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                  EFFECTIVE TEAM WORKING AND COMMUNICATION


[bookmark: _Toc35852363]Introduction
I am writing this assignment, to discuss Effective Team Learning Communication at the Workplace. I will be defining communication, the importance of communication, the importance of effective communication at the workplace and the theories of communication. Consequently, give examples and theories at my workplace. My aim is to the develop my awareness and skills that I have acquired through learning and demonstrate my effectiveness in working as a team, in my professional domain; I will give a practical exhibition and explanation of my growing knowledge and understandings of concepts, of underlying principles within Effective Team Working and Communication. There are several theories of communications however, I will elaborate about the ones we have learnt about during lecture - I will then compare them to my workplace environment as to how we communicate and establish what needs to be challenged, and evidently enforced. As a result, I will be giving an analysis, by giving evidence and analytic thinking by making a conclusion, in what I have learned and what has challenged me during growth and development.
1. [bookmark: _Toc35852364]Communication
Communication is exchanging information, by writing, speaking, or using other platforms conveying a message; it is also a means of sending and receiving information for example: “NASA satellite communications.” communication can be verbal and non-verbal. According to the module video (pyramid of comm) communication is each act of transmitting information, including thoughts, ideas, emotions, for example: giving someone a gift, a compliment, blushing. Non-verbal communication is also transmitting a message, it provides clues to the attitudes and feelings behind the words, a person is using, through postures, gestures, signs and facial expressions; television, radio, mobile phones and the internet, which are amplified communication are also mediums of communication.
 According to the book improve your communication skills, communication is the process of creating shared understanding (Baker,2013).  As stated in the book, communication is creating understanding; communication is more than just words, as there are many languages worldwide. Within these languages may have several types of speeches, referred as dialects. Similarly, a vast majority of these languages use a different alphabet, which are systems of symbols that describe sounds or things. For example, the English alphabet is characterised by sounds. However, the Hieroglyphic writings of the ancient Egyptians are based on pictures (Wandberg, 2000).
[bookmark: _Toc35852365]1.1. Importance of Communication
Communication is a vital part of our quotidian, it is important to communicate clearly to avoid any potential misunderstanding; communication is the only way we can effectively work together on anything. Equally, it is paramount that we understand it`s importance. We can do so, by learning and practising good communication skills, this will enhance our ability to send and receive accurate messages. Being able to articulate well, provides significant advantages; it enables us to have confidence, to be open-minded, and understand that communication, is not always verbal, but equally non-verbal; by allowing us to respect each other boundaries. Consequently, there are six basics steps of communication.
· Sender (originates)
· Encoding (thoughts and feelings)
· Message content (verbal and non-verbal)
· Receiver (the person who person who gets the message)
· Decoding
· Feedback (the return message) - which does not always happen
[bookmark: _Toc35852366]        1.2. Importance of Effective Communication at Workplace
Effective communication is an important asset for success, for every establishment or organisation. Effective Communication Skills at the workplace is a prerequisite, for growth and development and are key tools both within and beyond your professional environment, It helps to enhance and develop dialogues, improves employees empowerment, enlarges management control to implement new task or improve the organisation. It helps to abort incompetence specifically in a multicultural workplace, by allowing everyone to be productive, in guidelines of fresh and valuable perspectives (Luecke, 2008).
 In my opinion effective communication, provides clear and defined policies; it is productive, it persuades, influences and inspires - it increases the value of personnel, builds rapport making it easier to send and receive the message across board. To do your work effectively, you must discuss problems, request information, interact with others, via various platforms, as they help you being understood well, and in helping you to support those around you.
[bookmark: _Toc35852367]2.Theories of Communication
The emphasis here, primarily, is that communication study is envisaged as a discipline in its own right. Secondly the range of communication, its expansion, across interpersonal relationships, culture, organisations, is critical. Communication study is no more to be described solely as study of mass media, however, more to be focused on isolated linguistics, reciprocity between individual (Schulz, 2013).
Nevertheless, theories in many disciplines can be difficult for a few to understand; in a sector like communication, theories are vital and important to understand as they have great impact on our quotidian, which leads me to elaborate on models of communication and understanding different communication model approach.
[bookmark: _Toc35852368]       2.1. Shannon and Weaver Model 
 According to the “Article help Professor” Shannon Weaver model of Communication was created in 1948, when Claude Elwood Shannon wrote an article “A Mathematical Theory of Communication” in Bell System Technical Journal with Warren Weaver”. Whilst Shannon was a mathematician, contrarily Weaver was a scientist. (Drew, 2020). These are the combined genius findings of the researchers. They claim that communication can be fragmented into six key concepts, and later the seventh concept was added which is the feedback.
The Sender - (Information Source) The originator of the message, which decides the platform (channel) used to send the message.
Encoder – (Transmitter) The platform sender uses, which transfigures the message into signals and data.
Channel – this is the means exercised to convey the message.
Decoder – (Receiver) the platform applied to translate signals into messages or the receiver who transfigures the messages from signal
Receiver – (Destination) the recipient is the one who obtains the message or the location where the message must reach. The recipient delivers feedback according to the originators message.
Feedback – (Noise) this is the disruption (environment) which prevents the message to get to the receiver.

