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EFFECTIVE TEAM WORKING AND COMMUNICATION 
1.0 Introduction
The contribution of effective communication to a team’s work is the positive maintenance of working environment (Leonard, 2018). Communication is a process involving a sender, a medium, a channel, a receiver, a response and a feedback. It is important to have a common frame of context for meaningful communication. Essential communication involves the sender and the receiver. Both should share mutually accepted code. (John Adair, 2009). The positive work environment triggers down to all other departments when there exist effective communication channels. Therefore for a tea to work in achieving maximum efficiency, there is the need for affective communication structures to exist. The relevance of good communication to team work lies in the fact that, time is saved due to clarity in information being transmitted, team members feel relevant and confident in sharing their opinions, and collective action towards achieving a team’s goal other than individual goals (Gluyas, 2015). The study seeks to explore the tea work and communication which exist in the education at the primary level. 
1.1 Communication at Workplace
Communication at the workplace is a two-way process which involves a sender, a receiver and a medium (John, 2009). The sender send the message using a medium and a channel to the receiver. The attitude, bias, emotions, and knowledge of the receiver affects the meaning of a message at the workplace.
Communication at the workplace is cyclical manner that is cycle after cycle, as long as the people involved care to communicate (Pauley, 2010).
In some scenarios communication at the workplace, fails to produce the desired response because of a gap between the sender and the receiver (Abrell, 2004).  There are two types of such scenarios;
· Channel noise: This refers to mechanical failures, problem of the volume, legibility of the message
· Semantic: This refers to the errors resulting from the message itself; grammatical error, wrong spellings, ambiguity and incorrect punctuation.
The most vital factors of communication is the feedback. It is important because it is barometer of effective communication. This allow the sender to whether the message has received it in the intended way and whether the response was desirable. Feedback improves communication because it pinpoint defects in the transmission of the message (Pauley, 2010).
1.2 Communication at primary school
In school precisely primary school, communication cannot be overlooked. Communication occur in all various levels. School authorities apply a range of informal and formal communication skills in everyday activities. Communication in the school can be ad hoc, face to face, virtual or written, video or verbal; digital or non-digital. Internal communication is important as communicating outside the school (Eisenberg, 2010). Elements of good practice for internal communication in primary school include; 
· Teachers or authorities matching words to their actions
· Communicating with empathy
· Face to face communication
· Being open to, two way communication
· Communicating with digital and non-digital 
· Communicating with verbal or videos
1.2 1 Communication methods in school
Personal: mode, body language, and actions convey powerful messages in communication. 
· Confidence in what the authorities or students saying or doing is very essential. Pupil tend to agree with more confident authorities than less confident ones. 
· Failure to complete a routine task suggests the routine is not important. It is advisable for authorities to meet routine task for credibility purpose. There should be a link between what you say and what you do. 
· Authorities should be remain approachable while being consulted. Teachers should maintain cheerful demeanor even if the going is tough. The grumpiness of a teacher can pervade the school. 
Phone calls and emails
Authorities should treat emails and phone calls as important part of their job. 
· Authorities should answer emails within 24 hours if possible.
· Have enthusiastic phone voice to answer school children when they call
Face to face communication
· Authorities should always listen and not interrupt school children whiles communicating
· Should acknowledge the views of students and thank them
· Authorities should not become defensive when difficult conversation occurs.
1.2.2 Communication channels in primary school
School authorities and student can communicates through the internet, school events and newsletters. The newsletters can be digital or paper. The internet can be in the form of videos or presentations.



1.3 Types of communication
Two main types of communication exist resulting from the mode and means by which information is shared. These two main type are verbal or non-verbal form of communication.
1.3.1 Verbal communication
This form of communication contributes to 45 percent of communication at the workplace. It comprises of the use of language and meaning either written or oral. Normally the words used in this form of communication are abstract or concrete (Mascle, 2013). The concrete words convey ideas easily and represent an object example table. Abstract words are ambiguous because the ideas conveyed by such words are subjective and so effectiveness of communication is in doubt example handsome, beautiful. Abstract words can be compared to a blunt instrument whiles concrete words can be compared to a sharp tool (Berger, 2008).
The importance of jargons is also necessary in determining the effectiveness of communication. The use of jargons are best in communication in homogeneous group, but excessive use of such can hinder communication. The use of jargons in communication with someone who is not familiar with the terms, has to be minimize.
Verbal communication at the workplace becomes effective only through the use of right choice of words (Harris and Nelson, 2008). There should be an optimum use of purse, non-words and phrases because excessive use of these leads to distraction of the receiver at the workplace (Harris and Nelson, 2008). 
There are many types of verbal communication at the workplace. Meetings are one of the most common types of verbal communication examples at the workplace. Meetings provide stuff with the opportunity to address concerns they have about their daily activities, and brainstorming and hearing status reports on various projects. (Robinson et al, 2014)
Verbal presentation is another type of verbal communication at the workplace. Presentation are very common in companies and are made by experts and professionals that can speak precisely and specifically about every aspect of a product. The most effective communication include clear, simple language, and visual aids that effectively convey the message (Robinson et al, 2014)
1.3.2 Non-verbal communication
This type of communication is the non-conscious and conscious body movement in communication coupled with physical and environmental surroundings (Berger, 2008). This form of communication are those which are not expressed in written or orally and includes human elements associated with communication.  This is an important aspect of communication because it compliment and substitutes verbal communication. 
A good communicator should have the right facial expression, right posture and body language that relate to the right spoken words. Lack of effective coordination between verbal and non-verbal communication will only confuse the receiver. Care should be taken to ensure a proper blend between words and actions (Robinson et al, 2014)
There are many types of non-verbal communication.  The eye and facial expression of a listener are very important to listener. The speaker should during a presentation make eye contacts with the receiver. Head movements such as nodding are important cues that let the speaker to know you are listening and care about what is being said (Robinson et al, 2014)
Hand gestures communication depends on the person. Integrating hand gesture in communication at the workplace is a good way of getting information across. Speakers during presentation often use hand gestures to solidify their points (Robinson et al, 2014)
General body language during communication signifies the listener that you agree or disagree with speaker. Fidgeting while listening at the workplace during communication imparts cues that the listener is not interested in what is being said. Keeping still while listening lets the speaker knows that you are about what is being discussed (Robinson et al, 2014)
1.4 Conclusion
Effective communication at the workplace cannot be understated. When the goals and objectives are clear, there is the need to improve communication at various level to improve the work culture. (Jacobs et al, 2016). Effective communication will allow management to know what works and does not work when it comes to motivating employees. And this in the long-run, increase productivity, decrease employees conflicts and improve customer relationships at the workplace.
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