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[bookmark: _Toc29220871]Introduction
[bookmark: _Hlk29237774]My aim is to analyse effective team working and communication within my friend’s workplace and suggest how it can be improved. Effective team working is about individuals coming together to achieve similar objectives whilst building trust, resolving conflict, showing commitment, accountability and focusing on the results, but more importantly it comes down to these individuals working well together and understanding their roles as well as themselves. Communication is very important in getting the job done, it keeps solid working relationships at all levels within the workplace. As well as building a sense of trust and increasing the productivity of employees. My observation within my friend’s workplace was that employees that communicated effectively with other managers and their colleagues were valuable to the organisation. This showed the staff that communicated were very motivated and confident in their position. Communication is about exchanging information and ideas, both verbal and non-verbal between one person/group within an organisation effectively. When you communicate effectively it allows the company to be productive and operate effectively. “Communication at workplace defines organizational goals and helps co-workers collaborate. This is a step towards a fundamental business practice workforce. In a study, companies ranked communication skills twice as important as managerial skills” Kashyap, V. (2019)

[bookmark: _Toc29220872]Types of Communication
There are three types of communication.
Verbal communication
Non-verbal communication
Written communication

[bookmark: _Toc29220873]VERBAL COMMOMUNICATION
It can be oral communication which are readily available. Speeches, presentation or casual are verbal communication. You can transfer through speaking or sign languages and when sharing presentation with a group or phone calls etc. Communication of any form should be effective and meaningful to both sender and receiver. Research shows that good communication can reduce stress and burnout among professionals. Another benefit of communication is reduction in the amount of complains and ligation. (Washer, 2009)

[bookmark: _Toc29220874]NON-VERBAL COMMUNICATION
Transmitting communication without the use of spoken language. It could be through gestures, facial expressions, body position, eye contact etc, to relate information to others. Non-verbal can be tone of voice, sign language, writing, fax, email (Burnard,1992).

[bookmark: _Toc29220875]WRITTEN COMMUNICATION
Sending communication in writing through messages, writing through letters, office memos, emails, faxes etc. and chats are used in workplace as a form of written communication(indeed.com).  Ineffective communication can lead to failure in conveying information, misconceptions and distrust among people. The major problem in communication is lack of self-awareness, lack of systematic interpersonal skills training.  Lack of awareness of oneself can negatively affect interactions with others. Lack of clarity of purpose will cause mis-understanding.

[bookmark: _Toc29220876]MODELS OF COMMUNICATION
There are also models of communication.
Shannon Weaver Models also known as the mother of all. It can be broken down into 6 key concepts: sender, noise, encoder, decoder, channel, receiver. The model is more technological than other linear model, what I mean is the communication is consider one-way process where sender is the only one who sends message and the receiver does not give feedback or response. The simple to explain how the Shannon  Weaver model works is the brain could be the sender, mouth might be the encoder which encodes to a particular language, air might be the channel another person’s ear could be the receptor and his mind the receiver, the  noise will be the feedback.
[bookmark: _Toc29220877]SHANNON WEAVER MODEL
Explanation of Shannon and weaver Model
The sender encodes the massage and sends it to the receiver through a technological channel for example telephone and telegraph. The sender converts the message into codes understandable to the machine. The message is sent in codes through a medium.
The receiver must decode the message before understanding it and interpreting it. The receptor machine can also act as a decoder in some cases. The channel can have noise and the receiver might not have the capacity to decode which might cause problems in communication process.
Here, for instance brain might be the SENDER, mouth might be the ENCODER which encodes to a particular language, air might be the channel, another person’s ear might be the RECEPTOR and his brain might be the DECODER and RECEIVER.
Similarly, air is the channel here, the noise present in his environment that disturbs them in the noise whereas his response is the FEEDBACK. There were only 5 components when the model  was  made.  Noise was added later.
3.bp.blogspot.com/_wOt7gtHnH6Y/R5rxoCEmq0I/AAAAAAAAAA0/QM8lsG19NHE/s320/shannon-weaver-model.JPG



It was introduced in 1954.  It is a circular, rather than a linear, experience that involves a sender who encodes a message, and recipient who decodes it. The sender and the receiver hold both roles in the model.  As you can see the encoding plays a very important role because it starts the process of communication by changing the thoughts int content.  Schramm’s model coding and decoding are two essential processes of an effective communication. 
BY: Jim Blythe. http://dx.doi.org10.4135/9781446221617. Schramm model of communication the meaning is transferred between individuals, corporations and
    By the transmitterThis Photo by Unknown Author is licensed under CC BY

[bookmark: _Toc29220878]BERLO’S SMCR MODEL
The model was developed in 1960. It was created and the Sender Message-Channel-Receiver Model of Communication, separated the model into clear parts and has been expanded upon by other scholars (1988)-lee-Cited by 24. The acronym, SMCR which stands for Channel, Message and receiver. The SMCR of communication describes the different components from the basic process of communication.

