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[bookmark: _Toc48048349][bookmark: _Toc49474119]Introduction
	I am writing this report to elaborate on how this module has helped me develop my communication and teamwork skills. To better elaborate my development through this module, I need to discuss my perspective on communication and team working skills. I was previously accustomed to different communication myths. I held the view that effective communication and team leadership is an inborn capability with which only a few are born. My ideas about the communication process were vague and consisted of general public opinions about communication. Through this module, I have developed a thorough understanding of the different aspects of communication and team working skills. Now, I am aware that communication lies at the backbone of any organization, such as Giudici and Filimonau (2019) studied that different factors affect the successful completion of a task. Effective communication plays the role of a primary factor. It helps the leadership not only in managing general processes but also in finalizing the job effectively and diligently.  
The effectiveness of communication in the teamwork has been emphasized in different studies. Mohanty and Mohanty (2018) also studied the role of communication in collaboration. They affirmed the previous research that effective communication creates a conducive environment for teamwork, ensuring the successful completion of a task.
 Having reflected on my previously held views, I will now discuss the importance of communication in the workplace. After that, I will elaborate on different communication-related conflicts in the workplace that affect teamwork at the workplace. I will also discuss communication models and other communication formats. In the end, I will conclude my report with findings.  
[bookmark: _Toc49474120]Communication in the Workplace
	For all organizations and businesses, communication plays the role of a fundamental driving force. It is essential to achieve productivity and maintain working relationships. To reflect on my experience, I can assert that the employers who are willing to dedicate energy and time to ensure clear as well as compelling lines of communication between different sectors and levels of the organization, not only succeed in gaining the trust of their employees but also, retain their competitive advantage over time. It is because the open communication at the workplace enables the employers to have high morale of employees, increased productivity, and efficient output. 
	The process of communication holds equal importance from the perspective of an employee. The organization takes such employees as a valuable asset who have well-developed communication skills. For an employee, it is essential to have the ability to communicate effectively to managers, colleagues, and customers. At my workplace, there was a customer who was discontented with the company. I managed to talk with him and emphatically listened to his point of view. I came to know that there was a little bit of misunderstanding between him and the company. So, after hearing his point of view, I effectively conveyed our company's policy and procedure. He was satisfied with my conversation, and thus, I managed to retain a customer for the company because of my communication skills. Agnihotri et al. (2016) has analyzed the positive impact of communication through social media and concluded that when information communication is useful in the B2B sales context, there is an increased level of customer satisfaction and customer responsiveness. 
 There are different reasons based on which an organization must focus on open communication. I have selected five reasons I learned during my class, and hope will help me a great deal in my professional career. 
[bookmark: _Toc49474121]Team Building
	Success in today's corporate world lies in the significant formation and development of teams and teamwork. A team will be effective when there are open communication and collaboration among its members. Through open communication, employees feel high morale and job satisfaction. An organization can adopt different techniques and strategies to keep the communication channels open between different organization levels.  
[bookmark: _Toc49474122]Employee Participation
	When an employee feels that he can communicate with peers, colleagues, and superiors, he is more likely to feel safe. This feeling, in return, enhances his ability to participate and make better decisions for the business. Mayfield and Mayfield (2016) presented a critical study in this regard. They elaborated that there is an increase of 2.5% in the employees' decision-making ability when there is an increase of 10% in the verbal communication of strategic leaders. Therefore, it can be asserted that effective communication enhances employee participation within the organizational processes, and resultantly, the organization gains more productivity and output.
[bookmark: _Toc49474123]Innovation
	To promote innovation in the workplace, the workplace must welcome new, different, and innovative ideas from everyone. The process of idea-collection is possible only when the organization has open communication between different levels of the organization. To express more in this regard, my company's online presence was limited to its website. Therefore, its online performance was lower as compared to its competitors. I suggested that we should utilize social media platforms for promoting our services as well as we should also ensure our presence on these platforms. My proposal was accepted, and I got an appreciation letter from the top management that, based upon my suggestion, the company's online performance has increased a great deal.
[bookmark: _Toc49474124]Strong Management
	Different responsibilities of a manager require strong management to become successful at the end of the day. Strong leadership will be effective when the communication channels are open, and employees are empowered to communicate horizontally and vertically.
[bookmark: _Toc49474125]Communication-Related Conflicts at Workplace
	 Communication is a two-way process. On one side, it makes sure that information flows properly to destinations while, on the other hand, it requires removing any hurdles in this process. Poor communication has different drawbacks for the business, such as poor performance, low morale, reduced outputs and profits, and teamwork. Using communication effectively, work-related conflicts can be solved correctly and efficiently. Katz et al. (2020) has been my top favorite during the class to learn about conflict resolutions. Some of the aspects are described here to solve work-related conflicts through communication. It is important to note that conflict management skills can be acquired by learning important conflict management components.


