Effective Team Working and Communication












Table of Contents
Introduction	2
“Zip Your Lip & Bite Your Tongue	2
In real life of my friend Mona, how well employers perform at communicating in Next Plc.	3
Communication culture and policy	3
Motivate employees	4
Heard by the employees	4
Understand unspoken signals	5
My friend always listens to the employees	5
Process and product improvement	6
Writing communication	6
How employee performance and communication can be improved in a workplace using the communication theory	7
Use the best communication channel	8
Developing the uses of technologies in communication	8
Increasing Teamwork	8
Open Door	9
Others improvement skills	9
Developing the employers performance in communication	9
Conclusion	10
Reference	11



[bookmark: _Toc501061536]Introduction
[bookmark: _Toc501061537]“Zip Your Lip & Bite Your Tongue”

“The discreet communicator knows when it's time to speak and when it's time to listen. He conscientiously refrains from opening a topic of discussion if it is bad timing or inappropriate. He will stop, look, learn, and listen for cues to ensure he doesn’t get caught with his foot in his mouth.”  Susan C. Young
To achieve the organization goal, exchange of information among the employees is necessary. In this essay there is going to be a thorough discussion about the role of communication in the workplace through a research, understanding of concepts and principles. And there will relate examples based on the real life experiences which will communicate the theories with practical situations. Actually my friend Mona works at Next plc so he has real life experience about communication skills (Nextplc, 2017). The assignment will also describe the improvement of communication skills and the how my friend can improve the communication of workplace and performance of the employers that will described in this assignment. In this modern era business organization keep communicating with their clients over website. It is possible to attend on a meeting by video conferencing which is revolution to the communication arena.
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To understand the employees, customers and all other people communication is very important. But it needs to be a good communication. And a good communication must have more and more skills to understand the people of the organization or the external people of the organization. This case my friend Mona has experience about in his real life of the communication and which skills are performed in the organization to communicate with others. These are skills are developed or described below:
[bookmark: _Toc501061539]Communication culture and policy
The next plc has own communication culture and policy in the organization that is followed by the employees and the managers of the organization as well as he. The communication culture can help to the organization to maintain the sequence of the communication. On the other hand, communication policy can help to the employee to choose the right and wrong words to communicate with the managers and CEO. There are some policies and the cultures are followed in the organization to maintain the communication and in these ways the communication is performed. These are described below:
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Figure: Communication Culture
Source: Culture of communication, 2017
Group discussion: this is the culture of the organization. My friend is an assistant manager of the organization. So he must maintain the culture. Group discussion is operated by my friend. If the employees face any problems in the organization the culture talks to operate the group discussion. 
Communication individual to individual: The employees are inspired of manager’s communication. So when the manager communicates with the employees individually then the employees are motivated by the talking of the manager. So the individual of the people are inspired and they can communicate with the manager of the organization (Inc, 2017).
Conferencing: The organization creates a conferencing annually that is culture of the organization. There are many employers and employees in the organization. So they cannot connect with them properly. If they follow the conferencing system in the organization they can connect them properly.
[bookmark: _Toc501061540]Motivate employees
The employers of an organization always want to motivate their employees. For example: Next Plc invests a lot to motivate their employees. Once the employee turnover rate of Next Plc increased surprisingly and they found that lack of motivation was liable for that.
[bookmark: _Toc501061541]Heard by the employees
The employees of the next plc must hear the manager named Mona. This method is very important for any organization. There are some things that can ensure the hearing of the manager by the employees. These are described below:
· It must be evaluated by my friend to ensure the hearing.
· My friend always sharps his message from the employees to create the good communication. 
· He must be recognized the good work of the employees so that the employee can be introduced in the organization properly and next time he will do his best.
· The employees must be prepared for meetings by the employers or managers. The employees of Next Plc are prepared for meetings by Mona (Inc, 2017).
[bookmark: _Toc501061542]Understand unspoken signals
The message is understood by the employees that can be observed by knowing the unspoken signals like body language, structure and the eye contract, face contract and so on of the employees. My friend always sees it (Inc, 2017).
[bookmark: _Toc501061543]My friend always listens to the employees
To understand the employees, the manager of the organization always hears the employees to get the right information. There are many employees in Next plc who are very talented person in the organization. But they cannot share the knowledge with the manager. So the managers of the organization like my friends hear the employees to create the good communication. There are many criteria for listening the employees are described below:
· "Just because someone gives you a suggestion doesn't mean you have to implement it," says Patricia Veesart, a regional director of the Kansas Small Business Development Center.
· My friend creates a box to give the feedback (Inc, 2017).
· My friend takes the input from the employees seriously. 
· My friend always checks the management attitudes of the employees in Next Plc.
· The employees of Next Plc give the information to my friend and my friend give identifies the employee who gives more information to reward him.
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If the line and product manager know what they have to produce and how to serve with their skill, the company becomes benefitted through the right product and services. In the long run, the customers become satisfied. A well flow of information with the customers and the external stakeholders, play a vital role in product improvement too (Inc, 2017).
[bookmark: _Toc501061545]Writing communication
The manger should put the written document of the conversation between the employees and employers. My friend Morgan thinks that the written document will help in future to identify the employee contribution. The written document can help to Tesco to get the hidden tips to develop the organization. Actually this document is created after finishing the meeting. 
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The communication and the employee performance can be improved in Next Plc in many ways. The communication should be developed by the employees’ motivation and the connection of the employee. In the work place there are created the confliction of the employees and the employers. So to remove the confliction between them the ways are described below that can help to improve the communication skills:
The communication theory indicates that a message is sent by a sender to the receiver by using a channel. But the sending message must encoded by the channel and the received message must be decoded by the channel. But in the channel, it can be created the noise and barrier that can be removed. This is a communication theory in any organization (Axero Solutions, 2017). 
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Figure: Communication theory
Source: Consultants, (2017)


