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INTRODUCTION 


Effective communication may be defined as the ability of an individual in conveying its thoughts and ideas to another in a very effective and efficient  manner. Effective communication with in the teams played a very important role, this is more then just efficient work. This allow each and every team member to get the knowledge on any topic which my affect their working. Effective communication within the team work not only build the trust among all the team members but also boost up the moral of everyone and assist them in staying engaged in the work(Gharaveis, Hamilton and Pati, 2018). The following report is based on the case study of the Pedro and Maria. The following report is going to discussed about the different types of models of communication that taught in class and the brief discussion about the types of communication skills. This report also covers the advantage and the disadvantage of the technology in the communication. 
TASK 
Discuss the models of communication


Effective communication model may be defied as the systematic representation of the process which assist the individuals in understanding that how communication work is done. The process which are included in these models are shown metaphorically and in symbols. Following are models of communication which are taught in the class has been discussed below: -
Shannon and Weaver Model of Communication: -
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 The Shannon and Weaver communication model is basically a mathematical theory in which the concept of communication in liner fashion has been included. Following are the steps of this model which is mentioned below: -
· Sender: -this is being considered as the fist step of this model. The the sender are basically those person who originate the message or information source(Harel and McAllister, 2019). This process start by selecting a desire message to send and to whom and a medium through which message send.  Message can be send by the sender through multiple ways such as orally, written etc. 
· Encoder: - this is the second step of this model. The encoder can be a machine or person that convert the message which is received form the sender into signals. This model is designed to explain the communication through the multiple means like telephone, computer and many more that encoded the message by using the codes such as binary digits or radio waves. Along with this a person can also be a encoder that covert the idea into spoken words, written words and many more in order to communicate to someone. 
· Channel:  - this is the third step of this model in which a structure of communication has been established that assist in receiving the information form the sender and transmit through channel to decoder and receiver. The channels used to send the message is also called as medium. 
· Noise: - this is being considered as the fourth step and the the most important phase of the Shannon Weaver model. Noise is basically the the interruption which is face by the sender and receiver in sending and receiving the message. This may result in the cause of interruption in understanding the message. The noise are of two types i.e., internal noise and external noise. 
· Decoder: - this stage is totally opposite of the encoding. In this stage the receiver convert the signals into message(Fan and Wu, 2019).  This is the reverse process of encoding. The binary data or the radio waves is covert by the receiver into message in order to understand the message in comfortable manner. 
· Receiver: - the next step of this model id the receiver which is being considered as the end point of the technical communication process. In this step the message is finally received by the receiver. 
· Feedback: - in this step the the receiver give the feedback based on the decoded message to the sender. If the interruption is came in the way of communication then this directly affect the flow of communication between the receiver and the sender. 
Schramm model of communication: -
 
This model is also known as the Osgood-Schramm communication model which comprises of essential elements of communication. They say that communication is basically a two way process in which both the sender and the receiver take turns to send and receive a message(Seguin, Tian and Zalesky, 2020). The following steps of this model has been discussed below: -

[image: image2.jpg]Information Transmitter Reception Destination

® ©)
111

Noise

<)FEEDBACK (<

SHANNON-WEAVER'S MODEL OF COMMUNICATION




· Source: - the sender is being considered as source of the message who composes the desired message and send to the receiver. It is very important for the sender to compose a clear message so that it is easily understand by the receiver. The sender have to make sure that the message which is send to the receiver to totally relevant, essential and precise. The message which is send by the sender is most probably encoded so that the receiver can decode the message and easily understand. 
· Receiver: - in this model the receiver is also known as the decoder. The receiver may be defined as those one to whom the sender sent the messages (Wang and et. al.,  2019). Different types of factors have to keep in mind in order to make sure that the receiver understand the message easily by decoding it. Along with this it is also very important that the receiver under the source effectively. If it is not happen than the whole purpose of message is defected. 
· Message: -the message is being considered as the most important element of communication. It may be in the form of text, audio, video, or a combination of all. The message may be defied as the information which is passed by the sender to the receiver through communication. The communication can be verbal or non verbal totally depend upon the sender and receiver. 
Berlo's model of communication: -

The Berlo's model of communication is also known as the  SMCR model which states that emotion is being considered as the most important aspect of the message and an integral part of communication. The following steps of this model has been discussed below: -
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· Sender: - the sender is basically the person form  whom the message or the conversation begins. The message is sent by the sender to the receiver and the receiver decode the message(Macnamara and Gregory, 2018). This is being considered as the most common element of all the communication model. The different types of factors which is related as well as affecting the sender are communication, attitude, knowledge, social system and culture.
· Message: - message may be defines the actual element or the context of communication. This is basically the something which is transferred by the sender to the receiver in any form such as text, video, or other media. Their are various factor which is related to the message are structure, content, treatment, code and many more. 
· Channel: - medium is basically the channel which is used by the sender in order to send the message to the receiver. The Berlo's refer the channel to the human senses that can assist in interpret the message. Berlo's says that on these human senses, the channel is affected or somehow dependent the five human senses are hearing, seeing, touching, smelling and tasting.  

