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[bookmark: _Toc502454155][bookmark: _Toc456901515]Introduction 

This report will be focused on Effective Team Work and Communication. Team work is very important in entire life. An organization structure in which the entire organization is made up of work teams, (Robbins & Mary, 2016). Those work done with lots of members then, the work will be more successful. Working with team, not only give successful achievement but also working with team can give us more skills about various types of knowledge. People have different and individual idea about work and by adding those idea the work will more success and the members can gain more skill about problem solving. 
Team work will not success if there will lack of communication. Better communication is very essential for workplace and personal life. The ability of communication is very essential to create better relationship with colleague, friends, relatives. To know about others and giving information to others is essential for corporate life, work life and personal life. According to Julia Wood (2004), “a systemic process in which individuals interact with and through symbols to create and interpret meanings”, (Wood, 2004) 
According to Brown “Communication is a transfer of information from one person to another, whether or not it elicits confidence. But the information transferred must be understandable to the receiver”, (Brown, 2013) 
[bookmark: __Fieldmark__149_305882985]Communication is a basic human right and important to our quality of life as social kind. Communication nature depends on interaction between two or more individuals and understanding is constructed through the interaction,(Ndidi, 2015).
Effective team work and communicate related with each other. Well communication can make effective team work. So, we need to know how to communicate well with people and how to work with team effectively. It can upgrade us in our workplace. 



[bookmark: _Toc502454156]Importance of Effective Team Work and Communication in the work place:
Team communication skills are very essential to workplace. Effective team communication skill can make a better team and achieve success. In workplace there need to work with team. So, team communication skill is very important to do best in team. Team communication not only help a person inn workplace but also in his or her personal life.  From the perspective of real life example, we can see in corporate life or in organization that if an employee is not communicating well with his colleague and boss he can not reach his goal. He cannot achieve what he wants. From a student perspective, we cannot do better in our academic life if we cannot properly make better relationship with others and know others. For creating better make better relation ship with other we need to create better communication with others. An employee is an asset of an organization. An employee need to communicate properly with everyone. If he can able to let know about his strength and about himself then there need to better relationship and communication with others. When team ideas are strong the chances of sharing among team members are increase. 
[bookmark: _Toc502454157]Communication Problem in real life perspective
In this report I will highlighted about my Friend Martin. Who recently working as an employee of Flat Iron. Which is a restaurant and situated at Beak Street, Soho, London. When he joined first at the he was facing communication problems. As am employee of a restaurant, he need to work in a team with others employee. He cannot talk properly with the manager and hesitated. He also did not feel well in his workplace because others are not interested to talk him and everyone was busy with their work. He faced lots of problem. Some works are not done properly and he thought he cannot create a good face in front of his boss. There was some conflict. Conflict occur between interdependent parties or people who dependent each other some way. Martin was dependent on his colleagues because he knows hardly about his work as a new employee. Martin has suffered from interpersonal conflict. He had faced lots of problems in his workplace and that was common for any workplace. 
when conflict is well managed, it has the potential to lead to more rewarding and satisfactory relationships, (Canary, Cupach, & Messman, 2000). All he needs to just manage his conflict. He need to developed his communication skill then, he had not faced this problem. The other employee is not so rough to him, he was not supposed to make himself like them.
 

[bookmark: _Toc456901517][bookmark: _Toc502454158]Conflict in workplace related to communication:
Lack of communication can make a huge difference between employee and management. The failure of effective communication creates e big conflict, which harms organization and employees as well.  Such those conflicts are
Creating Unpredictability: For lack of communication in workplace their might be occur unpredictable conflict. In the perspective of Martin, he also faced this type of conflict. Sometimes if a customer visited the restaurant he thought that his colleague will greet them but on the other side, his colleague thought that he will greet them. For instance, if his colleague does not response or he does not response then conflict between two of them occur. 
Sharing: If an employee does not share regarding some issues of the organization to the management then their also might be occur some conflict between the manager and employee. Lack of communication with upper level management can create this type of conflict. If a customer gives a negative feedback regarding anything, Martin were scared to share this to his manager. He thought that his manager will disappointed on him. If there will present a better communication with his manager and he create a better communication and relation with his manager he can able to let his manager know about the problem and that will good for the restaurant.  Not only this but also Martin were experienced in computer sector. If the better communication can create then his manager can know about his hidden skill.
Poor Team Work: For lack of communication, there might be poor team work in workplace. As I mentioned above, team work is always dependent on how strong the communication is. So poor communication creates poor team work. In his workplace, Martin could not able to make a good relationship with his colleague so he cannot work properly in a team. 




