1 | Page

[image: ]

Submitted by: Peter Olaniyi Hamza
[bookmark: _GoBack]Student Number: 1706491
Module Title: 
           “Effective Team Work and Communication”
Assignment Title: 
              “Model of Communication Skills at workplace”

Module Lecturer’s Name: John Paul Okeke





Table of Contents
Introduction:	3
Importance of Team Work with Communication (Real Life Experience):	3
1.	No back lock of Work:	3
2.	Adequate Training in the Workplace:	3
3.	Ensuring Job Satisfaction:	4
Some Conflicts in the Work Place:	4
1.	Inequity Point:	4
2.	Performance Based Conflicts:	4
3.	Emotional Conflict:	5
4.	Biased Perception:	5
Skills for Professional Practice:	5
Relevant Theory of Communication in Work Place:	6
Interpersonal Communication:	7
1.	Body Language:	7
2.	Active Listening:	7
3.	Personal Presentation:	7
4.	Context Awareness:	8
Written Communications:	8
Conclusion:	9
Reference:	9





Effective Team work and Communication
[bookmark: _Toc501037689]Introduction:
Team work is important now days for the organizations. From the dawn of the civilization, team work is being found till now. An employee can have many soft and hard skills, but team work skills are unique. Without an effective team work many organizations may fail in their operations like supply chain management, BPO industry. Team leader has the external and internal communication with the management as well as the organization. According to Hughes & Jones, team work should have some guidance and lineup which should be properly followed for the betterment of the organization (Hughes & Jones, 2013). In this report we will discuss about the effective team work of a real-life employee (My friend), importance of effective team work, some conflicts in workplace, and some relative theories of effective employment and communication styles.
[bookmark: _Toc501037690]Importance of Team Work with Communication (Real Life Experience):
Importance of communication are many. From an employee purpose, my friend Jack is working with Google as an Accountant in the accounts department. He has to do a lot of work internally and externally. With the help of others, sometimes he has to do some task with a team. For a team work, external and internal communication needed. The importance of effective team work for Jack is given below-
1. [bookmark: _Toc501037691]No back lock of Work: With a team work, there will be no back lock of work. A team can always be an effective team if there is a good communication among the members. According to Gordon, teams are the key and proper factor for analyzing the issue of the specific task (Gordon J, 2011). So, back lock of work has been reduced if effective team work is there. Jack has an effective team but there was always a back lock of work. So, he needs more skilled employees for his team I think.
2. [bookmark: _Toc501037692]Adequate Training in the Workplace: Team work is maintained by communication. Without proper communication, a team can’t ensure a proper task. For communication, internal and external communication is needed. Just like Jack, he has two of his co-workers who are in his team. They are most probably introvert in nature. An introvert is like shy, quit. They don’t engage with people. So, he sometimes feels they should be treated well by HR department. Proper training for communication is needed for them. How to interact in the team, how to solve the problem in the best possible time will be the basic training for them. 
3. [bookmark: _Toc501037693]Ensuring Job Satisfaction: From The Hertzberg Theory, we have found that there are two factors of job satisfaction and the factors are mainly depending on the internal communication among the employees (Hertzberg, 2007). Without the proper communication, job satisfaction can’t be achieved. Jack, my friend has well and established internal communication with the employees as he is satisfied in his job. His co-workers are very much co-operative and helpful.
[bookmark: _Toc501037694]Some Conflicts in the Work Place: 
Conflicts are very basic in the terms of communication. In the internal and external communication of an organization, conflicts may occur among the employees or the management. According to Russel, conflicts actually is a disagreement between two or among the employees in the organization that is often found in the organization (Russel, 2006). According to Rashford, Incompatibility between the attitude and behavior (Rashford, 2009). There are some forms of conflicts are found. These conflicts are given below-
1. [bookmark: _Toc501037695]Inequity Point: Sometimes employees have some hatred conflicts in the work place. Therefore, male and female employees have some minor issues to be in a conflict. For example, female employees sometimes have the extra incentives like transportation, loans, payment whether male employees can’t get those. So, conflict may arise. 
2. [bookmark: _Toc501037696]Performance Based Conflicts: It looks like the conflict that is waiting to be happen. In the organization, employees are very much focused on their career. According to Fisher, employees are very much career focused rather than the salary in the organizations and thus employee turnover rate is higher (Fisher, 2010). So, whether one employee get the promotion because of his/her performance, one employee can easily make a conflict with that employee.
3. [bookmark: _Toc501037697]Emotional Conflict: Emotional conflict refers to some basic attitudes and behavior of employees. An employee may be angry, doesn’t like another employee. It is totally an interpersonal difficulty with that employee. So, internal communication is hampered, and organization may find a negative outcome in the long-term goals to achieve. 
4. [bookmark: _Toc501037698]Biased Perception:  Sometimes one employee dislikes another employee in the workplace of his/her attitude and behavior. The employee already thought that he/she has some problems as well as he/she doesn’t have knowledge. This perception may occur in a conflict. 
[bookmark: _Toc501037699]Skills for Professional Practice: 
A professional one can’t make conflicts rather that solve them. To avoid conflicts in the workplace is necessary in the work place. Employees should maintain a good relationship and communication formally and informally with their co-workers. In case of any tough situation, all employees can arrange a meeting with the help of their manager or the head of the department. In this situation, all the employees have the opportunity to tell their opinion regarding the matter. So, inequity issues can be reduced. Communication style, gesture, posture, attitude, and behavior everything should be positive in all aspects. Sometimes conflicts may occur. So, personnel should have the ability to break down the incompatibility with the issue and the problem. Maintaining a good relationship with the employees can ensure a good working environment as well as the job satisfaction. Employees can be more productive in this factor be positive part in the organization. Without a proper skill, organization may suffer. For the conflict, sometimes error outcome can come which leads a great loss for the organization. Nowadays organizations are very much aware of it. Organizations are nowadays recruiting not only the qualified candidates but also the best skilled candidate have better communication skills. Leadership, communication style, client relationship are the main skills for the employees nowadays. You are working in a department and if you don’t know about your co-worker, it should be a barrier for future reference. As a result, employee turnover will be reduced. So, skills for communication, better team work, conflict management style are important for a personnel.
[bookmark: _Toc501037700]Relevant Theory of Communication in Work Place: 
There are a lot of theories regarding communication in the work place. Theories are the role model for applying and distinguishing the factors of an effective communication in the work place. The most popular communication model are given below-
1. The Shannon Weaver Mathematical Model, 1949.
2. Berlo’s Model of Communication.
3. Schramm's Model of Communication, 1954.
According to, The Shannon Weaver Mathematical Model, 1949; messages are collected from the source and a transmitter encode it. After a successful encoding, a channel which is known as means of the encoder received the signal. Channel also known as the noise source. After that, receiver decode the message and send it to the destination. 
This model is very much common and not as much hypothetical in concept. In the work place, sometimes situation become very much complicated. So, it is not a relevant theory for the work place communication.
According to Berlo’s Model of Communication, the model is divided by 4 parts. The model is also known as S-M-C-R model of communication. S means source of the messages. It is very much specific in terms of communication. Sources are communication skills, attitude, knowledge, behavior, soft & hard skills etc. It encodes a message. M stands for messages. The message contains elements of the information, graphical representation, verbal and non-verbal communication. C for Channel which indicates the factor that decodes the messages. Like touching, hearing, smelling seeing etc. After that R gets the message successfully. R means receiver. It based on the communication skills of the receiver. 
It is the most common used but very much hypothetical in the work place. Because employees differ from culture to culture. Attitude. Behavior, gesture, posture may vary from person to person. So, organizational culture may against the employees and conflict may occur because of lack of communication. 
According to Schramm's Model of Communication, 1954, encoder interprets the message to the decoder and decoder decodes it. It’s cyclic model of communication. 
For work place communication, this model is not appropriate one. 



