Communication Skills 
Communication Skills 			       1

	


Effective Team Working and Communication
Bmsw4002-Lon
Hristo Slavov 
Student id:2010055
Tutor: Anita Nan
Communication Skills
Introduction:
	Communication is an integral aspect of man's life. Communication is required in every walk of life. From the cave man who communicated through grunts and cave drawings to the modern day SMS on Android phones, communication has undergone changes at various levels and still remains the most important tool in a person’s personal and professional life. Dr. Amy M. Corey (2009) mentions how human beings are provided with the ability to speak, to hear and to see by birth and how they learn to communicate through various other methods which involve codes, symbols and systems of language that need to be generated and interpreted appropriately (Pierce, Corey, Johns, Moss, & Sweet, 2009). The basic process involved in communication has the sender who sends a message and a receiver who receives the message and when there is two way communication the receiver may also reply which is seen as the feedback provided. There are occasions where barriers and ineffective means of communication can either distort the message or make it incomprehensible. It is essential that the sender takes appropriate steps to convey the message effectively so that the desired aim or goal can be achieved. This report highlights the different models of communication which have been developed by scholars to help explain the process of communication. 
Models of Communication:
	The three major types of communication models as mentioned by Drew (2020) are Linear models, Transactional models and Interactional models.
The Linear Models refer to one-directional communication processes where there is no concept of feedback. The receiver continues to keep receiving the message and is essentially used for mass communication. As there is no feedback, there is no way to know whether the communication was effective. The common communication models are:

1. Shannon-Weaver model - that witnesses communication taking place in five key parts: sender, encoder, channel, decoder and receiver. This is the first model that mentions the occurrence of noise which can disrupt communication. This noise could be interpreted as the badly spelt email, the static on the radio or the misheard conversation which can lead to disruption or distortion of the message. Feedback was later added to this model.

2. Berlo's S-M-C-R model - describes communication through four steps: Source,  Message, Channel and Receiver.


	The Transactional Models bring out aspects of direct personal communication processes where two way feedback is present and is discussed in the following models:


	The Interactional Models of communication discuss impersonal two-way communication processes such as:
3. Osgood-Schramm Model - where feedback is immediate and this model examines personal communication that takes place at the same time. For example, face-to-face conversation where messages can be clarified and noise can be either reduced or avoided.



								(Drew, 2020)
Communication Skills and its Types: 
	The various types of communication include verbal communication which takes place in the verbal medium with the use of words and nonverbal communication which includes facial expressions, gestures, body postures and hand and hair movements. Written communication refers to letters, emails, articles on social media, books, magazines and any other media where information or details are available in written form. Visual communication refers to graphs, charts, maps, logos and any other form of visualization that helps to communicate messages and details.
Listening:
	Listening plays a major role in communication and active listening is essential for effective communication. At the workplace employees need to be respectful while listening to what the other person is communication. The attitude one maintains while listening is very important. Paying attention to what is being said and the manner in which it is being said is essential. One must keep an open mind while listening and should not interrupt. But while listening, the person could confirm important details and ask for clarifications without sounding rude. Be empathetic while listening and do provide feedback as to what you have understood after listening for a while. 
Examples of Poor Communication:
	Poor communication can cost the company a great sum. Josh Bernoff (2016) has mentioned in his article how American businesses are losing close to $400 billion dollars every year due to terrible writing that takes place in companies. In construction company I amworking, the manager sent out an email regarding changes in the unnecessary overtime that was being carried out by some of the staff at the construction sites. The email was written in high flown language that every member who received the email, called the manager to confirm the details conveyed through the email as most of the recipients were foreigners and did not understand such a level of English. The purpose of the email was defeated and the manager spent a major part of his day answering calls and repeating the same information over and over again.
	The management decided to conduct a staff meeting on our construction site to convey details about how to work carefully during these pandemic days. The construction site is a very noisy place and in addition our team has a lot of foreigners who have a poor command over the language. The management did not receive feedback as to whether all the workers understood the details that were conveyed. This is similar to the Maria and Pedro case study where Maria conveyed to her husband that on his way back from work, he was to buy chicken for their dinner. But Pedro who works in a noisy construction site did not clearly understand what his wife said, did not pick up the chicken and ongoing home he was searching for his wife in the kitchen – as he thought his wife said that she’d be in the kitchen. Here again Pedro failed to confirm the details with his wife during the call and with the lack of feedback communication was poor and ineffective.
	The project management tree cartoon is yet another example of how poor communication while carrying out a project can cause havoc in the workplace.


