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[bookmark: _Toc48048349]Introduction
	In this portfolio writing, I will discuss how this module, “Effective Team Work and Communication,” has helped me analyze and develop my communication as well as team working skills. When I look back at the start of this module, I realize that I was previously accustomed to different communication myths. Some of my communication myths included; I am speaking; it’s their responsibility to understand me. There is no need to prepare for communication skills as I can improvise. Public speaking is an easy task for me, as I am good at talking. As per my last communication myth, communication is a born ability, and some people are not born efficient communicators. Enough to shatter my previously held opinions, this module has introduced with me new meanings of communication in the context of operational teamwork. Giudici and Filimonau (2019), while studying determinants of successful event delivery, concluded that communication is one of the determinants that ensure and enable the managerial leadership to complete the task. Contrary to my perceptions about communication, now I am aware of the fact that it is the lifeline for any type of business or teamwork and the success of a combined effort depends a great deal on the effectiveness of the communication among its team members (Mohanty and Mohanty, 2018). 
	During this portfolio writing, I will discuss the importance of communication in the workplace, conflicts in workplace-related to communication, communication models, interpersonal communication, and different communication formats. 
[bookmark: _Toc48048350]Importance of Communication in the Workplace
	Communication is the basic drive force to maintain strong working relationships and achieve productivity at all levels of an organization. Through my experience at the workplace, I have observed that those employers who invest time and energy for developing effective, as well as clear lines of communication, succeed rapidly in winning employee’s trust. Therefore, employers can increase output, productivity, the morale of their employees. 
Taking an employee’s perspective, it also holds ground that those employees who have effective communication skills and can effectively communicate with customers, managers, and colleagues are considered a valuable asset for the company. I witnessed this fact at my workplace where there was a clash among employees and employers regarding duty hours. I managed to effectively communicate our point of view to the employer. The employer gave up his stance after he understood our perspective on the issue. It was a workplace success purely based upon communication as Newnam and Goode (2019) asserted that communication plays a foundation role in developing and promoting the wellbeing and health of workers. 
Through my learning during the class, I have deduced that there are five basic reasons based upon which strong communication helps a team in achieving its goals.
[bookmark: _Toc48048351]Team Building:
	The construction of an effective team primarily depends upon collaboration and communication between team members. It enhances satisfaction and improves the morale of employees. Employing different communication strategies can boost communication channels among employees and resultantly, the team will be able to reach better decisions within minimum time.
[bookmark: _Toc48048352]Employee Participation:
	The ability to communicate freely with superiors, colleagues, and peers enhances an employee’s motivation as well as the ability to make better decisions for the business. The study conducted by Mayfield and Mayfield (2016) presented structural equation modeling that indicates that for every 10% increase in the verbal communication of strategic leaders, there is an expected improvement of 2.5% in the decision making of employees. Therefore, employee participation and work engagement rely on effective communication.
[bookmark: _Toc48048353]Innovation:
	Innovation stems from new and creative ideas. Effective communication both horizontal and vertical in the business will enable the team to have necessary ideas related to organizational direction. At my workplace, I witnessed this fact when the employer asked employees to provide their opinions regarding business innovation. The pre-proposed plan was altered according to the suggestions provided by employees and resultantly, the innovation was successful and productive for the business. 
[bookmark: _Toc48048354]Strong Management:
	When a team leader is a strong communicator, he can manage his key responsibilities such as relationship building, motivation, conflict management, and delegation of tasks, more effectively. As learned during this course, being a strong communicator does not only involve the ability to speak but also the ability to empower the employees to communicate with each other as well as the facilitation of the communication channels. 
[bookmark: _Toc48048355]Conflicts in Workplace related to Communication
	Poor communication leads to reduced profits, output, low morale, lack of teamwork, and poor performance. This is what I observed during my class as in the initial days of class, I was taking different instructions and guidelines for granted. This mindset resulted in poor communication between me and my classmates. As a result, I performed poorly in initial classwork tasks. Over time, I realized that effective communication can help me in problem-solving, improving relationships, and building skills. A splendid book by Katz et al. (2020) provided me with unique insights about managing conflict related to communication at the workplace or in class. Some of these insights are presented below:
[bookmark: _Toc48048356] Learning and Developing Skills
	The core conflict resolution competencies can be acquired by understanding the critical steps and components involved in this process.
[bookmark: _Toc48048357]Information Sharing:
	It should be ensured that the information is both clear and accurate by maintaining and establishing a rapport as well as effective usage of language. Similarly, the identification of personal as well as other’s outcomes should be learned to develop conflict management skills.
[bookmark: _Toc48048358]Reflective Listening:
	I should develop reflective listening, which means that I should strive to understand not only content but also feelings. 
[bookmark: _Toc48048359]Problem Solving:
	This area includes skills such as accurate formulation of problem statements, clarification of problems, and facilitating others in problem-solving. 
Assertion:
	I should develop skills to communicate concerns, feelings, and thoughts in such a way that these do not endanger the relationship or damage the self-esteem. 
