



[bookmark: _GoBack]Student Name: Shaker Ahmed

Student I.D: 1907753

Module Title: Effective Team Working and Communication

Lecturer: Afzal Munna


Introduction
In this report I will be explaining and demonstrating what I have learned and acquired on communication and effective communication used in the modern world. I will be discussing and referring to communication models and theories which date back as far as 1948, I also will be discussing what I have learnt regarding communication from a professional point of view and from a relative.
Importance of communication in management 
Communication in management is tremendously important as without this vital skill an organisation wouldn’t be able to succeed. Managers who use usual functions such as Planning, leading and organizing will not be able to do so without affectively communicating with each other and other employees. Communication plays a key role to any management of organisations. This can be seen from the smallest of businesses to the largest. Managers play roles of leaders who must be able to communicate with followers in order to lead a team effectively.
[bookmark: _Hlk28140822]“A new kind of manager must evolve to whom that can work with a group and consider himself, to be the recipient, analyser, evaluator and utilizer of skills, talents, experience and creativity of those who are working with him or her in the attainment of jointly arrived at objectives” (Lawrence A. Appley, 1992).
Communication Models and Theory
In the following, I will be explaining the theory of three different models and which I think are most effective.
The Shanon and Weaver model
Created in 1948 by a mathematician/engineer Claude Elwood Shannon and a scientist Warren Weaver, the Shannon and Weaver model is known to be the “Mother of all models”. It was originally made to improve telephonic communication. Weaver then applied the model to different types of communication to create what is known as Effective Communication.
The components of Shanon and Weavers Model are as follows;
[image: Image result for shannon and weaver model of communication]

The component of Noise was later added to the model.
[bookmark: _Hlk28141358]“At first the shannon and Weaver model of communication was made to improve technical communication, however it was quickly recognised that it can be used for various different fields of communication” (CommunicationTheory.org, 2010).
        The Schramm’s Model 
Created in 1954, Wilber Schramm’s Model of communication acknowledges the importance of Encoding and Decoding, He emphasizes that the communication process will not work if the sender doesn’t receive feedback from the receiver, making it a two way process between them. Schramm believed there was other components which affected the communication process such as cultural back ground, religion, experience and knowledge however this isn’t shown in the model itself. 
The components of Schramm’s Models are as follows; 
[image: Image result for schramm model of communication]

[bookmark: _Hlk28141919]“Imagine a person sharing his thoughts with his friend and his friend is not responding to him” (Academia.edu 2016).
        The Berlo’s Model
Created in 1960, David Berlo used Shannon and Weavers model of communication to create his own, The model has four components: Sender, Message,Channel and Receiver also known as SMCR. 
[image: C:\Users\shaker\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\DD7F261.tmp]
[bookmark: _Hlk28142308]“Berlo’s Model of communication takes into account the emotional aspect of the message” (ManagementStudyGuide.com 2015).
In my own opinion, I believe that both Berlo’s and Shannon and Weavers Model of communication are very effective because Berlo’s theory goes more into detail of the different aspects affecting the sender and receiver such as attitude, knowledge, communication skills and culture. However, Berlo doesn’t have a component of feedback which I think is very important in any communication proccess to work effectively and also Berlo’s theory implies that both sender and receiver must be always similar for the model to work which is practically imposible. Shannon and Weavers theory is very effective because it has the component of noise which, if removed or the source of the noise is removed, it can have a very positive impact on the communication process. On the other hand Scramms model of communication is less affective I think because Scramm believed there was other components which affected the communication proccess such as religion, experience, knowledge and cultural background but failed to show this in the model itself.
[bookmark: _Hlk28145360]“One of the most productive schematic models of a communications system that has been proposed as an answer to Lasswell’s question emerged in the late 1940s, largely from the speculations of two American mathematicians, Claude Shannon and Warren Weaver. The simplicity of their model, its clarity, and its surface generality proved attractive to many students of communication in a number of disciplines, although it is neither the only model of the communication process extant nor is it universally accepted” (Brittanica.com 2009).

