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[bookmark: _Toc17672538]Introduction 
To keep face with the growing competition in every field of business in this era of technology and consumer based market, teamwork makes a significant demand and position inside of a business organization as it increase the strengths and capabilities of an organization highly. Teamwork brings innovative ways of dealing with the problems of a business organization and that’s formed based on strong communication methods and skills of the staffs. The aims of this assignment are discussing about different forms of team working and its categories with the details about communications pros and cons in details with the example of real life work experience. 
[bookmark: _Toc17672539]Effective communication 
Effective communication is one of the mandatory facts now-a-day for making development in the outputs of the business organization because people are getting more complicated along with the technology. The ways of making effective communication within the business organization have been described below. 
Open floor of communication: Organization needs a friendly environment internally for better communication among the employees of the company through their better internal relationship (Cornelissen, 2008). 
Result oriented: There has the need of having purpose of every communication within the organization for the effective communication as it increases productivity and speed of the performing actions. 
Two-way: There need to have two-way communication system in the organization for effective communication because through two-way communication, the management can send messages to every kinds of the employees even in the lower level employees and the employees of that level can also send message to the management with feedback as response which makes the organization more competent and active (Locker, and Kienzler, 2000). 
[bookmark: _Toc17672540]Shannon and weaver communication model 
The communication model developed by Shannon and weaver is very scientific and relevant as the developers were a mathematician and scientist. In their model, they have been developed some components like – 
· Sender: The source of message who develop message over any purpose for the sender and he or she develops the message in detail with proper languages. 
· Encode: This is the machinery task in which the message is converted in the binary data or any other machinery form to make the message elegant for transform through the channel (Guffey, and Loewy, 2010). 
· Channel: This is the ultimate medium through which the message is delivered from sender to the receiver and the fact is that selecting the right channel for a message according to the level of its urgency is important. 
· Decode: This is the machinery task which is operated by the receiver and this machine convert the machinery data as well as binary data into the original form which is formed by the sender of the message. 
· Receiver: Receiver is the user or the feedback sender to the message which is received from the sender through the channel. 
· Noise: Noise means the barriers which are faced in a communication process and this can be social, physical, or technical and those barriers can change the meaning of the message (Gimenez, 2000). For example, the communication between an educated person and an illiterate person will be affected by language barrier because the illiterate person will not be able understand the words of the educated people. 
[image: C:\Users\TRUSTTECH COMPUTER\Downloads\shannon_weaver_model.jpg]
[bookmark: _Toc17672541]Importance of effective communication 
The importance of effective communication in the business organisation have been described in the below with the experience with Mimosa Restaurant. 
One of my friend have job experience in Mimosa Restaurant and he have been experienced the necessity of effective communication within a business organization. In the restaurant they have a center of communication where all the employees submit their message about customers’ responses about different dishes and item as a result the management can take decision about improving quality of the products. 
There also have very friendly environment inside the organization; as a result the employees have a better relationship which makes them encouraged in working as a team and hence the employees or production department and delivery department can work very fast which ensure better services to the customers. 
Result oriented communication inside the restaurant makes the employees understood about the importance of time and they make communication inside the organization for business purpose in the most of the time which is very helpful in improving the organizational performance. 

