









EFFECTIVE TEAMWORK AND COMMUNICATION

Executive Summary:
Effective communication and teamwork are two of the essential traits that need to be present within an individual so that he can be successful at his work. This project is contained with the critical points of an individual employee's communication skills and how he can improve his abilities to perform better. The study has assessed different types of communication and their importance in the workplace. After that, it has focused on the workplace experience of the researcher and found out his communication skills. This study has also helped the researcher to identify the factors of the improvement of his communication skill. Moreover, the study has talked about effective teamwork and the process of using it at workplaces. 
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[bookmark: _Toc39491547]Introduction 
Nowadays, communication skills and teamwork are very vital in every workplace. The improvement of any individual staff and company is dependent on it. Every workplace requires appropriate communication to maintain its workflow and proper teamwork to maintain operational efficiency. There are many types of communication which an employee can use at his workplace depending on its rules and regulations. Most important benefit of communication is that it helps in building relationship which is an essential criterion of building a positive working environment in an organisation. With proper communication, every individual gain knowledge from one another and stay updated about the overall progress of work within an organisation. Communication skills are not only crucial in the workplace this is also important in daily life. Teamwork in the workplace is essential for any kind of company. A company's growth structure is dependent on its company's employee’s effective teamwork. In teamwork the all team members have each different role individually.  All team members must perform their duty personally so that they can achieve their goals and they can show the profit to their company.                  
[bookmark: _Toc39491548]Communication
An act of sharing information to different individuals through a medium can be regarded as communication. Communication includes sender, receiver and message. Although communication sounds easy but is quite complicated. There are various things which might affect communication.  Ideas, emotion and information are transmitted from one person to another through a channel.
Communication and teamworking both are necessary to become successful. At the workplace, an individual has to face different types of issues that are very tough to overcome without proper knowledge or guidance. Excellent communication helps in relationship building, which provides help to an individual during a different situation in terms of human resources, education, finance or any other aspects. On the other hand, teamwork increases the work efficiency of a person, and it gives him a lot of experience.
When a few members of a team communicate with each other, it is regarded as group communication. This helps to make a better decision for the completion of a project. Non-verbal and verbal communication are essential components of group communication. Group communication applies to a group of 20 members. Based on concerned communication a firm might earn a positive outcome (2011-2020, 2020). 
[bookmark: _Toc39491549]Importance of Communication
Communication is the primary medium to connect with other people in the workplace. It creates a special connection with co-workers which gives birth to innovative ideas and creative works. A good build communication skill in an organisation can direct the organisation to its maximum height of growth. With the process of continuous collaboration, communication and analysation person to personal improvement can be possible. If the employees of an organisation go through these stages, it will not only motivate them to work unitedly. Instead, it will also affect the production of the company in a positive direction. 
[bookmark: _Toc39491550]Importance of Effective Communication
Communication is essential, especially for the workplace. Communication is the link and using that in a project are various types of jobs that should be done. In an organisation there are lots of work which cannot be done an individual. In those cases, a skilled and experienced team forms with the help of effective communication (Logan, 2016). According to the various authors, communication is a process of sharing experience among people. It helps in developing collaborative effort by influencing communication within a group of people. Organisational communication can be the best example of communication and effective teamwork (Alghamdi and Bach, 2018).

[bookmark: _Toc39491551]Methods of Communication
Generally, there are three types of communication skills which are most often used in a workplace to collaborate amongst each other. 
Verbal Communication- In this communication skill, verbal phonetics are used to express the thoughts in a person's mind. In reply to that conversation if the other person also communicates with the previous medium which was used by the first person, then this total communication system can be stated as verbal communication by (Boissy et al., 2018). At a workplace for effective communication, employees amongst them always use this mode of communication which highly becomes beneficial for them. This communication skill does not only help people to communicate; instead, it helps the employees to express their thoughts to everyone in the most effective manner. Verbal communication creates a different type of connection amongst people in workplaces which even accelerates the work progress. There are contexts that verbal communication can include written and oral communication following (Dell’Aquila et al., 2017). Written communication skills help to connect with people by using writing as a medium. Office colleagues can be connected amongst them via various SMS and messaging applications, e-mails, social media posts and many more. This enhances the coordination amongst them. In oral communication, people connect with their speaking ability (Zhao et al., 2017).
Non-Verbal Communication- This type of communication can become very important in the workplace because based on this type of communication skill, a person may be judged by other employees or administration. This communication skill includes gesture, body language, expressions through which a person can aid their verbal communication and can make a positive impact on another person. This skill even helps to attract other people through a positive approach to communication in the workplace (Dagari and Adamu, 2019). In this occasion, the messages from the sender to the receiver does not contain any word. With this communication skill, people can convey their mood and can even react to a situation without uttering a single word. A whole conversation can be controlled and guided in a proper direction if non-verbal communication skills can be controlled or guided efficiently. All these things matter a lot in an institution to perform any job most efficiently (Dagari and Adamu, 2019). 

