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          Effective Teamwork and Communication

BMSW4002
Maria Ignat (2028007)
Lecturer: Saqib Shamim

TASK DESCRIPTION 
Write a report of 2000 words demonstrating your understanding of the models of communication and the communication skills discussed in class and refer to any case studies done to show how these helped your understanding. Give examples of poor communication in your own or your friend’s workplace and suggest how it could be improved by using your findings from published literature (i.e., refer to theory).
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Introduction
It takes teamwork to make the dream work and there's an old proverb that says if you want to go fast go alone but if you want to go far travelled together.
Teams are so valuable because as a group we can get so much more done than as separate individuals.There's a synergy in an effective team that means that the whole is greater than the sum of the parts. Many hands make light work. 
The number one leverage point for an effective eamwork are mentally and emotionally mature individuals. A mentally and emotionally mature individual can take care of themselves better it can make clear requests, they're not as emotionally reactive and they don’t get defensive when someone has a different opinion on perspective as they do.
Benefits of Team Work 
One essential ingredient for effective teamwork is having a balance between giving and receiving and having a balance between speaking and listening.
Team work is a collective effort of a group to work or achieve for a deffinite common goal in the most efficient or effective way. A teamwork always creates a sense of unity. It generates the use of friendship and loyalty for the organisation. 
A team offeres different perspectives and feedback. There are diversity of thoughts, creativity, opportunities, perspectives and the problem solving approaches.
Teamwork also provides great learning opportunities, mutual support, shared goals, cooperation and the encouragement. With all this team members are able to feel a greater sense of acomplishment. 



Kossaify, Hleihel and Lahaud (2017) said that for enterprises teamwork is critical, in modern-day virtual environment. 
Studies recommend that enterprises that targeted on collaboration are innovating greater rapidly, seeing failure quicker, locating higher solutions to demanding situations and successfully growing teamwork.
Guidici and Filimonay (2019) commented that the level of knowledge and talents of personnel in a company vary. Cooperation permits this team of workers to collaborate via a project.
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Team Roles 
Defined roles and responsibilities provides to clarity alignment and expectations to those executing the work and keeping our plant running. Roles and responsibilities enable effective communications between the various groups facilitating the full collaborative integration of the department and organisation.
Doctor Raymond Meredith Belbin identified nine different team roles. 
We can think of them in groups of 3. 
The first group is the thinking-oriented roles. This people are highly creative and imaginative. They are good at solving problems in unconventional ways. Belvin called this people Plants. 
The second group are the Monitor Evaluators. This people are logical, they can weight up options, they can make impartial judgments, they are not based on emotions. These are the kind of people they can give you real advice.
The last and the third group of people, these people have detail knowledge of a specific key area. These are the specialists. They connect the ideas to the world. 
Belbin’s research found that the difference between team failure and success depends on the behaviour of team members. His research team identified separate clusters of behavioural roles such as plants, monitor-evaluator, implementers, and coordinators.
Recognizing different team roles allows a small business owner or a large company's human resource management to match job objectives with relevant staff talents. This results in well-balanced teams. A team with merely coordinators and no blueprints, for example, may not have someone to suggest inventive alternatives. 
However, Belbin discovered that having too many plans might lead to teams wasting time on ideas that are unlikely to have success. Companies frequently must deal with contracts and arrangements with employees' suppliers and clients. Cornell University professor Elizabeth A Mannix suggested in an August 2005 Harvard Business School Working Knowledge Article that the negotiating team should have a clear leader who makes the final decisions.
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Managing Team Conflict 
Conflict and disagreement are common in most teams. From time to time people who work together are going to disagree about what and how things get done. Although almost anything can lead to conflict like unintentionally offending a team member. Primary cause of conflict is a disagreement over team goals and priorities. Other common causes of team conflict include disagreement overtask related issues, incompatibilities and tiredness. Most people view conflict negatively the key to dealing with the team conflict is not avoiding it but rather making sure that the team experiences the right kind of conflict. Cognitive conflict is strongly associated with improvement in team performance whereas affective conflict is strongly associated with decrease in team performance.The root of most conflict is because of poor communication. 
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Effects of poor communication in an organization 	Comment by maria Ignat: 
Almost all companies depend closely on communication to work efficiently. For any enterprise or company to be successful and powerful communication is critical. It gets rid of wasted time and offers clients and employees the tool to be successful and be satisfied. When communication is ineffective, the result is an extended production time and a decrease earnings margin. 
Effective communication is important to prevent this result (Joey, 2002). As a result, communication may be described as "the trade of records among a sender and a receiver, in addition to the inference (perception) of that means among the human beings involved" (Bowditch et al, 1997). The evaluation of this trade demonstrates that communication is a two-manner system with factors which are successively connected. 
Poor communication at the workplace is an intense trouble that may be expensive to an organisation. The results may be terrible for all the ones concerned. Loss of business, clients, products, goods, and services, group of workers turnover, lack of productivity, are several the outcomes. The principal aim of this report is increase worker motivation. 
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Poor communication examples at my workplace