[bookmark: _Toc501037701]Interpersonal Communication:
The communication process which is communicated by the exchange of information, feelings are expressed by the emotion, gesture, posture, verbally and no-verbally is known as interpersonal communication. When people talking with each other face-to-face is known as interpersonal communication. It is the most authenticated process of communication. There are some forms of interpersonal communication. Such as body language, active listening, personal presentation and context awareness.
1. [bookmark: _Toc501037702]Body Language: Body language is a communication process which is non-verbal. Gesture, posture, facial expression of people tells the real meaning of the message. In organization perspective, this type of message is not very common to the upper level management. This type of communication is available in the mid-level employees. This communication form is quite informal and unstructured form of communication.
2. [bookmark: _Toc501037703]Active Listening: It is one of the most important interpersonal communication for employees. It means to listen, develop the listening process with skills. It hears the messages of encoder without telling anything. After analyzing the messages from encoder, the receiver will respond. It is very unique interpersonal communication also. In a team work, a skilled team leader must have the knowledge about active listening. If others can’t tell the problems and he/she doesn’t hear the problems, then the problems never be solved. So, active listening is an important internal communication process.
3. [bookmark: _Toc501037704]Personal Presentation: Personal presentation represents a specific person, his/her presentation skill and it also includes some non-verbal communication like gesture, posture and movement. It indicates a person’s overall smartness and capability of doing job and taking responsibilities. For example, an organization is always trying to develop their image, their brand as well as to increase sales. To increase sales of a product or service, they need a have a specific idea about that. So, organizations are nowadays trying to recruit skilled employees those who have highly engaged in client relationship and strong command over giving presentations to the clients. Organizations are nowadays opening free training for existing and as well as for new recruiters which enables them to be a customer focused organization with the better service quality. It is needed as employees get the opportunity to show their talent not only in the inside organization but also in the other organizations. So, this interpersonal communication is very much important for the employees.
4. [bookmark: _Toc501037705]Context Awareness: It means about a certain topic or task that is communicated only by the authorized personnel in the organization. For example, employees are assigned some technical problems nowadays by the managers. So, when they are going to solve or analyze those problems, they must be context oriented and should focus on their main objective. It is not the well-known form of interpersonal communication.
[bookmark: _Toc501037706]Written Communications:
Written communications are very much valid and well known to every sector. Written communications are used very much because of its authentication. This process is used for the confidential communication, transactions and many more sectors as these documents will be used for future reference. It includes business documents, paper, letter, articles of association for a company, memorandum etc.
Formats & Structures: 
There are many formats of written communications. Letters, E-Mail, Telegram, and Postcards etc. are the general formats of written communication. In the letter sections, it is divided by many sub parts like business letter, sales letter and many more. As communication is getting global nowa days and getting confidential, so written communication is the correct process for communicating in the organizations. Business letters and some other written communication varies from organization to organization. In any structured way of communication, if the letter is send to the upper level of management in the organization, it should be strictly formal. If the letter is given only for the employees of a specific division then it will be semi-formal.
[bookmark: _Toc501037707]Conclusion: 
Nowadays, communication is the key influencing factor in both the inside and outside of the organization. Because of the huge competition in the global market, there are a lot of task oriented and problem-solving matters found in the organizations which can only be solved by the team work and effective communication procedure. In this report, we have analyzed the importance of communication process in the organization, some theories (Models) of communications to choose the best in the workplace, basics of interpersonal communication, written communications. So, this will guide and help us to make our skills and build up a good communication attitude towards every aspect of our life.
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