EMOLE LAWRENCE FAVOUR  1908220

Introduction
[bookmark: _Hlk28631040]According to Balzer-Riley, (2015); Driskell, Burke & Salas, (2017) good communication skill and collaborative teamworking is essential for any organisation to work successfully. For example, it interprets individual perception, reaction and experience through interaction to enhance understanding of a message. This can be either verbal, non- verbal or written. 
This report will be carefully discussing what teamwork means and its importance in an organization and will define communication and state why is important. Linking communication to the organisational nature of work and how it enhances effective coordination in working environment. It will also explore on different types of communication such as verbal, non-verbal and written communication and explain how it can be used at workplace to promote effective working environment. The report will further highlight three theories of communication which include Shannon-Weaver, Berlo’s and Schramm’s model of communication and how they can be used at workplace.
 Bach and Ellis, (2015) Teamwork is the process of working in collaboration with others to achieve a purpose in an efficient and effective approach. However, to recognise how to work well within and with team, it is important to understand group dynamics (Geister, Konradt & Hertel, 2016). For example, group dynamics is knowing how individual come together and function co-operatively as a group, such as giving and receiving feedbacks with respect to one another’s feeling.  Handling disagreement in a positive and openminded approach, which can be effective with the team’s willingness to listen to each other viewpoint, (Keen et al 2011) 
[bookmark: _Hlk28626338]Bedwell, (2014) added that teamwork is important, as it contributes to positive working atmosphere, reduces work overload, stress and allow solutions to difficult problems. Huckman, Staats, (2013) it enhances creativity among the team and to exchange ideas that promote productivity, (Driskell & Salas, (2013).  In contrast, an inefficient teamworking encourages lack of engagement and commitment, leading to poor performance, disagreement and bad practice (Behfar, Peterson, Mannix, & Trochim, 2018) These often happen when a few members of a team dominate with strong views and opinions, disregarding other people’s view,  creating an impression for others to feel isolated from the main purpose of the work. The situation can create negative feeling and frustrate the main purpose the team ought to have achieve in an organization (Belbin, 2010), However, it can influence other people’s when responding to information. For instance, for a team to collaborate and work in one direction, it is essential to consider facial expression, body language and behaviour of individual (Hargie, 2016).
[bookmark: _Hlk28626378]
[bookmark: _Hlk28681023][bookmark: _Hlk28626442][bookmark: _Hlk28626463][bookmark: _Hlk28601107][bookmark: _Hlk28626489][bookmark: _Hlk28681077][bookmark: _Hlk28626513][bookmark: _Hlk28626563]Bliss, (2013) added that for a team to work effectively, good communication is essential, such as having the ability to communicate clearly and efficiently, and for valuable contributions to be made within the team. Balzer-Riley, (2015) defines communication as process of expressing, passing and receiving meaningful information from person to another or group of persons. It involves conveying messages or information through speaking, documentation in a concise and clear manner (Hasson, 2012). Gallagher, (2010) added that effective communication is essential for business development in any organisation, because it facilitate flow of information in a mutual understanding between different individual. For example, through communication, people would be able to discuss, explain, interact and co-ordinate, which enhance effective job delivery in workplace, (Wilkinson, 2014). The essence of interpersonal communication at workplace is for people to always make significant contributions that will creates clarity of thought, (Hargie, 2016).  Regardless of the medium through which people communicate, it is fundamental to deliver information in a way that promote patient-centred care, respect for one another, genuineness and therapeutic relationship (Harms, 2017). Communication promote cooperation among teams, help to create better understanding between one another and overcome communication barriers, (Health Information and Quantity Authority, 2010). 
[bookmark: _Hlk28703617]William & Irurita, (2016) however, when communication is not interpreted correctly can negatively influence teamworking and relationship between service users and carers in an organisation, resulting to poor judgement of what others may be feeling in each situation,(Stocker, 2012).  The consequences can also bring ongoing challenge such as attitude, broader behaviour, causing poor responds to emotional comfort (William & Irurita, 2016). Jack, et al. (2013) believe that the way people reactions to information depends on how communication is pass on to them, and people have the choice on how to respond to other people’s communication.
For example, Care Solution is an organisation where the writer works, which deals with vulnerable service users, who present challenging behaviour and learning disabilities. In order to promote their health and wellbeing, active listening and unhurried skill is necessary  because most of them finds it difficult to understand what others are saying as a result of hearing loss, lack of words when needed to tell other people what they want or how they feel, (Balzer-Riley, 2015). To encourage service users to participate in their own care, it is paramount to engage them in decision making and negotiation to promotes independency (Judson, Desky & Press). At workplace,  to provide support and ensure  people are encouraged to reach their full potential, it is important that communication is conveyed in a way that vulnerable people will understand by  using simple and short sentences, avoid saying things which could be misunderstood, (Hargie, 2016). 

