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1. INTRODUCTION  

Communication is a process by which information is exchanged between individuals through a common system of symbols, signs, or behaviour.   The dictionaries say that communication is the transmission of a message or information by speaking or writing. Another dictionary declares that communication is giving or exchanging information, signals, messages by talk or gestures or writing. Yet another definition says that communication is social intercourse.


In our daily life, communication helps us build relationships by allowing us to share our experiences, and needs, and helps us connect to others. It's the essence of life, allowing us to express feelings, pass on information and share thoughts. We all need to communicate. Communication is fundamental to the existence and survival of humans as well as to an organization. It is a process of creating and sharing ideas, information, views, facts, feelings from one place, person or group to another. Communication is the key to the Directing function of management. 

2. MODELS OF COMMUNICATION

There are five common types of communication. Verbal communication, Non-Verbal communication, Written communication, Visual communication and Listening. Yes listening is also a way for effective and successful communication. 

· Verbal Communication -  oral communication with words that you or others speak out loud.

· Non-Verbal Communication - the ways in which beings convey information about the emotions, needs, intentions, attitudes, and thoughts without the use of verbal language. Example:  expressions, gestures, paralinguistic (such as loudness or tone of voice), body language,  personal space, eye gaze,  touch, appearance, and artefacts

· Written Communication -  any type of message which involves written words. It is one of the most effective modes of communication, but it takes more time. Example: E-mail, text messages, letters

· Visual Communication - is the practice of using visual elements to communicate information or ideas. Example:- animated GIFs, screenshots, videos, pie charts, infographics, and slide deck presentations.

· Listening - the ability to accurately receive and interpret messages in the communication process. Listening is key to all effective communication. Without the ability to listen effectively, messages are easily misunderstood.


Tuckman’s Theory 

Tuckman's theory was first proposed by psychologist Bruce Tuckman in 1965. It stated that teams would go through 5 stages of development: forming, storming, norming, performing and adjourning. These stages supposedly start when the group first meets and last until the project ends

Tuckman's model is significant because it recognises the fact that groups do not start fully-formed and functioning. He suggests that teams grow through clearly defined stages, from their creation as groups of individuals, to cohesive, task-focused teams.

Belbin’s Role

Belbin Team Roles are used to identify behavioural strengths and weaknesses in the workplace. Whether developing people, resolving conflict or fine-tuning high performance, Belbin Team Role reports provide the language to ensure that individuals and teams communicate and work together with greater understanding. Belbin believes that each of us possesses a pattern of behaviour that characterises one person's behaviour in relationship to another in facilitating the progress of a team. Dr Meredith Belbin defines a team role as: "A tendency to behave, contribute and interrelate with others in a particular way."

8 Roles of Belbin:-

· Coordinator.
· Shaper.
· Plant.
· Monitor-Evaluator.
· Implementer.
· Resource Investigator.
· Team Worker.
· Finisher




3. COMMUNICATION SKILLS FOR SUCCESSFUL TEAM DEVELOPMENT 
Teamwork skills are the skills that enable you to work well with others. Candidates with strong teamwork skills are sought out by employers for many reasons—they demonstrate leadership, collaboration, and good communication.
Employers expect employees to be team players. Teamwork is required for almost every industry, ranging from business solutions to information technology to food services.
This is true even if it seems like your job is best suited for an independent worker. You may perform the bulk of your job duties alone, but you should be able to think of your work in the context of the company’s broader goals and communicate your accomplishments to other people within the organization.
Learn what teamwork skills are, types and examples of teamwork skills, and ways to develop your skills.
Teamwork skills involve your ability to work cooperatively with others.1 Regardless of your role, you need to be able to work well with others and convey your teamwork skills to hiring managers, recruiters, and prospective employers.
Scan any job listing, I see that even ads that seek “self-starters” also inevitably use the phrase “team player.” Those who have teamwork skills like communication, collaboration, leadership, and a positive attitude can help a team be more productive.
Here are some examples of on-the-job teamwork skills:23
· Working as part of a team to achieve company goals.
· Working well and developing effective relationships with diverse personalities.
· Developing and maintaining good relationships with co-workers and managers.
· Maintaining open lines of communication with others.
· Observing and coaching other employees.
· Assisting with training.
· Leading, Influencing, motivating, and persuading others to achieve goals.
· Looking for ways to help others and provide assistance.
· Showing interest in others and their concerns.
· Dealing with a wide range of people with flexibility and open-mindedness.
· Listening to and considering the viewpoint of others.