[bookmark: _Toc39491552]Theories of Communication
[bookmark: _Toc39491553] Shannon Weaver Model of communication 
According to Shannon Waver model, communication can be segregated into seven parts. Sender, transmitter, medium, noise, decoder and destination. The 7th part is feedback. This theory is also regarded as the ' theory of information'. Shannon weaver model of communication is defined as direct communication. The framework of sending and receiving messages is analysed. 
- Sender:  It means someone who sends the message by choosing information to send and way of transferring it. A sender might send a concerning message either by verbal or written manner.
- Transmitter (encoder): The idea is converted into the signal by a machine so that it can be sent to the receiver by sender (Helpfulprofessor.com., 2020).
- Medium:  This is regarded as an infrastructure which gets ideas from transmitter and sender through the receiver.
- Noise: It is something which disturbs the message while reaching to the receiver. Through this, the message might not be adequately understood. 
- Decoder:  This component is considered to be opposite of encoder. According to this model of communication, there is a need for a device which might decode information through digit of binary.
- Destination (receiver): It is the last position to make a communication process successful. In this place, an individual gets the information.
- Feedback:  This parameter took place when this model was criticised. In this case, the receiver gives a prior response to the sender to showcase that he got and understood the message.  
[bookmark: _Toc39491554]Schramm model of communication
 Schramm proposed a communication model based on three tiers of semiotic rules: Syntactic (properties of symbols and signs), Pragmatic (related with relations in expression signs and it's respective users), Semantic (relationship study between symbols and sign and what representation it has). Thus, Schramm model of communication defines social interaction between two minimum interacting agents who shares a commonly used sign set and commonly formed semiotic rules. This rule which is commonly held in few senses defy auto communication which combines interpersonal communication via self-talk or diaries which are both secondary things that follows primary acquisition (Sotirin, 2014). 
[bookmark: _Toc39491555]Berlo model of communication
Berlo modified and elaborated Shannon and Weaver's 1949 linear model and made a sender message channel receiver model (SMCR) of communication. This model distinguished it into distinct separate parts which were gradually magnified by other scholars. 
Berlo's model is based on a simple procedure used for communication including communication source-receiver, message, encoder, decoder, channel. Additionally, he also delivered some factors which influenced the communication process between two people. These factors are awareness level, cultural and social system.
The different components of Berlo's model of communication are:
Sender: It is the origin of message or denotes the person who sources the message and sends it to the receiver. A sender can transfer the information using communication skills, social system, attitude, culture, knowledge.
Message: It is the transformation of thoughts into words that the receiver receives from the sender.
Channel: It is the medium for sending message which can be by hearing, touching and seeing
Receiver: Person who gets the information and tries to comprehend and respond accordingly is called receiver (Turaga, 2016).
This is thus a linear model of communication and there is no two way. The main setback of it is that it disregards sixth sense use in the form of channel.
[bookmark: _Toc39491556]Effective communication at your workplace
A single person in a workplace can do small jobs of their own. Still, with effective communication by collaborating with other colleagues, it is possible to produce a well presentable job in an organisation. The researcher used to work as a front office executive of a local departmental store. While working for departmental store teamwork comes into action on many occasions. There, it is highly recommended not to be silent as it can have a deadly impact on the job provided to the team. To perform as a team, it is essential to communicate effectively with every team member. Only this can increase the productivity of the store. In this process, if every team member takes a step ahead to have effective communication, then only success can take care of itself. Every member of an organisation needs to work together to improve the communication skills of their own, then only it will be possible to able to see the face of success in any work. Effective communication amongst the employees directs the employees to reach their desired goals which automatically brings success for the company as well (Najmr et al., 2018). It is essential for the employees while listening to other employees to analyse what all things have not been said. Through this process, every employee of the company can come up with a new thought in their project. Every time it is not necessary that all the things, they are coming up with is essential but what matters is their thought process will be active because of the team communication. 
If someone wants to improve their communication skill, it is highly recommended to listen to other effective communication and analyse things in their mind. This process can help them to gather maximum knowledge in a calm and composed way so that they can pick up the key terms from effective communication. In future, this can be immensely assisting as by using those key terms in their future communications they can make the floor in their name. For example,- To improve communication skill, the researcher first has listened to the customers or his colleagues and then respond appropriately. Good listening skill and patience are the two most important factors that help to develop communication skill. 
For the researcher, practising in front of a mirror can help him to own effective communication skill. In this process, he can see their reflective image in the mirror, which will help him to rectify his gesture, body language and appearance while speaking. In researches, it has been observed that if a reflective image of a person can satisfy their inner sole while using any mode of communication, it can surely make a mark on other people's hearts (White et al., 2016). 
[bookmark: _Toc39491557]Conclusion 
This project is channelised with proper coordination, individual strengths and consistency about teamwork. Understanding the expectations and needs of each and every individual is very challenging. Then, bringing all of the individuals in a team and then moving forward together is very difficult. There is a common thought about leadership that is very crucial for societal functioning and effective organisational success. The attribute of leadership can fulfil a group of people raised common goal. A team works together and meets various challenges then they are able to achieve their required goals and collaboration and cooperation between each other is very necessary. A decentralised organisation needs a capable team with its excellent different communication skills. All human beings need emotional support and continual motivation which sustains creativity and workflow. Here is showing practical communication skills in a team game. Communication skills are especially necessary to build a relationship in social practice. Communication skills are not just a word; this is a mixture of body language and tone. An individual can convey his message across with the effectiveness of his body language and tone. Eye to eye contact is also another part of communication skill, and this is very useful to convince the opposite person.     
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