Balzer-Riley, (2015) there are different types of communication; namely; verbal communication, non-verbal and written communication. It is intended for processing and exchanging information in different ways, such as giving and receiving messages, verbal conversations etc. In working environment, it promotes people’s ability to communicate in a way that messages are delivered and understood to enable individuals perform well in every job role. However, the use of different communication method in workplace depends on the nature of the job and needs, (Sharp, 2013).
According to McConnell, (2016) verbal communication is a way of sharing information, feelings, thoughts by using words. Balzer-Riley, (2015) added that verbal communication also includes where people use spoken words to pass on messages to one another either face to face speaking or phone calls, video- chat, leaving a voice mail, in course of exchanging ideas and information.
Ward, Vass, Agarwal, et al. (2010) states that it enables people to stay in touch with one another, help colleagues at work to follow up duties. It also keeps each other informed of new development such as access to vital information that requires immediate decision and action. Gray, (2010) believes that oral communication promotes teamworking and enhance people’s confidence to ask questions and get answer to move on with their task. Gardner, Kosemund, Hogg, Heymann, Martinez (2017) the approach increases full understanding of a situation which motivate people and offer them assistance to solve problems at workplace.
[bookmark: _Hlk28773138]Myers, & Sadaghiani, (2010) Imply that it encourages start of a good friendship, expressing feelings, share emotions at workplace. In as much as giving information is useful, verbal communication distribute important information from one person to the other in a way that get the point across effectively, despite that technology has also make communication more convenient. Notwithstanding,  that use of words are combined with gestures, facial expressions and tone of voice to give a full communication outcome, it is an excellent way to give the team an opportunity to connect with the other staff and build relationship in a way that encourages coordination to support others learn new skills. (Harms, 2017) most people often prefer to communicate face to face because they understands more better and feels so comfortable to pass information through that method; but some people finds it difficult to speak as a result of disability  in speaking and can only communication through non-verbal.
Balzer-Riley, (2011) Non-verbal communication is a way of relating information across through body language, posture, facial expression eye contact. It is important at workplace because it helps to adapt quickly to a situation, for example, nodding head can emphasis that people are in agreement with conversation, in contrary, it can also imply that something is wrong or disagreement. However, limited communication can lead to misunderstanding of information, because some people may be struggling to communicate effectively through use of objects, pictures, symbols, sign language, as communication aid, (Judson, Desky, Press, 2013). However, non-verbal communication skill is important to enhance continuation of conversation among people which will reduce frustration and challenges at workplace.

Ohland, Loughry, & Woehr, (2012) Written communication is also relevant as it enhances documentation of information and recording reports in a concise and clear understanding. It promotes evidence-based practice at workplace. Harms, (2017) well written report should be accurate, comprehensive and precise, which will be grammatically represented to conveys meaningful and necessary information.
According to Stead, (2015) Shannon-weaver, Berlo and Schramm are among different model of communication that are important in the means of communicating information, ask questions and receive responds from one person to another.
[bookmark: _Hlk28773352]Berlo, (1960) model of communication is a process in which the sender transmits a message to the receiver in a way that bring a desire respond. The communication method happens in one direction only, which means that the sender has the obligation for delivering precise information by making content of the message toned accurate. Stead, (2015) agrees that in this model, information might contain verbal and non -verbal messages that can be interpreted by the receiver easily. At workplace, the sender of the message should bear in mind that, the person receiving the message would able to understand and interpret it. The reaction and feedback from the receiver will confirm that he/she understands the content of the message, but it is essential to put into consideration the receiver’s ability to understand the information.
However, DeVito, (2010) argued that for this model of communication to be effective, it is expected that the person sending the information is very certain about the intension and what it is meant to achieve. The sender must cautiously consider the person receiving the information before formulating the message.  In Berlo’s model, the person receiving the information is assumed to be open-minded and willing to engage in the interaction. Nevertheless, this model may not consider other factors that influences communication process such as individual values, belief, cultures and knowledge of education.   
Shannon & Weaver (1949), (cited on Balzer-Riley. J. 2015) model of communication involves sharing information through the sender, transmitting information from the brain to the mouth and comes out as a signal to the mind of the receivers for the message to get to the last destination. In terms of technology, the sender encodes the messages to a device to process and understand before sending it through a channel such as telegraph, telephone for a receiver to decodes the information before interpretation. However, this model of communication process is used to analyse transmission of information through a machine, resulting in some cases that receptor device might perform as a decoder.  At workplace it maximises capacity of telephone conservations such as text messages, voice recording during team meetings. On the contrary, this method of communication can be a problem because the receiver might be finding it difficult to code information as a result of background noise through the channel.
[bookmark: _Hlk28711770]Balzer-Riley. J. (2015) Schramm’s model of communication is a two-way circular nature of communication, where the sender shares thought and expect the receiver to respond. It is useful at workplace because of rapid development of social media lifestyle in the society. Sharples, N. (2013) added that the model emphasis on the significant of feedbacks, which means, both the message sender and receiver takes in turns to produce information. Hartley (2015) also highlighted that this model of communication can be effective and appropriate in social situations, that involve service users and relatives during conversations to solve a problem.  Despite that communication can influence the messages of sender and receiver, during Interpersonal decision-making such as misinterpreted, creating confusion, ambiguity and anxiety, it can cause an argument leading to hostile situation. However, the model can be easily adapted in any environment. Schramm’s model of communication initiates and maintain cordial relationship among people and helps individual to seek confirmation of understanding from others, it helps to minimise risk of poor communication, (Sharples, 2013).
	


In conclusion, effective communication promotes collaborative teamworking between employer, employee and service users, (Cooke & Hilton, 2015). People working under an organisation are encouraged to have accurate and comprehensive written, verbal and non- verbal communication skills in a consistent level. Also communication enhances teamworking in a relationship that resolves differences in a focal manner and improves team co-operation to  bring unity in the pursuit of common goal. Different model of communication is useful in interpreting and listening to people from different places.
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