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Introduction: 
Effective Team Work and Communication Skills both are indispensable and interrelated terms in the business association. As indicated by Massingham (2019), Effective team work can't be produced without the help of effective communication. Teamwork performance depends on the proper co-ordination and correspondence (Massingham, 2019). Subsequently, colleagues need to know the models of correspondence to speak with one another. Additionally, team members must possess excellent communication skills in order to effectively communicate with others.This paper presents numerous communication models that can be utilised as means of communication among team members.Then it concentrates on the abilitiesthat are essential for effective communication.After that, this study focuses on a personal example of bad communication.Finally,this report offers some recommendation for better communication.


 Modules of Communication:  
Communication can be formal or informal. Formal communication can be defined as the way of communication on the basis of formal structure or channels. This communication is more authentic and reliable than other forms of communication (Jouany and Kristin, 2020). Therefore, business organizations use this communication format. On the other hand, informal communication can be defined as the way of communication on the basis of informal structure. It is very fast way of communication but not reliable like formal communication (Jouany and Kristin, 2020). This communication can be done by oral or written method. Then, communication can be written or oral. Surbhi (2018) noted that oral communication is the way of exchanging communication though word of mouth. Then, correspondence can be inner or outside. As per Surbhi (2017), Interior Correspondence happens among the inward gatherings of an association. It is applied for both formal and casual method of correspondence. This correspondence is helpful for sharing specialty units and offices. The primary members are workers and the executives body. Primarily, it streams inside the association. Outer correspondence happens between an association and the external gatherings. It is applied for formal method of correspondence (Surbhi, 2017).






Linear Module of Communication:  Berlo SMCR 1960
Linear Module of Communication is David Berlo’s theory. Berlo set out his theory in 1960. His theory is also known as SMCR which stands for Sender, Message, Channel, Receiver. This model reveals that there are three pieces of correspondence that are speaker, subject, and audience. As indicated by this model, audience decides the importance of messages. What’s missing is David Berlo’s theory has no concept of feedback, so the effect is not considered. There is no concept of noise or any kind of shield in the communication process. It is indeed a Linear module of communication, there is no two way communication. Source- Bovee (2016)
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Sender —— Message —— Channel —— Receiver






Interactive Module of Communication:  Shannon & Weaver 1948
Intersectional Module of Communication is Shannon & Weaver’s theory. In 1948, Shannon was an American mathematician and Weaver was an American scientist and together they came up with the Shannon & Weaver Module of Communication. This theory is specially designed to increase the effective communication between the sender and receiver. Some factors found that can effect the communication process may be “Noise”. The module deals with a variety of concepts such as Sender, Encoder, Message, Decoder and Receiver. A encoder is the transmitter which converts the message into signals. A decoder is the reception place of the signal which converts signals into message. It’s a reverse proceeds of encoding. Jordan (2018) stated that Shannon-Weaver Model of Communication model indicates the one and linear process of communication. It shows it below in the diagram. 
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Sender —— Encoding —— Message(channel) —— Decoding —— Receiver
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Transactional Module of Communication:  Stuart Hall 1973
Transactional Module of Communication is Stuart Hall’s theory. In 1973, Encoding and Decoding had a major impact on the direction of cultural studies. Stuart Hall defines communication in terms of code. For example in a spoken conversation between Alice and Adam, Alice encodes her framework of knowledge into the communicable medium of speech. Assuming Bob can hear the sounds and understands the spoken language, he then decodes the sounds into a framework of knowledge. 
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Osgood-Schramm Module of Communication: Schramm 1954
In 1954, Schramm’s module of Communication was introduced and had said to have originated from the Shannon-Weaver model. Schramm’s theory suggests that communication is a two-way process in which the message is passed back and fourth, between paradigm is based on the idea that the message should be comprehended by both the sender and the receiver. Source: Bovee (2016)
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What is Poor Communication Skills?
Poor Communication skills reflect that the speakers intention is unclear to the 
listener. 

How you communicate with people is significantly efficient especially in your workplace. Some examples of poor communication in your workplace may be: 
· Poor Leadership 
· Unclear Objectives
· Demoralised Employees
· Avoiding Direct Eye Contact
· Waiting instead of Listening 
· Constantly interrupting 



There are three main types of negative communication: passive, aggressive and assertive. Some people may portray these negative communications in a workplace when being under stress, feeling pressured, uncomfortable or really angry. 
Another communication is Assertive Communication that can be found as some positives and some negatives in a workplace or just in general. 

	Passive Communication 
	Aggressive Communication 
	 Passive Aggressive Communication 
	Assertive Communication 

	•Fails to express own needs 
•Avoid Conflict 
•Lacks eye contact  
•Lacks Confidence 
•Seeks Approval 

	•Speaks loudly
•Exhibits excessive confidence 
•Lacks concern for others
•Uses intimidation tactics 
•Disregards the right of others
	•Disagreeable or irritable 
•Acting stubborn
•Blaming others 
•Acting hostile or cynical 
•Procrastinating or being forgetful
	•Clearly states their needs and wants 
•Stands up for personal rights
•Good eye contact
•Good listener




Passive Communication:
Passive communication is a type of communication a person uses to prioritise a persons needs, wants and feelings of others, even at their own expense. A passive communicator does not feel the need to express their own feelings or thoughts which can often lead to them being taken advantage off. 