There are a variety of different teamwork skills, but they are all related the ability to engage and work well with others. Being a successful member of a team requires excellent communication, listening, and conflict management skills.
Appendix 1 and 2 shows 10 steps building a strong team which I have attached 2 images of screen shots taken at the class time. The lecture/tutor clearly explained the 10 steps to build a strong team and be a strong team member. This explanation helped me to write this report with more clarity. 

4. THE ADVANTAGES AND DISADVANTAGES OF COMMUNICATION TECHNOLOGY 
	Advantages
	Disadvantages

	time and money are saved
	Lack of Interest in Studying.

	cheaper and quicker to transfer information around
	Environmental Problems

	faster and efficient to contact a person
	Reduces the Creativity of People

	Instantly could connect through emails and text messages 
	distorts the clarity of the message being conveyed since it is fast and instant

	· Ease of Access to Information.

	Security Issues

	· Ease of Mobility.

	Increased dependency on technology

	
	Privacy concerns 

	
	Harder to use for old people 

	
	Cyber bullying made possible 

	
	Not always reliable 

	
	Not trustworthy 








5. EXAMPLES OF POOR COMMUNICATION IN THE WORK PLACE 
· Delayed Communication from Leadership. ...
· Forgotten Hybrid or Remote Employees. ...
· Lack of Accountability After the Fact. ...
· Confusion Amid Change. ...
· A Lack of Knowing Leads to Negativity. ...
· Employee Mistrust, Absenteeism and Low Morale. ...
· Bad Interpersonal Relationships. ...
· The “Grapevine Effect”
· Avoiding Eye Contact. ...
· Not Listening. ...
· Interrupting. ...
· Using Verbal Placeholders. ...
· Negativity. ...
· Gossiping. ...
· Not Responding to Email. ...
· Lacking Contact Info in Signature Line
· Constantly interrupting. We all have one thing in common when talking: We want to be listened to. ...
· Multitasking. ...
· Using qualifiers. ...
· Equating your experiences. ...
· Floundering. ...
· Avoiding direct contact. ...
· Waiting instead of listening. ...
· Using filler words.


Poor Communication at Work 

While I was working for Tesco, one day the Manager called over the walkie-Talkie and asked Ruban to come to his room. So I went to the Manager’s room. When i was entering his room another person called Ruban (who has recently joined Tesco) also came to see the Manager. So two of us were confused and looked at each other. Manager apologised both and said that he wanted to meet me to talk about the products which I am in-charge for. So the other colleague Ruban smiled and left the room. 

So in this case, Manager should have mentioned the surname or classified the section that I work. Also, I should have asked if he wants to meet me or the other Ruban who was newly joined or the other Ruban should have asked aswell to prevent the confusion and misunderstanding.  