[bookmark: _Toc17672542]Communication
Communication simple refers to the transformation of any information or simple message from one to another and the system always included with the sender, the receiver, the message and the feedback (Collins, 2009). 
[bookmark: _Toc17672543]Business communication 
Business communication refers to the sharing of information by the stakeholders of the business organization inside or outside of it for the purpose of achieving any business benefits (Gopal, 2009). Now-a-day a successful business organization must have the most efficient and swift communication basement as the world is going so fast this time with the help of versatile changes and technology. 
[bookmark: _Toc17672544]Types of communication in business 
There have about five types of communication which are formed in any place as well as in any business organization according to the demand of situation and those are – 
i. Verbal communication: This is very natural communication which is happened by the presence of sender and receiver physically or organically in the same place and this type of communication can also be mentioned as oral communication. This is very effective communication because in this form of communication both side can understand message clearly and they can discuss upon any information or unclear facts for having details view of the fact as well as message. 
ii. Non-verbal communication: The communication with other body parts of human being without mouth is mentioned as non-verbal communication and the elements of this type of communication like smile, standing style, movement of hands and heads, dressing style, shaking hands, showing sign by fingers etc. (Day and Nursten, 2014).
iii. Written communication: This is very popular form of communication in a business organization as most of the formal messages of a business organization are delivered through written method in inside or outside of the organization (Kelly, 2006). Written communication can be used as document for any future misunderstandings or rough situations to make any better solutions to the problems. The most used form of written communication is email and now it also increased in WhatsApp, messenger and different chatting site.  
iv. Formal and informal communication: Formal communication always happened for official purposes and email is used or direct meeting is operated for this while informal communication is about unofficial messages and simple for maintaining social needs. 
v. Visual communication: Message can also be spread through visual form of communication among the people who need to know about that information and this is used for vast number of receivers of the messages (Lasater and Stiles, 2010). When Mimosa Restaurant is going to launch any new product or services, they make a visual presentation of that and then present in front of all in a video or in a PowerPoint presentation to make all clear in a simple within very limited time. 
[bookmark: _Toc17672545]Communication skills 
For effective communication and successful team work, the employees need to have proper skills in the different form of communication for contributing in the success of the organization. 
Nonverbal communication skills: This type of communication skills is very effective inside of a business organization as it create impacts upon the other people of the business organization. They way a employee make conversation, the movements of this hands, heads, faces, lips, the way of clothing, handshaking, conversation style, walking, handshaking, attitude, replying expressing etc. are the parts of nonverbal communication (Day and Nursten, 2014). For example, the sales manager who always run through panic and face with gloomy attitude must have less success than the sales manager with a smile in his face all time and very cool attitude at any types of circumstances. The employees of Mimosa Restaurant are well trained above nonverbal communication skills and they all time serve people with a beautiful smile in their face and if an customers make any complaints or misbehave with them, they simple apologies verbally and their body attitude support that in a way as a result customers can’t keep their anger so long and they simple be easy.   
Public speaking: This is a must required skill for the employees of marketing department of the organization as they have to communicate with different types of people in different time and sometimes they may need to communicate with a vast number of people at the same time (Donohue, 2015). 
Listening: The message given by the sender must be understood and listened carefully by the receiver to make a successful communication and the employees need to have this skill otherwise they can’t perform better or they can’t complete the task which is asked to do. Suppose, if the assistant chef of Mimosa Restaurant don’t listen carefully what is said by the chief chef, then the assistant will make any major mistakes in preparing foods which can hamper the goodwill of the company. 
Written communication skills: There have a format of formal written message to send to anyone and this has to be done by skilled one otherwise the message can be diverted or the attitude of the receiver can be hampered. As a written message can be submitted as document and that have other importance, the emails or any letter send to anyone outside of the company, Mimosa Restaurant makes double check of the message (Donohue, 2015).
Method choosing skill: Choosing the right method of communication at the right time in a context is also considered as a significant communication skill and this can avoid a lot of future complexities in sometimes. 
Interpersonal communication skills: There have a number of interpersonal communication skills like negotiation skills, problem solving skills, sudden conversation making skills, convincing skills, successful communication with unknown people etc which have to have by the employees at the workplace because those help in building better relationship among the stakeholders of the organization which helps in getting more business outputs. 
Leadership skills: Sometimes employees of Mimosa Restaurant have to fall in a situation in which they have to lead the overall communication like when the supply unit have to make deal with the sellers and suppliers in some extent and in this perspective they use their leadership skills like decision taking ability, problem solving ability, observation skills, emotional intelligence etc (Kriek, 2019). 
[bookmark: _Toc17672546]Suggestions for growing communication success in Mimosa Restaurant
· Set a clear centre of all the information and communication tasks 
· Give training to the employees in a certain time over communication and teamwork 
· Create rating system upon the employees’ communication performance and provide feedback after every accounting year 
· Keep the company updated with new technology of communication 
· Increase the use of video call, group chat, watch party etc. 
[bookmark: _GoBack]In class-exercise we have done acting in the class was very fun and enjoyable and preparing ourself with scenario from our workplace telling what was the situation and what has lead to have problems in the workplace how to face the problem which communication we should choose and how to solve the situation. I have attached the exercise.
[bookmark: _Toc17672547]Conclusion
One major criterion for successful teamwork is effective communication and this is also a pre-condition for excellence of any functional area of the business organization as like as Mimosa restaurant the better relationship among the stakeholders like customers, employees, managers, suppliers, investors, business partners, competitors of the company depend upon effective communication inside and outside of the company and for that they must build up proper basement of communication which can also support teamwork.




