication skills
To be able as a leader, or as a simple person, to transmit an effective and correct message it is essential to have a few communication skills. Some of those skills are as follows: 
    3.1 Listening 
One of the best ways of being or becoming a good communicator is to be a person that knows how to be a good listener. Communicating with a person that only likes to express his own thoughts and ideas without taking into consideration what the others have to say, it is exceedingly difficult and frustrating. It could be difficult to understand what you are being asked to do if you are not a good listener.
    3.2 Nonverbal Communication
The body language, hand gestures, eye contact or tone of voice all can give meaning to the message you are trying to send. It is important to control all these aspects of a conversation when you what your message to be understood correctly. 
    3.3 Concision and Clarity 
Good verbal communication means saying just enough, do not talk too much or too little. It is important to try to transmit your message as short as possible, and clearly and directly write or say what you want to transmit, regardless to the fact that you are sending the message verbally or by text, or email. 
    3.4 Confidence 
In an interaction with any other person, especially at work with your colleagues, it is important to be confident. This gives your colleagues the meaning to follow through what you are asking them to do.
    3.5 Empathy
Active listening can help you understand better what the person with whom you are having the conversation is feeling and thinking. Displaying empathy is always the best way of making the person in front of you being more confident and opened to talk.
    3.6 Respect
When you treat people’s ideas with respect, they will be more open to communicate with you. The way respect is transmitted in a conversation is by being engaged and by actively listening what they have to say, by making eye contact or simply using the person’s name this are just a few things that shows respect and is making others feel appreciated when communicating with you.
    3.7 Feedback
Giving and receiving appropriate feedback is one of the most important communication skills that all leaders should have and use in a working environment. Constructive Feedback provided to the employees by their managers and team leaders, could easily be made through phone calls, emails, messages, or weekly status updates.
4.0 Case study.
For for three years, I have worked as duty manager in a four-star hotel in the Highlands Scotland. Being a duty manager in a nineteen-room hotel with two restaurants it is a very challenging job, in my time spent at there I have encountered many problems due to the lack of communication between management department and employees or between different departments in the hotel. in this workplace most of the employees we're from different countries like Italy, Spain, Poland, Romania. 
One day one of the girls at the reception received a phone call for a dinner reservation and because I was good duty manager at the time, she asked me to go and double cheque if we have space for a table of nine people. I did and checked and the restaurant dinner list for that evening and confirmed that we have space for a table of nine people at seven pm, then I have taken the initiative of adding on the list number of persons and the time that they will arrive for dinner that evening and the surname of the person who made the reservation. At approximately ten minutes to seven pm, the person that did the reservation arrived at the restaurant with the rest of her party but unfortunately instead of nine people there were nineteen of them, this creating a real issue because neither did we had the space to accommodate almost a double amount of people in such a short notice, neither kitchen staff was prepared for that. I have managed to solve the situation by the laying they booking with 40 minutes giving time to the kitchen to get ready as well as getting more tables available so that we can accommodate the whole party, as well as being as nice and apologetic as possible with the customers explaining the misunderstanding and mistake we have done.
We were lucky because the person that did the booking was very understanding and calm and willing to wait in the lounge area until we had the space to accommodate for them for dinner. 
As you can see this is a very clear way of how the poor communication between co-workers at the workplace can create very difficult situations that can affect the business. This whole situation could easily be avoided by simply getting the proper feedback from the sender of the message. The way that we tried to avoid these mistakes to happen in the future was to get full details like full name phone number off the people who were booking a big table exceeding eight people and confirm with them via phone call, an hour before service that they will still arrive in the same number and at the same time previously booked. By following this rule and getting feedback from the customers we have managed to avoid making other mistakes like that in the future.
5.0 Conclusion
In any work environment it is essential to communicate in a very effective manner, this will increase the productivity and the success of any business. In this module I have understood how to communicate with my colleagues at workplace and how to be more professional as a team leader. To create the best team, is necessary to go through all stages of team development and to understand how the models of communications are applied in real life conversations.
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