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The aim of this report is to highlight the importance of communication skills and effective team work at workplace. Communication skills is essential for individual, team and on an organisation level. It is the base of all other skills, all the successful stories of good teamwork at work place are based on strong and effective communication skills. The big organisations like Royal Mail Group’s where team members must keep in mind the slogan “one team one goal” drives them to work as one unit.  Mail Centres receive mail in bulk where millions of letters and packets are to be delivered on daily basis for the satisfaction of customers. 
Royal Mail Group is recruiting Managers under graduates scheme programme  for different fields of management to compete in the market and utilize the maximum resources to make the business successful. The importance of communication skills and teamwork cannot be over sighted.
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Communication is simply the act of transferring information from one place to another. It is a mutual understanding of two or more people to exchange thoughts, information and ideas. This process needs at least one sender and one receiver and a message to be transmitted with in communication medium. The Shannon-Weaver model was created in 1948, when the internet and mobile phone were not available. These two gentlemen invented the theory of communication, before the creation of mobile phones and the internet. Their theory of communication is still widely used by businesses and organisations all over the world.
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Communication skills are composed of three main parts: Written, Verbal and non-verbal. 
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Written communication is the most common and effective mode of communication in any small or big organisation. The documents, letters, memos, reports and electronic mails etc. are commonly used forms of written communication. Such communication is used when the information is lengthy and includes jargons which cannot be explained verbally. Also, organisations maintain their Business’s policies documents in writing forms.  
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At work place this is the most common style of communication with each other, where team members work together to understand problems and manage the tasks. On daily basis thousands of verbal comments are exchanged with the team members. Most of the time team members and managers convey their messages face to face for better communication, listening and understanding. The sender feels more confident that the message is delivered to the right person at the right time. The advantage of face to face message is there is no requirement of another channel for transmission and you can get feedback on the spot, whether positive or negative.  
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Nonverbal communication has the same importance as verbal communication. Nonverbal messages are usually perceived from the voice tones used by the speaker or body posture, eye contact, gesture of arms, hand and legs. Although the words used are the same, the message may be interpreted in an entirely different way. The manager always desires positive nonverbal response by the nodding of the head, eye contact and smiling. manager will continue his speech with confidence, he is being listening by the audience. There are two types of audience, one they understand the message and agreed with the manager and second type of audience may do not understand the message and unwilling to cooperate with the manager and their team members as well. At workplace nonverbal communication mostly experienced during the daily team brief before the start of shift.
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Before going in to detail of communication skills, it is very import to understand the differences and best way to use written, verbal and nonverbal communication. Written Communication is basically used to communicate from one organisation to another, to formulate the business requirements. It is also used for letter writing, memos, reports, meeting agendas and electronic mail etc. 
Whereas, oral communication in between the team members and the management has no written form.  For example, at Royal Mail Group at the start of shift, the work area manager prioritises the work and assigns the tasks to the team members daily. During the shift thousands of non-written verbal commands are exchanged at workplace, without any written records. It is mostly face to face and there is no other channel used for the transmission of message.
Nonverbal communication has its own identification and it could be demonstrated by an individual or a group of people. Most likely, we use facial expressions, body postures, hands and legs gestures to interpret the messages by good or bad manners. It depends on the managers interpretations as to how he considers the messages and signals. Non-verbal cues are also important, we must understand the consequences of their use.
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The Royal Mail Group has more organised team work. It has three major departments i.e. Post Offices, Royal Mail Group, Parcel Force. The roll of these three departments is different yet they work together as one unit.
The post office is first team member, who helps the public and generates the revenue for Royal mail. All types of mail are generated at the post office, where customers are provided different types of service, i.e. Efficient, affordable standard delivery (1st and 2nd Class), Guaranteed next day delivery with tracking, Special delivery guaranteed, and Royal mail signed for. These services are available for inland and international customers. After dropping the mail at the post office, the second team member Royal Mail Group (delivery office) have a large team who collects the mail from the post office and brings it to the delivery office for sortation. After necessary sortation of letters and parcels, they are despatched to respective hub centres, where they again segregate the mail and despatch to respective delivery centres to be delivered at the destination. The hub centre and mail centre have effective communication to get the forecast of the mail volume.  A first-class letter is delivered within 24 hours to its destination due to effective team work within Royal Mail. Royal mail uses all the possible mode of transportation such as: air, rail and road, which is called Royal Mail transportation team.
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At International mail centres, Royal Mail Group sends and receives mail internationally. All the Air Mail Units have close communication with the mail centres. Presently, in London Royal Mail Group have three Air Mail Units: LAMU (London Air Mail Unit), GAMU (Gatwick Air Mail Unit) and Stanstead Air Mail Unit. At the Air Mail Units, millions of letter and parcels are received and the same process has been adopted for the delivery purpose.
Parcel Force is effective and an efficient member of the team, which delivers large items such as television sets, refrigerators, washing machines and many more directly to the customer. Royal Mail Group proudly announced 16 billion items delivered safely and securely. Royal Mail is known as a brand name where engineering, marketing, Management etc all teams all work together for a successful business. At mail centres the teamwork is different; the manager conducts meetings with all the shift managers (Early Shift Manager, Late Shift Manager, Night Shift Manager and Weekend Shift Manager) and updates them on future strategies to improve the business. Shift Manager have daily meetings with their management teams at the start of the shift and discuss the operation plan for the day. After attending meeting with shift manager, the work area manager addresses his team and shares the operation information and assigns task to his team. Throughout the day the shift manager communicates with all the work area managers to receive updates on the operation. If there is any change in the operation plans the shift manager calls an emergency meeting and once again updates his team. There are different teams with different roles in a mail centre, they work together to achieve the set goal.
 At International mail centre, Heathrow Worldwide Distribution Centre (HWDC) mail is received from all over the world in different types of bags and pallets in bulk. 
Heathrow Worldwide Distribution Centre is divided into two team, one team deals with export mail and the other team processes import mail. Both teams have a strong working relation and effective communication for smooth running of business. It is good example of teamwork, Heathrow Worldwide Distribution Centre has been awarded with Gold Award in 2017, for excellent performance. All workers feel pride to be part of HWDC team.
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Effective communication and teamworking are necessary for success on a professional and even a personal level. These skills underly many of our other skills such as listening and writing skills. Without use of these skills at workplace failure and the company’s breakdown would be inevitable as they act as the building blocks of our daily tasks and responsibilities. These two skills are also heavily dependent on each other and a setback in one can also lead to setbacks in the other. Therefore, it is vital that all professionals in the business environment, whether employer of employee have excellent communication and team work skills. During the lessons the Lecture emphasised on the importance of teamwork and necessity of communication. In the above cited paragraphs, you will find the example of team work and effective communication at workplace to make the business successful. Royal Mail has a 500 years of history of success through efficient team work.  
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