·  Receiver: -this is the end of the communication process. The message which is send by the sender is decoded by the receiver. According to the Berlo's all the factors which is discussed above in this model should be in sync with the sender. This make the process of communication more effective.
Discuss the different types of communication skill: -

· Verbal communication: - verbal communication may be defied as the way of communication or communicating the message by using the words. This include both the oral and written communication(Masithoh, Fauziati and Supriyadi, 2018).  Example of verbal communication are letter, texting, speech, face to face conversation, interviews. 
· Non verbal communication: -this is being considered as that way of communication which begin with emotions, needs, facial expressions, gestures. In this non verbal platforms are used to convey the message. 
The advantages and disadvantages of technology in communication. 

Communication technology is system which is used for conduct a communication between individual and groups. It provides an communication between 2 people when they are not present physically at the same time through various techniques. Telephones, telex, fax, radio, television etc. are some kind of gadgets which are present in today's world. Electronic data interchange and email are some kind of computer based software which are used by an individuals to communicate with others. There are both pros and cons of technology in communication is present which are as follows:-
Advantages of technology in communication:-
· Speed-  Electronic mail and text massaging system are some communication technology tool that speed up the sending of information with in and outside of the organisation.  Even when using decentralized computer systems, the sharing of information within an organization is paramount, since all data is accessed from a central unit and shared between different departments within the organization.
· Enhance organisational communication:- Communication technology helps to create an healthy environment of sharing information in an organization. Organizational information is organized in one central location so anyone can access that information when they need it. Technologies like email also allow lower-level employees to communicate with the manager without having to give them time to meet(Sadeghi, 2019). This allows information to flow smoothly and without barriers from bottom to top.
· Increase participation in organisational processes;- Each individual in an organisation have specific or particular work to complete and this in controlled or monitored remotely by the higher authorities. Therefore, everyone who are involved in an organisation  becomes active as their work is simplified through simple communication. Employees who are unable to ask for advice can use various tools tools such as email or instant SMS services to communicate with their colleagues present in the organization for help. Employees can also use the same ways to participate in decision-making  and innovation procedures.
· Support open discussions:- Almost every administration  have adopted the Internet techniques to set up organizational forums where members of the organization can discuss various problems and find a solution. In this case, members can suggest areas which have to be transformed within the organization. 

Disadvantages of technology in communication. 
· Expensive- It is a very expensive procedure to to setup a new or upgraded communication system in an running organisation. Administration can face a bad result in setting up the communication system as it will disturb their ongoing production. They need to create a large database that will process all of these employees' requests within a minute, and they also need to buy a computer for each of these employees.
· Difficult training employees:- When an organization implements a new communications technology system, it must pay an additional fee to train the organization's employees to use that technology effectively(Birinci, Berezina and Cobanoglu, 2018). Sometimes some employees don't learn as early as others, which can lead to job losses. 
· Advancement in technology has made employees anti- social:- New techniques has introduced various channels for everybody that will help the to communicate with other peoples without their physical  presence. As, in result employees in the business firm can attend their official meetings virtually from any part of the world. Therefore, most of the employees has adopted  these technologies that makes them disconnected from the outside world.  Business can conduct some of their meetings in offline form that will help them to resolve this problem. Business administration should organize some get-together where all their employees can meet physically and interact with each other. 
CONCLUSION

From the above report it has been concluded that, communication is one of the crucial part in an organisation to run their business operations fluently. If there is a good communication pattern is present between employees of the particular firm then it will be easy for their employees to work their assigned part. Schramm communication model, Shannon and weaver model , Berlo are some kind of communication model which is been discussed in the above report.  Verbal and non- verbal communication patterns are also been summarized in this report. At last, both pros and cons related to technology in communication is been featured in this file. 
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Benefits of Team working



The team work in management of organisation have own benefits for performing task and help organisation to achieve the target. The benefits of team working are:

Better Problem Solving

Increased Potential Motivation





If any problem arises in the work then discuss with the all the people of group find a solution which help to solve the problem easily. This will show how they have a good communication skill with each employees.