6. SUGGESTIONS FOR IMPROVMENTS 

· Practise Active Listening 

Communication nearly always involves two or more individuals.
Therefore, listening is just as important as speaking when it comes to communicating successfully. But listening can be more challenging than we realize. 
The goal of active listening is to ensure that hearing is not just the words the person is saying, but the entire message. Some tips for active listening include:

· Giving the speaker your full and undivided attention
· Clearing your mind of distractions, judgements, and counter-arguments. 
· Avoiding the temptation to interrupt with your own thoughts.
· Showing open, positive body language to keep your mind focused and to show the speaker that you are really listening
· Rephrase or paraphrase what you’ve heard when making your reply
· Ask open ended questions designed to elicit additional information

· Be more clear 
Communication is primarily about word choice. And when it comes to word choice, less is more.
The key to powerful and persuasive communication—whether written or spoken—is clarity and, when possible, brevity. 
Before engaging in any form of communication, define your goals and your audience. 
Outlining carefully and explicitly what you want to convey and why will help ensure that you include all necessary information. It will also help you eliminate irrelevant details. 
Avoid unnecessary words and overly flowery language, which can distract from your message.
And while repetition may be necessary in some cases, be sure to use it carefully and sparingly. Repeating your message can ensure that your audience receives it, but too much repetition can cause them to tune you out entirely. 


· Develop a communication strategy 
Today’s workplace is a constant flow of information across a wide variety of formats. Every single communication must be understood in the context of that larger flow of information.
Even the most effective communicator may find it difficult to get their message across without a workplace communication strategy.
A communication strategy is the framework within which your business conveys and receives information. It can—and should—outline how and what you communicate to customers and clients, stakeholders, and managers and employees. 
Starting most broadly, your strategy should incorporate who gets what message and when. This ensures that everyone receives the correct information at the right time. 
It can be as detailed as how you communicate, including defining the type of tools you use for which information. For example, you may define when it’s appropriate to use a group chat for the entire team or organization or when a meeting should have been summarized in an email instead. 
Creating basic guidelines like this can streamline the flow of information. It will help ensure that everyone gets the details they need and that important knowledge isn’t overwhelmed by extraneous minutia.
7. SUMMARY 
Effective teams pursue a common outcome and have a common goal they want to reach. Healthy teams have mutual respect between members of the team and management. Plus, team members value one another's contributions and skill sets. Having a team allows people with different strengths to work together. Through trust, communication and role identification, I have seen teams succeed and flourish in the midst of business and chaos. When these three areas are strong, success flows naturally and effectively.
8. CONCLUSION 
Effective teams influence strong working relationships, which in turn will promote better results. The benefits of team building include increased communication, planning skills, employee motivation, and employee collaboration. Teamwork is the force behind every successful business. Only when employees come together, share a common vision of the goal, put together their strengths, complement their weaknesses, and help each other in times of need- can an organization grow to its greatest heights.
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How can a leader make sure that a team develops and
keeps developing?

10 Steps in Building a Strong Team

1) Understand responsibilities.
Make sure that everyone knows what is expected of them.

2) Cover the Belbin Roles  As far as possible, the leader should
ensure that the team covers the eight Belbin Team roles.

3) Have common goals.
Be sure each team member shares the same objectives.

4) Deal with change.

Be prepared for the worst-case scenario, or the smallest event, that

could require a change of direction or plan.
5) Deal with conflict.

Have a plan to deal with conflicts that may arise in the course of

team working.
6) Share Information:

Be transparent with information between team members. The more
each team member understands the needs and

circumstances of other members within the group, the easier it is for
the team to succeed.

7) Share ideas.
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4) Deal with change.

Be prepared for the worst-case scenario, or the smallest event, that

could require a change of direction or plan.
5) Deal with conflict.

Have a plan to deal with conflicts that may arise in the course of

team working.
6) Share Information:

Be transparent with information between team members. The more
each team member understands the needs and

circumstances of other members within the group, the easier it is for
the team to succeed.

7) Share ideas.

Share innovations with the entire team to improve task completion,
and to ultimately bring greater success to the team. |

8) Develop trust. This is the most important component of keeping a
team focused on the goal, so constantly work on earning the trust of

other team members.

9) Adapt
The leader should be able to adapt their style to suit the maturity of
the team

10) Socialise:

Get to know each other outside the workplace.

In these ways, team members will trust each | -
and perform as a team. ’
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