[bookmark: _Toc49474126]Information Sharing
	To manage conflict, it should be ensured that the information is both accurate and precise. Moreover, the practical usage of language should establish a rapport between information and accuracy. A person should learn about his and other's outcomes of the conflict to understand the motives behind the conflict.
[bookmark: _Toc49474127]Emphatically Listening
	To properly share information, a person should have the ability to listen emphatically. It requires not only listening to the content but also understanding the feelings of the speaker. 
[bookmark: _Toc49474128]Solving Problems
	The process of problem-solving involves different steps. In the first stage, an accurate understanding of the problem should be gained. In the second stage, issues should be clarified, and the necessary information should be acquired. In the final stage, proposed solutions should be discussed with others, and also, others should be helped in solving problems.
[bookmark: _Toc49474129]Assertion
	This aspect of conflict management emphasizes that the communication process should be utilized to convey feelings, thoughts, and concerns so that it does not endanger the self-esteem or affect the relationship. 
[bookmark: _Toc49474130]Resolution of Conflict
	This area focuses on developing skills regarding conflict awareness. It also emphasizes upon diagnosing, recognition of style, as well as interest-based negotiation. 
 Mastering above mentioned aspects will ensure that I will be able to resolve conflict at the workplace and in my personal life.
[bookmark: _Toc49474131]Communication Models
	Communication models hold primary importance in the learning process of communication. I have learned different communication models during this course. In my reflective writing, I discuss three models of communication. The process of communication described in these models denotes different types of communication that occur in real life. 
[bookmark: _Toc49474132]Shannon-Weaver Communication Model
	This model's usage has become very occasional as advancements in technology have developed newer and faster means of communication. In 1949, this model was presented by Shannon and Weaver (Mishra, 2017). 
In this model of communication, there is only one way of communication. Therefore, there is debate among experts about the mechanism of feedback in this model. The process of communication is simple. First, the sender encodes the message and then sends a message. The receiver decodes the message and receives information. The mass communication channels such as radio and newspapers are examples of this type of communication. The biggest drawback of this model is that the sender does not receive feedback immediately. 
[bookmark: _Toc49474133]Shramms  Model of Communication
 This communication model works in the same way as the linear model of communication; however, communication is two way. In other words, using the same channel, both parties can interchange their position from receiver to the sender and vice versa. 
[bookmark: _Toc49474134]Beerlo Model of Communication
	This model provides the elasticity of changing positions dynamically both for the sender and receiver. Sender also performs the function of the receiver at the same time. Due to its complexity, this communication model has been described in different terms, such as dynamic, trans-action, and changeable model of communication.
[bookmark: _Toc49474135]Interpersonal Communication
 Interpersonal communication is when two or more individuals can interact and exchange meanings, information, ideas, and feelings among themselves. Different means, both verbal and non-verbal, can be utilized in this process. How a message is transferred and received by the receiver measures the effectiveness of interpersonal communication. 
 During my class, I managed to experience the effectiveness of interpersonal communication. I observed that interpersonal communication does not only depend upon verbal communication, but instead, nonverbal communication indicators such as hand gestures, body posture, facial expression, eyes, and voice tone play a primary role in this process. Bonaccio et al. (2016) have pointed out an essential aspect that nonverbal communication is termed as a 'hot topic' in the management literature, however, a comprehensive review of nonverbal behavior is needed to explore its significance in the organizational as well as interpersonal communication.
	Kwiatkowski (2019) asserts that there are three primary skills for developing interpersonal skills: a clear and vivid presentation of the message, effective listening, and proper manner for providing feedback. I am also determined to excel in these three skills of interpersonal communication. 
[bookmark: _Toc49474136]Communication Formats
	There are different factors such as cost, speed, and format based on which communication formats are utilized in business communication. Some of these formats are mentioned below:
· Memos and letters are being used to convey information to managers and employees. These are being used mostly for internal communication.
· The meeting is a personal format of conveying information. In this format, feedback can be received on the spot. This format is utilized when the sender wants to ensure that the receiver has understood and accepted information.  
· The email has replaced traditional mail to a great extent in the business world. In today’s business, the email is used for swift transfer of information from one end to another. 
· Video conferencing 
· Social Media
· Online Video Rooms
[bookmark: _Toc49474137]Conclusion
	In this report, I reflected upon my learning in this module. I have concluded that effective communication lies at the backbone of every business. To arrive at this conclusion, I first discussed the importance of communication in an organization regarding teamwork, employee participation, innovation, and strong management. After that, I debated communication barriers and how these barriers can be overcome by developing proper communication and conflict management skills. I also discussed different communication models and found that the transactional model of communication is widely utilized in today's world. In the last, I discussed interpersonal communication, and I am determined to enhance my interpersonal communication by focusing upon three aspects. I believe this module has helped me a great deal in overcoming my communication myths and developing a moderate approach towards communication and teamwork.   
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