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Effective Team Work and Communication
Executive Summary
In this report, the various aspects of the communication process I have been analysed. The different models of communication I have been considered here, including the Shannon and Weaver’s model, Schram’s model and Berlo’s model of communication. It has been seen that each of these models depicts unique steps in the entire communication process. However, the core principle of communication is the same, which dictates that a person must convey his statements in a form that the other person understands. A few communication skills and forms have been analysed here as well, including verbal communication, non-verbal communication and listening.
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1. Introduction
The report will evaluate the various ways of communicating with each other. This process   also describes the various models of communication. In this context, I will illustrate various daily life examples using case studies. The various types of communication I have been shown in this report. Communication is the method of transferring information from one location to another in person or group. Communication consists of a sender, a message, and a recipient. A wide range of things affects communication. Some of these are emotions, cultural situation, medium, and location. However, communication is very complex in the sense that it is required to be accurate, effective, and unambiguous (Gluyas et al., 2015). Thus, communication requires an element of success in imparting a message, information, ideas, or emotions. Communication is segregated into three portions. The sender encodes the message, which consists of a mixture of words and non-verbal communication. It is transmitted in the same way and the recipient decodes it (Gluyas et al., 2015). However, there may be more than one recipient considered, who may make the process complex as each one of the recipients might be receiving a different message from the other. Two persons may read different things into the choice of words or body language.
2. Models of Communication
A model is developed to instil any idea, or concept in a logical way using different diagrammatic signs in pictorial forms. The models support defining a concept in a well-defined way. In projecting a model, a person can easily understand the process or identify a communication. Some of the important models are Shannon and Weaver, Schramm and Berlo’s model of communication. In these models, the different ways of communicating a message and the way of communication are illustrated in this context (Gluyas et al., 2015). 
2.1 Shannon and Weaver (1948)
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Figure 1: Shannon-Weaver’s model of communication

(Source: Suprapto et al., 2015)
Shannon and Weaver are considered as one of the popular models of communication. It is use by many in different parts of the world. It can be explained using a simple example of case study Maria and Pedro. It might happen that Pedro might have received distorted communication due to bad signals or noise in the background, which is the reason why he acted in such a manner (Sacks et al., 2015).
Shannon and Weaver’s model suggest that a signal commences from one who have identified the process or has gathered the data. The person who sends the data is considered as main medium. It flows from the brain to the mouth of a person and reaches the recipient after passing through several points of distractions. The person who receives the message transfers the message to its ultimate place of destination or to another person’s thoughts. The demerit of the model is that the signal might be often distorted while reaching the recipient (Lloyd-Smith et al., 2018).
2.2 Schram’s model of communication (1954)
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Figure 2: Schramm’s model of communication

(Source: Sapienza et al., 2015)
Having gone through the Shannon weaver model, Schramm’s model of communication is considered the next model that bears its roots from the earlier model. Wilber Schramm is the creator of the model of communication in the year1954 (Brühl et al., 2018).

Information cannot flow effectively, unless and until it is sent using words across to others as a way of the message. Encoding is considered a vital role as it begins the procedure of changing the thoughts of a person into the content. Once a person receives the information, he tries to identify the intentions of the speaker. Unless and until the listener can find out or disintegrate the information, which the sender wants to communicate, it is said to be void (Martin et al., 2015).

Thus, two most vital elements of communicating effectively are known as encoding, and while decoding in the absence of this, information is not able to move across two persons. Schramm’s model is too dependent upon the above principle. Coding and decoding are considered as the two important ways to communicate with one another effectively as per Schramm’s model (Schram, 2015). For example, in the case study of Professor and the Village People, it can be seen that the professor would have been able to communicate with the village people successfully if he properly encoded his statement in the language that the village people understood.
Schramm believed that communication relates to a two-way method between the sender and receiver of a message (Boies et al., 2015).
2.3 Berlo’s model of communication (1960)
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Figure 3: Berlo’s model of communication