[bookmark: _Toc48048360]Conflict Resolution:
	In this area, I should focus on diagnosis, style recognition, and interest-based negotiation. I should also develop skills in conflict awareness. 
[bookmark: _Toc48048361]Models of Communication
	Another important aspect of communication that I learned in my class is the models of communication. There are three models of communication; linear, interactive, and transactional model. These models offer the communication process slightly different from each other. 
[bookmark: _Toc48048362]Linear Communication Model:
	There is a debate about how the linear communication model recognizes the concept of feedback. The sender encodes a message and then sends it through a channel. The receiver receives the message from the channel and then decodes it to receive the message. This type of communication is present in mass-communication media such as newspapers, radio, and think television. The specific quality of this model is that it does not offer any medium for immediate feedback to the receiver. 
[image: ]
	According to Mishra (2017), Shannon and Weaver were the first who presented this model in 1949. However, due to advances in communication technology in the 21st century, the relevance of this model has become very occasional. 
[bookmark: _Toc48048363]Interactive Model of Communication
	This model feels more like texting on the phone. First, I send the message, which is received by a friend. He decodes the message, I have sent him and then reply to me with a new message. In this way, the process of communication remains the same however, the sender and receiver change with the time. 
[image: ]
[bookmark: _Toc48048364]Transactional Communication Model:
	This is a more sophisticated model as compared to the other two models. In this model, both receiver and sender alter their positions dynamically. There is no single definition of this model as here the communication process becomes changeable, dynamic, and trans-action. 
[image: ]
	In this model of communication, both sender and receiver play both roles at the same time. It also appears in different conditions that a message is sent back and forth simultaneously. It might look ineffective and chaotic, however, it is the situation in which the communication process takes place. 
[bookmark: _Toc48048365]Inter-Personal Communication
	The process by which two individuals exchange ideas, meanings, feelings, and information through verbal as well as non-verbal means is called interpersonal communication. The level of interpersonal communication is measured employing the effectiveness of the message transferred. The discussion during my class sessions with classmates was a form of interpersonal communication.  Along with verbal communication by utilizing language, inter-personal communication also occurs through non-verbal communication such as facial expressions and hand gestures. In the following figure, the elements of interpersonal communication are highlighted.
[image: ]
	As emphasized during the class, effective interpersonal communication has a considerable impact on organizational performance. I have been very much impressed by the influential leaders who have unique interpersonal communication abilities, and based on these abilities they have revolutionized the organizational culture and have restored the position of an organization to glory. To better understand the role of interpersonal skills, I read and analyzed the literature produced by these influential leaders. It is also true at the same time that not all leaders have succeeded in this scenario. The examples of those situations are also present when a failed interpersonal communication between staff and leader resulted in underdevelopment. Kwiatkowski (2019) has described three main attributes necessary for a leader to improve his interpersonal skills. I am also working on these three aspects to make my interpersonal skills more effective and proactive. These skills include effective listening; vivid and clear presentation of a message; and utilizing a supportive manner to provide performance feedback (Kwiatkowski 2019).  
[bookmark: _Toc48048366]Communication Formats:
	A diverse number of communication formats are utilized simultaneously within the workplace. Each format has a specific advantage and disadvantage to the business. Similarly, the cost of utilizing a format also differs from others. The most widely utilized business formats within a workplace include the following.
[bookmark: _Toc48048367]Memos and Letters
	Memos and letters are one of the most traditional business communication methods. Memos are put into work for internal communication when there is a necessity for conveying information to employees and managers. Due to an increase in email media of communication, the practice of memos in companies has reduced. 
	Letters provide a business with a means for external communication. Letters convey official information to external stakeholders, the general public, and other businesses. Through letters, businesses build professional relationships and make business contracts. 
[bookmark: _Toc48048368]Meetings:
	In this format, the organizations convey information through a personal format. Meetings might comprise of customers, employees, and managers. A meeting is an important means of ensuring that the business delivers the information with little or no confusion.  This medium also allows the business to answer any queries and get feedback about the information within no time. The managers, directors, and business owners make use of this message more often to finalize important business decisions. 
[bookmark: _Toc48048369]Email:
	 The electronic form of written communication is called Email. Due to an increase in the use of personal computers in the business environment, this format of communication has become popular over time. Through email, the organization can instantly convey information and message to individuals and parties outside as well as inside the business. 
[bookmark: _Toc48048370]Online Chat and Video Conferencing:
	The online chat facility enables a customer or stakeholder to communicate with the organization through online chat from their website or through social media pages. This medium is preferable for online setting and marketing. 
	Video conferencing is a relatively new format of communication. Here, a large number of individuals can join conferencing through a video link or by using different software such as Zoom, Google Meeting, and Facebook Rooms. 
[bookmark: _Toc48048371]Conclusion:
	After discussing different aspects of communication and teamwork that I have learned during this module, I am confident that I have grasped the main themes involved in the communication process within a teamwork. I am also very confident to apply whatever I have learned during my course to the personal as well as professional life. Being a part of this module has made me realize that effective communication is the driving force to move forward all business operations and the most essential skills for me to succeed in life. 
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fig. The process of interpersonal communication
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