 
Suggestions to Improve Communication 
	In my friend's company the manager could have avoided answering multiple phone calls by being a little more careful while working on his email to his team members. In official emails it is best to write information or details in a sequential manner so that clarity is maintained. The sentences in the email need to be short, concise and precise so that there is no confusion in the details being conveyed. Spell check and grammar check can be carried out to ensure the email is grammatically correct. The sender could have proofread the email and made necessary changes before sending out the email. Writing an email in haste will lead to unnecessary regret in the future. The words used while composing an email need to be simple and short. Complex vocabulary and long sentences are sure to lead to complications and loss of meaning. As the details conveyed in the email were important policy changes, the sender could have conducted a face-to-face meeting and conveyed the details. Face-to-face meetings eliminate ambiguity and confusion as the receiver has the opportunity to ask questions and get their doubts cleared.
	In the construction site the management must ensure that the meeting is conducted at a time when there is no noise and in addition, they should receive feedback from the workers to ensure that they have understood what was conveyed. When there is a huge bunch of workers who speak a different language like Bulgarian and Romanian, it is best to convey the details in their language as well so that there is proper understanding and no confusion as to what was conveyed.
Examples of Effective Communication:
	In our construction company the management called two team managers and gave them the news that additional workload had to be carried out by their respective teams with the larger interest of the organization in mind. Manager one went to his team and said, "Dear friends, I have some bad news for you. The management wants us to handle some additional burden and so I would like you to carry it out without any grumbling". This announcement was met with severe protests and grumbling from the team members.
	The second manager had a different approach and walked up to his team members and made the following announcement, "Dear friends, I have some good news for you! the company has managed to bag certain additional building projects and therefore our management has unanimously chosen our team to work on these projects as they found us to be the most effective team in the organization. Don't you think we been recognized by the management for our tireless efforts?" The team members happily agreed with the manager and were cheerful as they accepted the new challenge.
	This incident is a clear reflection of how a message can be conveyed positively and negatively at the same time. The positive message will leave people at the workplace feeling happy and cheerful while the negative message will turn employees into disgruntled workmen. Choice of words and body language are important aspects of communication.
Tips for Effective Communication: 
	1. It is best to have face-to-face communication and meetings rather than sending emails and memos. Emails can be easily misinterpreted and therefore it is best to have a co-worker sitting before us in a face-to-face meeting when we want to convey important messages
2. Any message that needs to be conveyed at the workplace needs to be conveyed with clarity and accuracy to avoid confusion and ambiguity. Plan well ahead and then start speaking so that miscommunication can be avoided.
3. To be an effective communicator one must combine both verbal and nonverbal communication methods. Positive nonverbal feedback such as leaning forward and nodding the head while listening to another person talk, maintaining an open body posture during a conversation and maintaining eye contact are nonverbal gestures that are positive and promote healthy communication between colleagues.
4. Listening plays an integral role in conversations. So learn to listen effectively and paraphrase what is being conveyed so that communication becomes effective and the likelihood of conflict arising can be reduced.
5. When there is a conflict at the workplace learn to handle it with diplomacy so that unnecessary resentment which will lead to loss in productivity can be avoided. Remain open minded while handling a conflict and listen attentively e to the responses given by your coworker so that the root of the problem can be reached and sorted out.
6. While listening to a colleague, do ask questions to confirm details and to let the other person know that you have understood what he has conveyed. Questions can be asked to gather more information and to give you a better understanding of the details being shared. Try not to digress while asking questions.
7. Avoid gossiping at the workplace as this would give a negative impression about you and will make you lose respect among your co-workers. If a co-worker comes forward to gossip just listen and go back to work without adding to the gossip.
8. It is best not to share personal information with people at work as this would affect the professional relationship. It is also best that you control your emotions so that coworkers do not get to view your personal strengths and weaknesses.
9. Controversial topics such as politics religion and personal opinions need to be avoided at office to prevent clashes and to avoid offending anyone.
10. Praising and providing positive feedback to colleagues for a task well done is a great way to improve communication at work and in maintaining a positive attitude.
11. Simple words need to be used while talking to co-workers and also while typing emails so that the message is loud and clear and ambiguity can be avoided.
12. Using visuals such as graphs will make a report much more easier to comprehend
13. While conveying messages we need to ensure that the proper tone is maintained so that the team understands the message without any confusion.
14. It is essential that we maintain decorum at the workplace. At times when there is a conflict or an argument, one needs to be respectful and polite and avoid saying offensive words that can be hurtful.
Conclusion:
	Communication is not always easy but effective communication will help in building and maintaining an effective team at the workplace. Good and effective communication will increase the productivity at the workplace and ensure that the work force remains focused and satisfied. Maintaining clarity while communicating will surely eliminate ambiguity, misunderstandings and negativity. Remaining positive and holding a positive body posture will encourage colleagues to converse openly with us. We need to teach ourselves to become positive and effective communicators so that our professional relationships remain intact and productive.
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