Aggressive Communication:
Aggressive communication is a type of a communication a person uses that express only their needs, wants and feelings. Others may feel very intimidated and their needs are often ignored.


Passive Aggressive Communication:
Passive aggressive behaviour is a practise of expressing unpleasant feeling in a non-directive manner rather than immediately addressing them. Passive aggressive conducts can present itself in a variety of ways. A person might, for example, fabricate excuses to avoid certain people as a way of showing their hated or hostility towards them. 

Assertive Communication: 
Another type of communication that may be found within a workplace is assertive communication. Assertive communication is when an individual may express their needs and feelings in a way that also shows respect for the rights of others. Being an assertive communicator portrays respect for each individual who is engaged in the conversation.


Communication Skills:



Two different significant types of communication skills:
1) Verbal
· Spoken 
· Written 

2) Non Verbal
· Body Language 
· Facial Expressions
· Tone of Voice
· Pitch of Voice
· Signals + Signs 
· Gestures 


· Empathic Listening- Empathic listening is when you are listening to someone’s 
                                           story or words with empathy and you place yourself in their 
                                    shoes to try and understand their point of view. 

· Sympathetic Listening- Sympathetic listening is driven by emotion. The listener
                                          focuses on the feelings and emotions not the message
                                          or words. 

· Active Listening- Active listening is the basic and first skill of communication because without listening, it is impossible to create an effective communication (Hitesh, 2019). 

· Friendliness- Friendly Characteristics such as honesty and kindness can help foster 
                        trust and understanding. The same characteristics are important in 
                        workplace relationships.

· Adaptation- Adapting your communication style to your audience. Different styles
                      of communication are appropriate in different stories. 

· Confidence- Confidence allows a person to speak concisely and with clarity. 
                       Communicating with confidence is good in workplaces when conveying what             
                       you want to your clients or work colleagues. 

· Respect- Without regard, the correspondence isn't productive just as viable (Jouany and Kristin, 2020). Enough regard should be given to the both sender and recipient between them at the hour of correspondence. 

· Input-  Criticism is mandatory for a correspondence. No input, no correspondence (Jouany and Kristin, 2020). In this manner, the collector of message needs to give sufficient input to the sender for making a powerful correspondence.

· Non-verbal communication: Hitesh (2019) additionally noticed that non-verbal communication is likewise significant for making successful correspondence. Some unacceptable non-verbal communication breakdowns the correspondence. Hence, both the sender and recipient need to utilise legitimate non-verbal communication for making powerful correspondence. 

· Passionate insight: Enthusiastic knowledge is likewise one more significant ability of correspondence. Without the passionate insight, the correspondence can't be viable (Hitesh, 2019). The sender and recipient ought to keep up with their feeling to guarantee viable correspondence. 

· Clearness: Lucidity is additionally required for making compelling correspondence (Hitesh, 2019). In this manner, both the sender and collector need to utilise clear message between them for making powerful correspondence. 

· Casual chitchat: Huge talk makes issue in understanding a definitive message (Jouany and Kristin, 2020). Hence, both the sender and recipient should utilise casual banter at the hour of correspondence.




The importance of Communication:
Communication is the design of communicating with others. The compelling communication depends on the abilities of the collector and sender. Keller (2019) famous that the communication abilities have more prominent impact on the viable communication. The significance of communication aptitudes is displayed on the diagram below:
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Example of poor communication in the workplace: 

Keller (2019) noted that poor communication is created for several barriers and improper maintenance of communication principles. I have also faced poor communication in my workplace. I have had to learn how to make cocktails on the spot and I had my leader teaching others and I by oral communication. However, due to the high sound and noise in the workplace , some of my team members were unable to hear or understand what the leader was saying. A big miscommunication was when they started to work a lot of people were confused and still didn’t know precisely what to do yet they never asked the leader any questions for help. When evaluating my team overall they was not performing to high standards and didn’t bother to communicate with the leader instead kept getting things wrong and increasing wastage. 

How can the poor communication be improved?
Jordan (2018) stated that poor communication indicates the ineffective communication that can be occurred for several barriers and lack of communication principles.The above communication was ineffective due to an abundance of information. As a result, the team leader should condense the message so that the receiver may grasp it properly and save time listening to or reading it. Consideration is also important for good communication. As a result, when issuing, the task the leader should take into account the team members, background, knowledge and mindset. The team leader should communicate in writing so that noise does not interfere with good communication.


Conclusion:
In conclusion, good teamwork is contingent on efficient communication. Furthermore, effective teamwork is dependent on proper coordination and communication. Effective communication with others necessitates adequate communication skills. As a result, this paper began by describing the many communication models that can be utilised to communicate among team members. Then it went on to discuss the abilities needed for effective communication. Following that, this study focused on an example of poor communication and offered some recommendations for improving it.
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