The Importance of Effective Communication
As humans, we have various types of ways to communicate with each other. Some of which are effective and some not as effective. In this section, I will be explaining through references what I have understood on effective communication.  
“The ability to communicate effectively – to transmit understanding and motivation from one person to another – is vitally important to program and functional managers and to others. In the present socio-politico-industrial economy, old management attitudes and communication techniques are no longer adequate. Modern managers are challenged to find new ways to meet todays conditions” (David D. Acker, 1992). From this reference which was taken from David D. Ackers book “skill in communication”, I have understood that it is essential to communicate effectively especially in todays day and age in various types of organisations as communication methods are constantly changing and evolving. It is especially important to make sure the message you have sent has been received in the manner you had intended for it to do so as without this it can lead to a misunderstanding.
[bookmark: _Hlk28142856]“Without effective communication, relationships are unable to develop any kind of long-term trust or honesty” (Repsly.com 2009).This can be seen in our professional and personal lives regardless of people’s ethnicity, cultural backgrounds, gender or age.
[bookmark: _Hlk28143394]“If you just communicate, you can get by, but if you communicate skilfully, you can work miracles” (Jim Rohn, Educba.com 2017). This quote is personally one of my favourites as it justifies what effective communication can really do in a philosophical term.
Methods of communication
In the following I will be explaining through information I have gathered from a relative on methods of communication used in their daily professional life.
Mark Kennedy works as a controller for his local minicab office, he is a vital part of the whole organisation as he is the main point of contact for customers as well as drivers. Mark uses both written and verbal communications throughout his daily tasks which include, handling telephone queries, instructing drivers through text message and over radio, updating online services to make aware customers and drivers of any delays or disruptions, writing emails to invoice customers and handling complaints.
Mark’s knowledge of different communication is very important as the business wouldn’t be able to function without his position, the different types of communication he uses varies such as verbal, non-verbal and written. If mark were to have poor communication skills, the organisation wouldn’t be able to operate effectively if operate at all. He must have strong verbal communication skills to get his message and instructions across to drivers to locate and instruct them. His written skills also must be a strong point as he is at the point of contact for customers or advertising companies sending emails.
[bookmark: _Hlk28144526]“Interpersonal skills are very important because of four factors used in most organisations which are technology, liability, diversity and time intensity” (Lani Arredondo, 2000).
Communication between Management and Employees
[bookmark: _Hlk28143842]Communication used through management and employees varies throughout modern evolution as we continuously develop new ways to communicate, the most important method of communication I think used between management and employees is leader and followership as this enables a teamwork-based communication strategy to be effective. Leadership and followership are both important in their own ways as one is not affective without the other, in order to be a good leader you must be able to make correct and effective decisions to lead a team, on the other hand, to be a good follower you must have good listening skills as well as be able to follow instructions in the correct manor. Communication between management and employees is highly important for a business organisation to succeed and benefit from both employees and customers. “The subject of managing organizational communication encompasses formal and informal communication throughout an organization, including communication to employees, with employees and from employees to upper management.” (Shrm.org 2018).
There are many types of employability skills that can be used in the workplace such as teamwork, communication, use of technology, problem solving, planning and many more. These are all mostly relevant and important to employers however in my own opinion I will explain why I think the three skills listed below are the most important.
Firstly, I believe communication is one of the most important employability skills because it is used just everywhere and anywhere. Communication is extremely important to employers as this is the foundation to any business, communication can be seen used in any sort of industry. There are many forms of communication such as talking, writing, email etc. without communication skills it would be hard for someone to get employed or further their career. 
Secondly, I believe organisation is a key employability skill as this determines a person’s reputation and even the reputation of the employer. Organisation isn’t just an employability skill, it is a life skill that can make or break a person, if a person is unorganised, it can affect themselves as well as others around them such as peers, colleagues and even a business. There are a few different elements that fall into the organisation category such as time keeping, delegation, team management, punctuality and many more. Organisation is highly important to make a person more employable and sustain employability.
Finally, I believe teamwork is a very important employability skill to have as it boosts moral, provides support for one another and can be used to solve problems. Teamwork is seen to be used in many businesses and services around the world. Without teamwork, the world wouldn’t be able to operate. It is very important for someone to be able to work as a team as well as their own initiative. There are a few types of teamwork such as leadership and followership, informal, traditional and virtual. If one member of the team is not as affective with their role, it can take a toll on the rest of the members. Communication is a vital component in teamwork as without this skill the team will be ineffective.

Conclusion
To conclude, I have understood from this report how important communication is in our world through use of research methods, Models of communication and perspectives through a relative’s profession. I have leaned how different types of communication is used between managers and employees and the importance of effective communication. I have also understood the meaning of communication and how to exercise it for my own benefit as well as others. 
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