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[bookmark: _Toc500166676]Introduction: 
Communication has been introduced as a significant part for success and growth of any organization. Workplace communication is the sharing information and messages between one and group within organization. The workplace communication includes text messages, emails, voicemails, notes or face to face conversations. With the help of effective communication, the upper level management can convey any message to the lower level management and employees (Forey & Lockwood, 2010). Effective communication also helps the leaders to deliver important information towards the group. The overall productivity of the organization can be increased with effective communication within workplace. The effective communication within workplace also has positive impacts on employees of the organization such as it reduces turnover rate and absenteeism rate. Both the formal and informal communication mediums are used in workplace for managing communication among the people. This particular report mainly focuses upon the importance of communication for managing teamwork within organization. This report also focuses upon the types of communication and theories of group dynamics for enhancing communication within workplace.  
[bookmark: _Toc500166677]Importance of communication for effective teamwork within workplace: 
Effective teamwork and communication are closely associated with each other. Effective communication within organization helps to build up good team dynamics that enhance growth and sustainability of the organization. From small scale organization to large type of organization communication plays the effective role for enhancing teamwork within workplace. The various importance of communication for developing effective teamwork within workplace is as summarized below; 
· Effective communication helps in conveying important messages and information to the team members that enhances decision making process of the team members (Herring, Stein & Virtanen, 2013). With the help of effective communication, the team members within organization can take necessary actions. 
· Effective communication helps to motivate the employees by clarifying the messages and information. Employee motivation also increases performance of the teamwork within organization. 
· Effective communication also helps to shape the attitudes of the individual employee towards job. Various types of organizational journals, magazines, meetings and the other written and oral communication helps to shape the attitude of the employees within organization. 
· Communication within workplace also promotes socializing that increases employee engagement towards development and growth of the organization. With the help of effective communication, the employees can help to others to achieve success in the organization. 
· [bookmark: _GoBack]Effective communication also helps to assist in controlling process. Conflict management is one of the examples of effective communication within workplace. During the conflict management, communication plays a vital role which creates a platform where the employees can share their views and complaints (Haslam,  Platow & Ellemers, 2014). The managers listen the problem for effectively manage the overall conflicts. Open communication mainly helps to resolve the workplace problems among the team members. 
· Diversity management is one of the important benefits of communication. People within workplace from different background may face difficulties to collaborate with other. Effective communication helps in managing diversity without facing cultural and language barriers within organization.  
[bookmark: _Toc500166678]Types of communication within workplace: 
In order to develop effective team, the management should not rely on only one type of communication. There are wide number of communication types which can be used for different purposes within organization for managing effective teamwork. The various types of communication processes used in workplace for developing teamwork are as summarized below; 
Informal and formal communication: 
Both the formal and informal communication is very important within organization for developing team dynamics within workplace. Formal communication is mostly used in workplace through effective communication channels from top level management to lower level management. Formal communication consists of information and important messages that flows either vertically or horizontally within organization (Myers & Sadaghiani, 2010). Formal communication helps to develop decision making process among the employees within workplace. Through the help of formal communication various kinds of business activities and objectives can be shared from the upper level management to lower level management. On the other hand, informal communication also may be involved in organization among the employees. The implementation of the informal communication should be processed in appropriate manner otherwise it may be disruptive. 
Verbal and non verbal communication: 
The overall communication process can be broadly categorized into two types such as verbal communication and non verbal communication. Verbal communication is very important for managing one to one communication or within a group. Verbal communication should be clear and concise so that the employees can easily understand the inner message of the communication. 
On the other hand, non verbal communication is the conveying messages through various non verbal communication channels. Non verbal communication is the expression, body movement, gestures and clothing attire which helps to send messages to others. The various elements of non verbal communication within workplace are as summarized below; 
· Body movement: Shaking the head, hand gestures and nodding are the examples of non verbal communication (Quintanilla & Wahl, 2015). 
· Posture: style of sitting or standing is the examples of non verbal communication. 
· Para-language: Speed of speaking, speech, tone and pitch are the examples of non verbal communication. 
· Facial expressions: Facial expressions include smiling, blinking and frowning. 
· Eye contact: eye contact sometime determines the trustworthiness and level of trust. 
Downward and upward communication: 
Both the upward and downward communication is used in workplace for enhancing effective teamwork. In upward communication, the employee directly consults with their superiors regarding any issues or complaints. On the other hand, in downward communication higher 

authority coveys the messages or notice from management to employees. Within an organization both the upward and downward communication can help to solve the problems for achieving growth and success of the firm. 