[bookmark: _Toc502454159]Communication Model:
Martin was a new employee in his workplace and as a new employee he faced lots of communication problem regarding work issue. As I mentioned above he can not communicate properly with his manager and colleagues, so, he needs to know about communication model. In his organization the employees follow David Berlo’s SMCR model of communication.  SMCR refers to four components of Berlo’s communication theory. 
According to David Berlo he creates a model of communication in 1960 from Shannon Weaver’s model of communication. Shannon Weaver model of communication was created in 1948. Shannon who was a mathematician from America and Weaver was a scientist. The Shannon Weaver Communication model also known as mother of all Models. (Mishra, 2017). 
Here we find some general concepts of Shannon Weaver Method for understanding Berlo’s communication theory.  The main concept is going respectively, 
· Information Source
· Transmitter
· Channel
· Receiver
· Destination
· Noise Source
Information source is coming from sender who going to start the communication. Sender who sends information to the other side. Here we find only information know how the information will go to receiver. According to Shannon Wave, the find a solution. In the age of them, the transmitter was telephone. From the perspective of Martin organization, if the upper level manager gives him some tasks, then, then the tasks are information which was given by sender and sender is upper level manager. If he gives him the task through telephone then the telephone role as transmitter in that communication process. So, what about the channel? In that case, the network of the telephone which helped them to connect with each other that role as channel and martin role as a receiver. At the last the information reached through different media to destination.
Here we also find some communication process which relevant to Berlo’s Communication Theory as I mentioned above. In Berlo’s theory of communication which also called SMCR model. Here S stands for Source, M states for Message, C stands for Channel and R stands for receiver. SMCR model can improve Martin communication skill and process. Here sender who are upper level manager of Martin. If the have communication skill, knowledge, social system, aware of culture and as well if these skills are existing in Martin then, the communication process will be great. 
Sender:
· skills of communication: Sender need to have better skills of communication. If the ender has good communication skill, the message and next steps will be better. 
· Behaviour and Attitude: The behaviour and attitude should be positive for better communication. If Martin’s boss would give positive attitude then Martin will get more frustrated. But his upper level manager’s attitude is good.  
· Culture: Difference region have different culture. Suppose some people greetings with formal word and some used to practice informal word. Every organization have different culture. In Martin’s workplace, there has been uses formal word to communicate with others and the mangers also used to use formal word to communicate with Martin.
Message:
· Code: In workplace there might be use some codes to communicate. Different types of organization have different code. Code make communication faster and smaller and it is time consuming
· Content: The whole things of the message should be in content.
· Element: Elements is nonverbal. Language, signs is the elements of message.
· Structure: Structure refers to how the message has been organized. 
· Treatment: Treatment is kind of feed back of the receiver. 
Channel:
· Hearing: Which communication through hearing that include in hearing channel. Audio is also an element of hearing. Martin manager, sometime communicate with him by talking and he role as hearing in that case. 
· Seeing: Nonverbal communication can be seen. Email, Massage which has seeing channel.
Receiver: Receiver include all things which exists in sender. If communication need to good and effective then, sender and receiver need to have same types of components. 


[bookmark: _Toc502454160]Interpersonal Communication:
Inter personal communication refers to the exchanging information, feelings and meaning through verbal and non-verbal messages of the people, (SkillsYouNeed, 2017). Interpersonal communication not only about what actually said it focus on how it said through body language, voice, gesture. There are four elements of interpersonal communication, those are: The communicator, Message, Noise and feedback. 
In the message section, it includes body language, active listening, personal presentation and context awareness.
Body Language: The type of a person’s body language dependent on about his behaviour. Experience leaders can aware of body language. Many people are unware about body language. Body language is critically dependent on persons. In general way body language can be known about person’s style of voice. The voice can be high or low. Some times high voice indicates anger and soft voice indicates control emotion. Irregular voice also a part of body language. Movement of the body is also a part of body language. It can be noticeable through face, gesture, eyes. Maintain distance is also a part of body language. In body language specifically notice on, Eye contact, frequently moving on the body, openness of the body.
Active Listening: Active listening involves listening with all sense. Giving full attention to the speakers is a part of active listening. Listening is very essential component of interpersonal communication. (SkillsYouNeed, 2017) listener should be active in communication process and then the communication process will be effective. There are various signs of active listening. Smile is one of them, smile make understand to sender that the receiver giving best priority to him or her talk then the sender will more encouraged and communication process will be good. Eye contact is also one of them. It is normal for a receiver to look the sender when he or she give information and it is effective. Attractive posture also can encourage to sender who give information. 
In verbal signs, positive reinforcement is also need to give. Casual word, thanks giving word can make positive impression to sender. Remembering the sender is always can create a new communication. So, from the receiver perspective or sender perspective always need to remember those who make communication. Questioning is also a best idea. Giving information might be boring but it can be more impressive when there put some questions to sender. Clarification is also necessary for verbal communication. There need to make sure that correct information has arrived. 
 Personal Presentation: When a person speaking in public he may represent is organization. In presentation, before a person say anything about topic he need to introduce himself. In personal presentation the facial expression should be good enough. Body language also should be gorgeous. In personal presentation a person need to care all of side. 


[bookmark: _Toc502454161]Written Communication:
In the corporate life, workplace written communication is very essential.  Written Communication involves expressing a person’s clearly, using language with precision; constructing a logical argument; note taking, editing and summarising; and writing reports. (University of Kent, 2017)
Written communication in workplace includes E-mail, Letter, Message, Application etc. this communication also need to written in a particular formats and structures. The written communication needs to use proper format including error free, signature, sent a company letterhead, date, envelope. The written communication for workplace should be professional and well presented. The communication should be typed.

Here the channel of written communication is Email, Letter, Message, Online. 
Advantage of written communication: 
· Can create a record
· Store information for future references
· Distribution is much easy
· It is a permanent means of communication


[bookmark: _Toc502454162]Conclusion
[bookmark: _Toc456901523]In this report we focused on communication and effective team work as well. By doing this report we can know if there will happen a better communication then there will also happen an effective team work. Martin can know how to improve his skill and how to communicate. Effective team work and communication is very important for any organization. Here we mention above David Berlo’s theory and others theory. There had absent the feedback. We can know by doing this report that feedback also can be better component for communication. Receiver should not only receive information but, also, he need to give feedback and then the communication will effective. Team work only can effective when there will be a good communication exists and for that reason the reports mainly highlighted on communication. Martin can be a successful employee through his team work. As I mentioned above that team work can finished a work as early as possible and also achieve success. 
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