[bookmark: _Toc29220879]COMMUNICATION AT WORKPLACE
Between employees
Employer – employees
Barriers to communication
Between the employees is exchanging information and ideas, both verbal or non-verbal. Is getting the job done as well as building a sense of trust and increasing productivity of employees. To unite activities of all employees from missing dateline which could affect the company. Workplace communication can be improved because it increases productivity and efficiency. Friction can be avoided by effective communication. For business to be effective it must consider the different back grounds of employees by knowing about intercultural communication at work and how to show respect without offending them. A good way of communication must be clear, precise especially when presenting vital information, using pictures will make way for more understanding.  To have healthy relationship in a workplace, bullying disrespecting one another, free riding should be avoided, cause in the long run it can create toxic relationship that can affect the company in a negative way.  Most of the time two-way communication is the best cause it opens room for questions, discussions and clarification.  Effective communication is fundamental, it is vital for interaction between the basic components of communication includes sender, message and receiver.
[bookmark: _Hlk29238703]Communication is passing of information ideas from person to person. (cited in turner etal, 2002).

[bookmark: _Toc29220880]Barriers to communication
There are so many barriers like lack of interest, distractions to the receiver and different viewpoint, such as hearing or speech impediment. We can have cultural barriers in communication, that’s to use a language they are familiar with, respect others culture and their value which means to identify the cultural barriers to effective communication. To much information can cause confusion and emotional distraction.

[bookmark: _Toc29220881]HOW COMMUNICATION BE IMPROVED
Working in terms
Having regular meetings.
[bookmark: _Hlk29238477]Working in terms by implementing or improving communication skills by making it a priority, read books, magazine articles. Engage your listeners or readers, which mean you create a conversation ask questions and invite opinions and get a feedback. Make sure you are understood. Develop your listening skills and maintain eye contact, eye contact builds credibility. Look for ways to clarify and rephrase, never blame anyone for not understanding. (Joel Garfinkle)

Having regular meetings
Communication is vital in being measured so that employees and managers can see what is working effectively, what needs to be improved immediately. It is vital for any organisation to become successful and grow. Hence why meetings are very effective, it gives the opportunities for employees and managers voices to be heard. 
Give yourself time to be in early, make sure an agenda is drawn and given to the attendee’s way before the day. During meeting put all other things aside convey your focus and encourage each person to stay focus. In the meeting always make sure you give time to take questions or check if every word is understood, this will make the feel they are part of it and playing an important role in contributing.

[bookmark: _Toc29220882]CONCLUSION
As communication is the key element of a workplace or any company, it ensures the smooth running of the business which makes the employee feel secure. A lot of companies do hire a ‘head of Communications’ which will be a sole point of contact of all clients, which makes it easier, and ensure smooth running of the day to day business.
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Time allocated: 1 hours Please return your paper to the lecturer UPOn completion. It Will be returned esslon. You 	to include a scanned COPY Of this exercise in the form of an appendix together with your Task 1 (part 	Assignment for this module).
Ex. 1. Read the cases and answer the questions that follow
[image: ]CASE 1: Mary was Working on some paperwork when her daughter came into the room upset. As the child told Mary what was wrong and how she felt' Mary kept typing On her keyboard and said, "It'll be OK," and 'Everything will be all right.' She was COnfused when the child only continued to become more and more frustrated. Just then' Mary's phone rang and she was all excited when she heard her friend's voice. They spoke for fifteen minutes and when the call ended, she turned and said to her daughter, 'Oh, darling. that Was Susan. I'm so excited about seeing her tomorrow!'. The child broke down and cried.
1. Why weren't Mary's calming words having any effect on her daughter?
1. [image: ]What could she have done to make the situation better?
	CASE 2: Steve was exhausted from annoyed when she began telling him 


Work when his wife, Sally, came home. So he was quite all that went wrong about her day. He interrupted her and said, 'I'm so tired, can't it wait?' The next morning while they were in the kitchen making breakfast, Steve said, 'Did I tell you what happened at work yesterday?. Sally said nothing, but walked out of the kitchen.
1. Why was Sally upset?
What could Steve have done to help the tension that had developed?
[image: ]
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