Diagonal and lateral communication: 
Lateral communication is also can be termed as horizontal communication. Lateral communication is the exchanging of information between the employees within same platform. For example, during the board meeting the communication between two board members is the lateral communication (Kassim & Ali, 2010). On the other hand, the communication among the employees with different levels is termed as diagonal communication. Both the lateral and diagonal communication is important within workplace for managing team members. 
Apart of these communication methods there are other several types of communication methods are used by the organization for managing effective teamwork within organization are telephonic conversation, written communication and visual conversation. 
[bookmark: _Toc500166679]Theories of team working and communication within workplace: 
Effective communication and teamwork is closely related with each other. With the help of effective communication within workplace the team dynamics can be developed. In order to enhance team performance and team effectiveness the management of the organization should consider a range of theories of teamwork which is associated with the effective communication. This particular section of the report mainly empathizes upon a number of theories of group dynamics and its characteristics. In order to analyze the effective communication and theories of team working, the Tuckman theory of group dynamics and Belbin’s theory of team role will be evaluated in this section.  
Theories of group dynamics:
Group dynamics mainly deals with the behavioral patterns and attitudes of the group or team. Group dynamic shows how the team forms, their structure and the process of functioning. The various elements of group dynamics are as summarized below; 
· Group structure 
· Task vs relationship 
· Group communication 
· Influence 
· Process and content 
· Group maturity 
· Group cohesiveness 
· Feelings 
· Membership 
· Group atmosphere 
· Norms and power 
Tuckman theory: 
Bruce W Tuckman established the team formation theory in 1965 which is known as Tuckman theory. According to this theory the stages of group development can be broadly categorized into five steps which are as summarized below; 
Forming: 
This is first stage of group development. In this particular stage, the team members from different backgrounds come together to form a group. The team members mainly concern about their behavior to be accepted by the other group (Lutgen-Sandvik & Tracy, 2012). In this particular stage, the team members can understand the purpose of the group to be formed, milestones of the group project, rules of formation of the group and other resources which are needed to formation of the group. The prime purpose of the team members in this stage is to set impressions for getting responsibilities within a team. 
Storming: 
Storming is the second stage of group development where competitions and conflicts may arise. In this particular stage, the team members can understand their task as a group or individual. The need for clarifications of the responsibilities may arise in this stage. There are many questions may arise in this stage regarding rules, leadership, evaluation criteria, authority, responsibilities and reward system. 
Norming: 
This is the third stage of team development where the group becomes a cohesive unit. In this particular stage, the group members gain knowledge, experience, skills and talent to achieve goals and purpose of the group (Keyton & Wu, 2013). The relationship among the group members are developed in this stage which reflects in enhancing performance and productivity of each team members within the group. A common set of behavior and team attitudes are developed in this stage to achieve success in the group. 
Performing: 
This is the fourth stage of team development according to Tuckman theory. In this stage, the group is supportive, loyal and unified to achieve success in a group. Each and every team members have full confidence to provide support for achieving objectives and purposes of the group. for the permanent team, this is the final stage but for the temporary team there is adjourning is the final stage of team formation. 
Adjourning: 
This is the final stage of team formation where group prepare to close. The managers of the group try to wrap the activities and performance of the group in this particular stage. 
Belbin theory: 
Belbin’s team role theory is also very important for any organization to develop team roles. Belbin has highlighted 9 different behavior of team role which can be beneficial for developing effective team within organization. According to Belbin, the 9 team roles are as summarized below; 
· Resource investigator: Resource investigator plays a key role to find out ideas for achieving success within a team. 
· Team worker: Team workers are perceptive, co-operative and diplomatic to complete various tasks and activities within a team. 
· Coordinator: Coordinator mainly focuses upon the objectives of the team to complete the team work properly. 
· Plant: Plant workers are good at solving problems within a team (Kassim & Ali, 2010). They are also highly creative and free thinking to manage various difficulties within organization. 
· Monitor evaluator: Monitor evaluators make impartial judgment on various options of the teamwork. 
· Specialist: specialist plays the significant role in a team for bringing in-depth knowledge on any topic. The prime strength of the specialist is dedicated, self stated and single minded. 
· Shaper: Shaper provides necessary momentum for encouraging and forwarding the team for achieving success. 
· Implementer: the prime role of implementer is to implement workable strategy for achieving team success (Delcambre, 2010). The prime strengths of the implementer are reliable, practical and efficient. 
· Complete finisher: Complete finisher plays a pivotal role within team to find out the errors at the end of each task. Complete finisher helps to achieve quality and success of each task within a team. 

[bookmark: _Toc500166680]Conclusion: 
It is evident from the above report that effective plays a significant role for building effective team for the organization. This report has elaborated the importance and various types of communication used within workplace for developing team. This report also has highlighted a number of theories associated with the teamwork for properly understanding the objective of the report.
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