[bookmark: _Toc17672548]References
Collins, S. (2009). Effective communication. London: Jessica Kingsley.
Day, P. and Nursten, J. (2014). Methods of Learning Communication Skills. Burlington: Elsevier Science.
Donohue, J. (2015). Professional communication skills for business studies. 10th ed.
Gopal, N. (2009). Business communication. New Delhi: New Age International.
Kelly, M. (2006). Communication @ work. Boston: Pearson Allyn and Bacon.
Kriek, D. (2019). Team Leadership. Randburg: Knowledge Resources.
Lasater, I. and Stiles, J. (2010). Words that work in business. Encinitas, CA: Puddle Dancer.
Thompson, E. (2008). Open communication and trust build teamwork. OR Nurse, 2(3), p.8.
Wallace, J. and Becker, D. (2019). The handbook of communication training. 11th ed.
Cornelissen, J.P., 2008. Corporate communication. The International Encyclopedia of Communication.
Guffey, M.E. and Loewy, D., 2010. Business communication: Process and product. Cengage Learning.
Gimenez, J.C., 2000. Business e-mail communication: some emerging tendencies in register. English for specific purposes, 19(3), pp.237-251.



[image: ]


[image: ][image: ][image: ]
[image: ]
[image: ]
[image: ]
[image: ]
[image: ]
[image: ]






image3.jpg
ameuds s e

S

il |

1y sncId VR PINOS AR
ey e T E
Juonisodsp Ao SHI3H2 21 g kDG T
10 Aum 10 AU ool SN UL
s s S oKD T
ok i uaiopip 10/pue Es 343 0P A ok prom i

oS
200vMSWE i

TwseL- uopeatunWo) pue Suppom weay M





image4.jpg
018) - In Class exercis® for Week 5

ot covered 56 Weeks 1.6 6y maade

ETW Term 1 (June 2
Review any lectur

efined 870Ups of 4-5 persons. (5 minutes)

Exercise: Classroom divides into self-d

Module O d et. al. 2017 and Morgan 2017

eywords and discuss anything ambiguous)

e management of a huge BVW dealershy thesSoit B

her car brand
caught discs
S orship. AC
find  Briish partner 10 test the market for efectric cars. They h
gement.

J dealers as at





image5.jpg
“Hello, Pedro, when you're coming home, seefyou can getme 3 chicken.

‘Okay,’ replied Pedro.
When he got home, Pedro took off his boots and o

st and went into the kitchen.

“Maria, where are you?' He said.

“Here —in the sitting room,’ she said,
When Pedro went into the sitting room, Mariasaid, ‘Where is the chicken?*
“What Chicken?’ Asked Pedro.

The one | asked you to get on your way home

Oh, not | thought you said when | come home lwill see you in the kitchen!

@: Why do you think Pedro misunderstood Maria?
Q: Whose Model of Communication explains this confusion and why?

Q: How could this have been prevented?

Q: Whose Model of Communication explains how It could have been avoided?
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studenthame: D 2 GAAN_TOAW  S{GHET. Studentin; A8 {2 824

£x.1. Read the following passage and answer the questions.

The professor and the village people

AProfessor of English at @ well-known Welsh University Ived in 3 arge house not far from  little village He
pever went into the village, bur shopped n the town near the University because he had nothing In common
with the village people, who were largoly unediicated and did manual jobs. One night, the professop fell
asleepwhile smoking his pipe and the pipe fell onto the carpet and started  fire

When the professor awoke and saw the house on fire, he rushed into the village, screaming:

e edfice is being consumed by a great conflagration!

The edifice i being consumed by a great conflagration!”

The village people lnoked at him and continuad doing what they were doing,

Banit you understand?’ He said. “The edifics is being consumed by a great canflagration!
They ignored him,

When the Professor returned home, he saw that his fouse had barn completaly destroyed. He sat down an
the ground and wept. The next day, he went io th

ilage crying. ‘Why, oh why dida’t you help me? My
home fis been destroyed by the fir. | came and

fd you last nizht’ He wept
‘Bt Professor, why didn't you say that your hotise waon fire? We would have helped.

Q1: Why didn't the village people help the profesor?
Q2: What should he have done to get them to hep him?
Q3: Whose model of communication do you thinkcan explain this situation?
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