I work in a small, friendly dental surgery and recently I’ve been promoted to Head Dental Receptionist. I’m responsible for ensuring that that appropriate information is given to all staff members, including receptionists and dentists. 
Internal conflict may be inflated via way of means of miscommunication and noncommunication. It can create strain and result in hostility. Improving verbal and nonverbal can help to relieve the issue. Here are some examples:
Misunderstandings
Misunderstandings can result from a lack of communication, which can lead missed deadlines, and a change in project direction. Disappointment can arise if a staff member accuses a colleague for not communicating important information in a timely manner. When directions are not clearly communicated, updates and progress reports are not delivered immediately, or there is no lead person responsible for a project or job, miscommunication is common.
Miscommunications
Whether it's at work in a relationship or just your everyday life this communication can happen pretty easily. One big reason is not fully listening. We put a lot of focus on talking but listening can be just as significant and important that both parties want to listen to each other and give their full attention. This is the difference between listening and just hearing. Try asking yourself am I focused on what they're saying or am I focused on what I'm going to say next. Being a good listener allows you to be more receptive and understanding. Lack of empathy is another reason for miscommunication. Empathy is the ability to understand another persons opinions and feelings. This may come naturally to some but it can be difficult for others. If you're willing to be open you can really hear the other person and see where they're coming from.In doing so it's good to validate others feelings as well this will make you both more comfortable and make communicating easier. 
Improving Communication
Because effective communication is a two-way process, both the sender and the receiver must put out effort to improve the communication process. 
Claryfing ideas before communication 
The person sending the communication should be very clear in his mind about what he wants to say. He should know the objective of his message and he should arrange his thoughts in a proper order. 
Examine the purpose of each communication 
Before communicating, we must consider what we truly want to achieve with our message. We must determine their most essential aim and then tailor their language, tone, and overall strategy to achieve that purpose. 

Follow up with the communication
If we do not follow up to how successfully we communicated, our efforts at communication may be wasted, and we may never know whether we succeeded in communicating our true meaning and intent. 
Understand and be a good listener
When we speak, we frequently stop listening, at least in the sense of being aware of the other person's unspoken emotions and attitudes.Listening is one of the most important, challenging, and unappreciated communication skills. It needs us to focus not only on the clear ideas that another person is saying, but also on the unsaid phrases, and undertones that may be significantly more important.

Conclusion
As we come to the end of this presentation it's important to recognise that everyone invest emotion, time and emotion in their team. Each of us can invest in the positive by being open, constructive and respectul with one another. In this way we are making a positive contribution to developing effective team work by not allowing minor disagreements to get in the way of a good team work. 
We can also invest in the negative of a team by beig secretive, by not being honest, not treating collegues with respect. All this will prevent the team from developing a foundation of a good team work. 
Team manager or team leader must take responsibility for the athmosphere in the team, for it’s culture, for the overall level of effectivness. But they cannot do this without the support of the team. Everyone in the team has a part to play to make sure that is an effcetive, supporting team that know where it is going and knows how it will get there and what its values are. 
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