SHANNON WEAVER MODEL OF COMMUNICATION (module image)
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Here is an example of the Shannon-Weaver model of communication.
Sabrina made a call to one of her staff “come here I want to see you”. During the call, noise appeared (transmission disruption) and her staff received “I want”. Repeatedly the staff asked Sabrina (feedback) “what do you want Sabrina”? Receiver: Assistance.   

[bookmark: _Toc35852369]    2.2. Berlo SMCR Model of Communication
“In 1960, David Berlo developed Berlo`s Sender-Message-Channel-Receiver (SMCR) Model of communication from the Shannon Weaver`s communication (1949). He described factors affecting the individual components in the communication making the communication more efficient” 
According to the module resources, Berlo has mainly four components to describe the communication process. They are Sender, Message, Channel and Receiver. Each component is affected by many factors. Both a relatively similar except for a few factors which I will endeavour to express further.
1. S - Sender - the originator of the message. Which elaborates on communication skills, and platform.
2. M- Message – is the piece of information that is being conveyed by the sender to the recipient, it can be verbal or non-verbal.
3. C – Channel – Is the means applied to send the message which can be telephones and the internet. 
4. R – Receiver - is the recipient who gets the message sent by the originator and is expressed through communication skills and platform.

   BERLO`S MODEL OF COMMUNICATION (module file)
[image: berlo's model of communication]

[bookmark: _Toc35852370]      2.3. Schramm`s Model of Communication
“Wilber Schramm (1994) is credited by many for making communication a legitimate field of study. He established institute for communication. He was a prolific writer who wrote many books and articles, focusing on a wide range of communication research. Schramm`s research was somewhat different from previous models. It contains some major elements of communication as other models. A significant addition to the model, however, is the concept of overlapping between the sender and the receiver. Schramm noted, that communication can only occur when the encoded message falls somewhere between the overlapping fields of experience (Schramm,1954) (Anon., 1994). The receiver encodes some kind of response to the message, which is then sent as a new message to the original sender who becomes the receiver of the response message which is decoded and interpreted (Moore,1994).

SHRAMM`S MODEL OF COMMUNICATION (internet image)
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[bookmark: _Toc35852372]  2.4. My analysis
After exploring all three models, I have analysed, that the concept of the Shannon Weaver model concept of noise assist in enhancing communication effectiveness by removing the noise or difficulty causing the problem; in which they called it a technical problem. This model takes communication as a two- way process and allows the model to be applicable in general standard communication.
However, the Shannon Weaver can be applied mostly for interpersonal communication; feedback is important in order to ensure that the message been received and that there are no interference, however I have also analysed that  this was not Shannon Weaver main concern; they concern was mostly leaning on the importance of the message being sent.
Whereas Berlo`s model has no feedback, therefore I was unable to understand effect the noise implicated if any; he did not mention any barriers of communication; he also did not create any room for noise. It is my understanding that Berlo needed people to be on the same level of communication, which, in my opinion this can be very difficult as we established in the importance of communication. 
Schramm theory was quite simple, and he based it upon experience, knowledge, and cultural background, who tends to interpret the message in several ways. I firmly agree with his theory as we live in a multicultural world, who needs to adapt and accommodate, a certain level of communication. If feedback is not received by the sender, communication may well be ineffective. 

[bookmark: _Toc35852373]  3.Effective communication at my workplace
Effective communication at my workplace is paramount; I work at a terminal where we process over twenty thousand passengers daily, as a result, all departments must communicate effectively, as the area is a restricted zone. The managers would brief us at every shift, to explain that is expected of us on the day, rather there are any diplomats, disabled passengers – then it helps me to assimilate how many machines and staff needed to proceed passengers. At my desk my duty is to communicate with all officers, checking points, via radio using phonetic alphabets, making phone calls, creating the weekly rotation sheet. 
It is safe to say that I use the Shannon-weaver model as noise interference is highly likely. For example: I am making a check call via radio, whilst the tannoy goes off to make a public or staff announcement. I scan passports to keep data of how many people leave or enters the country, that in itself is a form of effective communication; screening passengers, bags, body search, it can be difficult at times to communicate as some passengers hardly understand English however, we tend to use the non-verbal communication where we use body language or/and eye contact. Fortunately for some passengers, my first language in French, so I am able to use my skills to communicate clearly and efficiently.

[bookmark: _Toc35852374]  4.Conclusion
Briefly, communication, its importance and effectiveness, is paramount to understand whilst assimilating the theories that goes with it, on a day-to-day basis and similarly at the workplace; it is my understanding that communication, can be different for workplace depending on the platform the establishment chooses to enforce or implement. In my opinion communication is a broad topic and each and everyone communicate to their level of knowledge and platform. However, one thing is sure, to communicate effectively the noise factor (channel) needs to be controlled and assessed in order for the communication to be effective.
Seemingly, I hope that I was able to give you a clear understanding, definition, examples and explanation of my personal views, skills, knowledge on communication. 
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