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Introduction
This report will briefly discuss the concept of “Effective teamwork and Communication”. Effective communication and teamwork is very important for the right execution of plans in an organization. This report will also discuss the different models of communication used by individuals to communicate with other individuals. The skills which are necessary for effective communication will also be discussed in this report. The remedial measure for good communication will also be discussed in this report.  


[bookmark: _Toc88497216]“Concept of Communication”
The act of relocating information or data from one person to another is known as communication. Each communication includes a message, sender and a receiver. In other words, the act of using sounds, words and signs to thoughts, ideas and feelings to other individuals is commonly known as communication. Effective communication is essential for the right execution of the plans in the organization. Communication is a crucial social skill that every individual must learn to survive or sustain in this world. With the help of effective communication, managers can guide their employees in the right directions which is important for the development and growth of the organization in future.
[bookmark: _Toc88497217]“Modes of Communication”
 The different modes of communication are stated below:
“Verbal Communication”- Communication where words are spoken to share and convey information from one individual to another is commonly known as verbal communication. In organization, verbal communication helps individuals to effectively communicate with each other which are important for the right execution of plans. 
“Non Verbal Communication”- It is a form of communication where one individual communicates with another individual without any word spoken. Here individuals communicate with another individual with their facial expressions, body posture, gestures, appearance and dress. 
“Formal Communication”- Communication that takes place through official routes and channels is known as formal communication. It is also known as official communication. Official meetings, commercial notices, reports and so on are examples of formal communication.
“Informal Communication”- Informal communication is a communication that takes place without any official routes and channels. It is a normal communication that takes place between employees in the organization. Informal letters, memes, friendly emails and so on are examples of informal communication.

[bookmark: _Toc88497218]“Models of Communication” 
Effective communication is very important for the right execution of plans in the organization; if the workers and managers fail to effectively communicate with each other then they are not able to reach the goals and objectives of the organization. As a result of this, the organization will not sustain in the long run. So communication plays an important role in the development and growth of the organization. The different models of communication are stated below:

“Shannon and Weaver Model”: This model was founded in 1948 by Weaver and Shannon. It is a “Mathematical Theory of Communication” that claims that individual communication can be divided into six major concepts: “sender, encoder, channel, noise, decoder and receiver”. As compared to other models of communication, it is the most effective model of communication that helps individuals to effectively communicate with each other. The six elements of the model are discussed below:
Sender: They are the individuals who form the message, select the path and send or circulate the message; it is the initial step of this communication model. 
Encoder:  Encoder is the machines that are used to convert this message into binary data or signals. It is the second stage of this model of communication. 
Channel: They are the medium that are used to circulate or send the message. It is the third stage of the Weaver and Shannon model of communication. 
Decoder: It is the fourth stage of this model of communication. Decoder is a machine which is used to convert the binary data or signals into messages.
Receiver: They are the individuals who receive the message and they provide feedback as per the message. 
Noise: It is the tangible disturbances like people, environment and so on that does not allow the message to reach the receiver in the real form.  
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Figure No. 1: “Shannon and Weaver Model”

“Schramm’s Model”: This model was suggested in 1954 by Wilber Schramm. This model generally originated from the Shannon-Weaver model. Through this model, Schramm said that communication has a 2-way track with the information continuously passing between receiver and sender. He said that information has no use until and unless it is attentively placed into words and expressed to others. In this model, encoding plays an important role as it converts the message into binary data or signals. When the data or information reaches the beneficiary, his main job is to recognize what the sender wanted to convey through this message. The message has no use until and unless the receiver is able to decode the message. So decoding and encoding are the essential factors of good or effective communication as without this message can never smoothly flow between individuals. He also said that communication is imperfect until and unless the sender attains a comment or a feedback from the receiver. For this reason, Wilber Schramm said that communication is a 2 - way procedure between a sender and a receiver. 
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Figure No. 2: “Schramm’s Model”
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 Sender ↔ M ↔ Receiver:  Here, M stands for message.  Schramm stated that a person’s experience, cultural background and knowledge plays a significant role in the process of communication. People from different religions, cultures or backgrounds try to understand the message in a different way. In this model, Schramm clearly said that communication will be effective only if the receiver interprets the message in the way in which the sender wants to convey it and send him the response or feedback accordingly. Otherwise the communication will be incomplete and ineffective. 