In team work each employee help to increase the motivation level of each employee in the group for doing task effectively. This is very important in organisation that each employee is having motivation for his responsibility which organisation assign to perform.
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Smarter Risk Taking



Expand Creativity





If the employees have good team work then team easily able to tackle the risk in organisation because if anything gone wrong then team members help that employee take out from this risk factor situation. If you are taking risk alone then no one is helping to take out from this risk factor situation you have to own make solution and come out this is will proof very dangerous for that employees.

In a group of employees, each employee has different mind when they come together then something innovative ideas is generate for the performing the task of an organisation and help to organisation to grow. This is very effective way to generate new ideas and perform task in organisation
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Boosted Productivity



More People = Greater Ideas









The employees can boost the productivity level by getting a motivation and support from group of employees in organisation. The group of employees in organisation is play very important role because group of employees help other employees to give motivation and increase the production level for organisation.
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Stages of Team Development




There are many different types of tasks which have to be performed in organisation which required effective team work to perform the task and complete. There are different types of development of team stages and this stages are introduced by  Tuckman (1965).





This will help the organization to archive the target effectively and efficiently. This will help organisation's team group to accomplish the objectives of organisation. This is very important theory for the development of team in organisation. There are 5 stages of team Development by Bruce Wayne Tuckman theory.
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Forming: 

forming the groups

 discuss what to achieve



Storming:

 difficult stage 

 compete the competitors









It is the initial stage where management introduces all team members with each employee in a group. Discuss each employee potential skills so that it is easy that what they are able to perform best in that field. It helps other employees in a group to know that what is a potential of each employee in organisation. In this the project is also assign to perform and assign the responsibility of each employee in the project.

In this, all the employees in a group, share their ideas for completing the assign task. The ideas of an employees give opportunity to stand out in the organisation and the ideas must be accepted by all employees in group. The Team leader help the group that all employees to make plan to complete the task and team leader manage the competition level of employees and must be communicate between all employees in a group and examine every time that project must be going in right direction.
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The employees must be clear that they don't have own personal internal competition with other employees, responsibility and goals must be clear by each employee in organisation. If all the employees are working in an organisation to achieve common goals, then employees must know how to share ideas with other employee and each employee must be work more efficiently and employees must take feedback of their work so they learn and perform the best in next task.

In the organization there is very high level of unity and trust between all employees in a group. The employees performing the responsibility and increase the efficiency of doing work without the support of team leaders. The employees have to prepare and plan the strategy to perform the assign task it is very important that each employee have to give their best by give responsibility by an organization. If the team groups are performing best, then it automatically help the organization to grow in the market or if the team groups are not performing the assign responsibility sincerely then it will indirectly impact the business organization growth and profits.
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Norming: The team is established to perform the task effectively and efficiently.





Performing: All the employees of individual group to perform and get work done.








Adjourning:

 final stage 

 work completed

 new project assigned









This final stage of team development is where the project is completed and examine the report again and remember all the points which we learn while preparing the project and check what could be improved in your future projects. 
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Team Roles


The team roles are introduced by Belbin's theory of team role which help in organisation in each sector and tell the importance of team in organisation.







There are nine Belbin's team roles.
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Resource Investigator

Team worker







The management use the employee’s curiosity nature behaviour, to generated ideas which help them to become a member of team. This strength of employees will use to develop opportunities and contact for the organization but there is also a negative impact also when the employee loose the interest or change their mind-set for working then it will negatively impact the organisation in the market. Sometimes it possible that they forget to follow their leads which will impact the organization.

The team worker helps other employee in a group to help the to complete the work for organisation. In the team work the best part is that all the employees in a group is trust everyone decision and ideas which help the organisation and they corporate with each other in the group, which help them to do the work effectively.
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Co-ordinators

Plant







The employees need to focus on their work and the objective which the team group has to achieve. The employees need to be mature, confident, clearly defines the goals which is achieve in future. Sometimes it gives a bad impact to the organization of an employee while manipulating the employees it gives negative impact and give his work to other employees in the group.

The employee now has the potential and ability to face the problem and make the solution of a problem by his own. They have ability to think creatively, generates ideas and solve the problems which arise in the organisation while completing the task.
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Monitor Evaluator

Speciality









The team leader gives an impartial judgement to the group employees where required. The team have unbiased with each member of employee in a group. In the organisation the team leaders pass the wrong judgement to the member of an employee in a group.