[bookmark: _Toc501061547]Use the best communication channel
It is most important to develop a good and effective communication channel by which information flows from the top level management to the lower level management and from the lower level management to the higher level management. If free flow of information is ensured within the organization, it will ensure a good communication inside the organization and improved workplace communication means improvement of the performance of the organization (Henson, 2014). We are living in an age of communication and information technology where information is easy accessible. We have internet, social media site like Facebook, twitter, etc. to communicate each other. In workplace of modern era workers communicate each other with modern technology and organizational information could be made available by the organization in the internal where every employee can get necessary information with just one click.
[bookmark: _Toc501061548]Developing the uses of technologies in communication
To develop the communication and performance of the team members and employees of an organization in health and social care context, use of technology is must. Use of required technology is very much crucial for developing the communication skills of the team members. For instance, use of email, social media and a website can ensure transformation of huge data and information within a shortest span of time. As a result, the employees or team members get huge opportunity to develop their performances with required data. They can share their opinions thoughts and learning things to achieve the goals and objectives of team and organizations (Axero Solutions, 2017).
[bookmark: _Toc501061549]Increasing Teamwork
Team work is very important for any organization so there are many employers in the organization and so the employers and the employees must follow the team work to solve the any works in the organization. Team work creates the employees bonding in the oragznaition so that the works of the organization are connected by them. Mona knows that theme and he can change the employee’s motivation in working a team (Axero Solutions, 2017).
[bookmark: _Toc501061550]Open Door
Every organization should have the open door system to inform the problems. That means the employees of the organization can go easily to the CEO of the organization easily to improve good communication (Titsworth, 2017).
[bookmark: _Toc501061551]Others improvement skills
Use a CRM Platform, Encourage Video Conferencing for Remote Employees, Make Inventory of Your Own Communication Skills, Ask Questions, Celebrate Your Achievements, Use an Anonymous "Suggestion Box", Hold Teamwork in High Regard, Schedule a Work Retreat, Allow Your Employees the Opportunity to Recharge, Strengthen Connections between Managers and Employees, Discourage One-Way Communication, Place Importance on Regular Content Creation, Incorporate Mobile Technologies, and Attend Conferences as a Team to improve the communication skills of them.
[bookmark: _Toc501061552]Developing the employers performance in communication
Employers of an organization are the all levels of managers. That means the managers of the organization are the employers who recruit the employees in the organization. The employers recruit the employees by showing and motivating them. But they do this works for their benefits (The Balance, 2017).
Feedback properly: The feedback of the employers should be offered to the CEO of the organization so that the employee does their best in works. In this way the performance of the employers should be developed. 
Time management: Time management is very important issues in the communication. So the managers of the organization should maintain the time to get the communication skills. And the manager can provide the communication skills (Jinnett, et al., 2017). 

[bookmark: _Toc501061553]Conclusion
Communication is a part of everyday life. It may be overlooked in some areas, but when dealing with a team environment, communication is very important for the individual. The author from his/ her personal experience of working in the health and social care field as a manager knows how the communication has been influencing on different teams on achieving organizational goals and objectives. This assignment discusses the real life communication performing in Next Plc by my friend named Mona. He performs the communication in a well process. Actually every manager should follow the communication ways to improve the organizational activities. This assignment also describes the improvement of communication in a workplace as well as the performance of employer’s improvement. In this essay, the writer wills different aspects of communication and how workplace communication and performance of employers can be improved.
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