[bookmark: _Toc88497219]“Skills of Communication” 
Communication is an important skill that every individual should learn to survive in society. Effective communication helps individuals to reach their objectives and goals in their lives. The most skills for effective communication are stated below:
“Active listening”: It is the most important skill which is required for effective communication. Listening actively means paying enormous concentration or attention towards an individual speaking to them. If an individual carefully listens to their seniors or elders then they can learn new things from their real life experiences and can implement those things in their own life to get success. Anyone can become an effective listener by ignoring distractions (such as laptops, mobiles and so on) and paying attention mostly on speaker.  
“Be Clear and Be Concise”:  It is one of the most important skills that is required for effective communication between two individuals. If an individual uses less words and short sentences to convey its message then the individual can effectively communicate with others as compared to those individuals who use lots of words and big sentences to communicate. To effectively communicate, individuals should deliver messages concisely and directly whether in conversation by mail or over the phone.   
“Be Confident”:  The main skill which is required for effective communication is confidence. Without confidence no communication can take place because all communication is built on confidence. If an individual sounds confident then only they can convince the other people to do their work. Individual can show its confidence through its body language, dress-up, attitude, language and so on. 
“Giving and Receiving Feedbacks”: Receiving and sending feedback are very important for effective communication, without feedback no communication can be completed. Receiver should address problems and convey it to the sender. On the other hand, the sender should pay attention to those comments and react to them constructively then only the communication can be effective. 
“Always have an open mind”: Open mind is required for good and effective communication. Every interaction must be addressed with an imaginative and free mind in order to become a brilliant communicator. It is not always easy to attain, but it is essential for good communication. Always listen actively, and be prepared to show empathy by expressing that they understand some other person's perspective. When they choose this strategy, they can always expect fruitful and honest communication. 
“Convey respect”: Respect is the base of good communication. Mostly people like to communicate with those individuals who show respect to them as well as their thoughts and ideas. Allowing people to talk without interrupting is viewed as crucial communication ability in group situations or teamwork. Respectfully interacting also includes making the most of the time with another person by keeping on topic, expressing clear questions, or completely answering any issues that have been asked.

[bookmark: _Toc88497220]“Case study showing the importance of Effective Communication”
The upper management of XYZ limited puts a notice in English on the board for their employees that they want to increase the efficiency of the manufacturing unit of their company in the month of February. In the month of January they manufacture 1000 units of products but from now they want to manufacture more than 2000 units of products in February as they want to expand their business all over the world which will help them to compete with their competitors in the market. But at the end of February, the top management saw that the efficiency of their manufacturing units has not increased, they had produced only 1000 units of products which is very low as per their expectations. The production team was not able to comply with the regulation framework due to certain barriers that prohibited the sound functioning. These problems consisted of language barriers since the production team mostly had employees from African speaking French who were unable to follow the English instructions. Also they were weak in written communication skills. The cultural differences and the poor listening skills further created a confusion posing a fault in the production units.

[bookmark: _Toc88497221]“EXAMPLES OF POOR COMMUNICATION”
In organization, poor communication can lead to failure of the plans which is dangerous for the development and growth of the organization. If the organization is not able to correctly execute their plans then they will not be able to reach their objectives and goals. As a result of this they will not be able to survive in the long run. The examples of poor communications are stated below:
“Cultural diversity in Workplace”: It is one of the main reasons for improper or poor communication in the workplace. As a result of globalization, the work environment in any organization is becoming more diverse. It is normal to discover individuals from various cultures, religious beliefs, races and genders working in the identical workplace, for the same organization. Thus this cultural diversity often makes it inconvenient to work and thereby results in some form of discriminations leading to poor communication in the workplace.
“Lack of motivation”:  It is another reason for poor communication in a workplace. The employees give their 100% to fulfill the wants and needs of the organization and if they are not getting any rewards or recognition from the top management then they feel demoralized. If the employees are demotivated then they will not give their 100% in their jobs which is not good for the development and growth of the organization. 

“Poor listening skills”: It is also one of the main reasons for bad communication in an organization or a workplace. If the employees are not a good listener then they will not be able to perform their jobs correctly which is not good for the development and growth of the organization. 

[bookmark: _Toc88497222]“Remedial Measures to Enhance Communication”
Communication is very important for the right execution of the plans in the workplace. If the organization correctly executes their plans then only they can achieve their objectives and goals. The measures through which organization can enhance the communication in their workplace are stated below:
“Proactively seek feedback”: If the top management of the organizations proactively seeks the feedback that they receive from their employees then they can easily reduce the communication gap between the employees and the upper management. It not only improves the communication but also motivates the employees to give their 100 percent. 
“Clarify concepts or ideas before communication”: The managers who send the message should have a very good understanding of what they want to express. They should be aware of the objectives and goals of the communication and they should organize their views in a logical manner for the proper understanding of the employees. 


 





[bookmark: _Toc88497223]Conclusion
In the above report the concept of “Effective teamwork and Communication” is briefly discussed along with various modes of communication. The different models of communication are also examined in the above report along with the problems encountered during the communication process.  Their remedial measures that an organization can use to enhance communication in their workplace are explained in this report. Effective communication is very important for the development and growth of the organization.  
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