In a group each employee has own specialization skills and knowledge which help the team to perform the different task for organisation. Each employee is very dedicated to their responsibility. The team leader gives over work to that employees to perform and this is very demotivated for the employees.
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Shaper

Implementer







The team leader has to examine all the time that the team is doing well and keep moving ahead and don't lose the focus to achieve the organisation. The employees ready to face the challenge and have the ability to adopt the dynamic changes which is occur in organisation. The team leader hurt the feelings of employees sometimes which is created in organisation, this will change the mind set of employees for working.

The strategy which is prepare must be practically possible to implement in the future in the organization. The management of an organization set a goals must be feasible and able to achieve in given time frame. The objectives which is set to achieve sometimes is not practically possible to achieve due to unconditional circumstances.
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Completer finisher







The management of an organisation examine all the negative and positive impact of the task for an organisation. The team leader has to check all the errors which is occurred while completing the task and fix all the error so that it will not repeat in future.
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Managing Conflict


The managing conflict is very dangerous for the organisation which will impact the organisation in negative way and this conflict is arise in management when the employees have different ideas for performing the task and have different own objectives which they working.







This will create a conflict between all the employees in organisation and the objectives of an organization is not able to achieve by employees and this will give the bad impact on the organization development in the market areas. The management of an organization had to take care that all employees have to work for one objective only with team work. The employees have to achieve the objectives by given time period only. This is very important that employees must work with one mind set which is given by the team leader. This help the organization to grow in the business market areas.
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		5 Stages Conflict Process are




		Potential Opposition or Incompatibility.
Cognition and Personalization.
Intentions.
Behavior.
Outcomes.










1. The existence of conflict-friendly situations is the first phase. These cause or exacerbate internal tension. They don't have to clash, but one of them must be met. 2. Parties to a conflict must perceive it. Perception is the second step in the Conflict Process. No one knows of a disagreement, hence there is no conflict. Perceived conflict is not    customized.  3. Intentions are decisions to act. They connect perception and action. Two characteristics of conflict-handling intentions: cooperativeness (how much one side seeks to solve the other's issues) and assertiveness (how much one party tries to satisfy their own concerns). 4. At this level, disagreement is obvious. The conduct stage involves the opposing parties' remarks, actions, and reactions. These conflict actions usually reflect each party's goals. 5. Interactions between opposing parties have consequences. These outcomes may be functional, improving group performance, or dysfunctional, lowering group performance. Conflict is constructive when it improves decision-making, encourages creativity and invention, and sparks group interest and curiosity.
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5 Conflict-Handling Intention

Competing (I Win, You Lose),

Collaborating (I Win, You Win),

Avoiding (No Winners, No Losers),

Accommodating (I lose, You win), and

Compromising (You Bend, I Bend).







1.When rapid action is required. On significant issues need unpopular actions. When it comes to important topics and when you know you're right Against noncompetitive behavior. 2.Finding a solution for both groups. In order to learn. combining multiple viewpoints' wisdom Embrace issues to gain commitment. To repair a broken connection. 3. A minor issue's urgency When you can't fix problems. When the risks exceed the drawbacks. To relax and focus. When data gathering wins over speed. The issue is resolved by others. When difficulties are visible. 4. A better position can help you study and demonstrate your rationality. When others' happiness and cooperation trump your own. Future social issues? Avoid losing when outmatched. Allow subordinates to make mistakes. 5. Proactive tactics aren't worth the work or interruption. When equal-power opponents pursue mutually exclusive agendas. To temporarily resolve a problem. To locate quick solutions in a hurry. When cooperation and competition fail.
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Successful Team Development




The first rule of team building is an obvious one to lead a team effectively, you must first establish your leadership with each team member. that the most effective team leaders build their relationships of trust and loyalty, rather than fear or the power of their positions.
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Assemble the team.

Determine the goals.

Establish expectations from day one.

Engender connections within the team.

Practice emotional intelligence.
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Set expectations 

Monitor and review

Practice Performance 

Team meetings 

observation and revaluation progress
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Celebrate and reward

Celebrate the success 

Take an honest look at what didn’t go well and pinpoint

Print out unique awards for each team member and schedule an awards ceremony











21



CONCLUSION 

From the above report it has been concluded that effective team work and communication is very important aspect for the organisation. The team work helps the organisation to achieve the target effectively and this will help the organisation to grow and develop the business in market areas. This report also includes the brief discussion on Benefits of team working in this we learn that how team can affect the company in positive way and stages of team development.





in this we learn the theory of Tuckman theory that how we will develop the stages of team in organisation and Team roles in this we apply the theory of Belbin's that we prepare plan and strategy to achieve the target in given time frame and managing conflicts in this we have learn that how we manage and reduce all the conflicts which arise in the organisation and Successful Team Development in the we learn how an organisation become successful by team work in the organizations.
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