(Source: Babatunde, 2015)
Berlo had designed the model of communication by instilling the greater side of the message. Berlo’s method of communication is developed based on the SMCR model. (Pettegrew et al., 2015).
S - Source
The source is defined as the sender who sends the thoughts to a person. He transmits the message to the receiver after incorporating the thought process into words. The source or the sender sends his message to another person using good abilities of communication, point of view, etc. (Slater et al., 2015). In case of the conversation between Pedro and Maria, Maria was the source.
M - Message
When a person changes his mental state of actions into words, then a message is considered as reinforced, and the method is known as Encoding. The message so formed comprises of the following elements of Content, Element, Treatment, Structure, Code (Goemans et al., 2015). In this case, the message was to bring chicken while coming back home.
C - Channel
Channel is considered as the platform wherein the information moves from the sender to the receiver. (Janthon et al., 2015). In case of the conversation, the communication channel was the telephone line.
R - Receiver

A receiver identifies the thoughts of action of the listener and then sends back the response accordingly. This process is defined as decoding (Brühl et al., 2018). In case of the conversation, Pedro was the receiver, who misheard the message and though that Maria asked him to meet her in the kitchen.
3. Communication skills

There are different ways, by which one can communicate with each other. It may so happen that more than one communication may be occurring at the same time. The different ways of communicating with people are spoken or verbal, non-verbal, written communication, and visualisations (Garden et al., 2015).
3.1 Verbal Communication
It is defined as the means of communicating in a way to express views, information, and ideas using sounds or words. Speaking with some people may take the form of face-to-face communication. Other forms of verbal communication include telephonic, radio or television, and other means of media. However, verbal communication depends on the ability of the listener to understand what the speaker means (Sakurai et al., 2015). 
3.2 Non-verbal communication
Non-verbal is another form of communication that is the generation of messages or signals using a non-verbal platform. It is referred to signs, facial movements, quality of voice, eye movement, body language, way of sitting, and any defined way of communication. Communicating non-verbally consists of the defined process of encoding and decoding (Lloret et al., 2015). Encoding is known as the capability of a person to share his emotions in such a manner that it can be critically changed by the receiver. Decoding refers to the capability of moving the encoded emotion and properly interprets its meanings in a proper way to identify the sender’s intentions of the message. Encoding is the process of movement of information. The information, which is encoded is utilised to transmit signals. The process of interpreting the information received in the true sense provided by the encoder is known as decoding. This information uses the abilities of a person who may have received the signals (Lloret et al., 2015). For example, when a person shows his two fingers, then the other person may identify from previous knowledge that he is referring to number two. There are some processes of decoding, which denotes that a person may be able to properly identify some non-verbal actions and find their meaning, whereas some may not be able to perform in an effective manner. Both these features differ from one person to another wherein each person tries to outdo the other in terms of the features. These individuals are considered to be conscious socially and entrust in increasing better interpersonal relationships. For instance, women are considered as better decoders than men, since they are more thoughtful and users of non-verbal communication (Lloret et al., 2015).
3.3 Listening
Listening is defined as the way, by which a person can receive and identify signals in the communication method. Listening is considered as effective form of all types of communication. In case a person is not able to listen properly, he may get improper messages. This result in the breakdown of the communication and the sender can easily get irritated for having failed to communicate effectively (Brink et al., 2015). Listening is critical amongst top management in administering the talents in the form of training of their employees. Thus, increasing the skills can increase the satisfaction of the customer, which increases the productivity of the organisation. Many successful entrepreneurs and leaders such as Richard Branson have quoted listening as one of the main concepts in getting successful for the Virgin (Brink et al., 2015).
However, listening and hearing are not the same concept. Hearing means the sound entering our ears. It is a method, in which a person does not have any issues in hearing can get the information suitably. Listening refers to a physical and mental concentrated effort. Listening is not considered as passive (Nurpahmi, 2015). Active listening is considered as skill that can be acquired and developed with time. However, it is difficult to develop the skill of active listening, which takes time and patience to inculcate in a human being. It is known to concentrate on what is being said, rather than just passively hearing the message of a speaker (Nurpahmi, 2015).
For example, in a workplace, the manager calls for a meeting with all the employees to assign tasks for the day, which could be quantitative informal report. He hails from British background and all the employees from different foreign countries. The manager speaks in English and speaks so fast that the employees are unable to follow her words. Thus, all the employees are confused regarding what he has instructed them to do in their daily work routine. They do not get clarification or are afraid to get the matter clarified as in the profession of hotel staffs and are required to gather as much information as possible by listening to customers. It is also harmful in the sense that if there is any miscommunication from the manager, then staffs will not be able to perform the task diligently and it may lead to loss of the reputation of the hotel (Sakurai et al., 2015).

4. Conclusion
Communication may come out rest in the form of an obstacle that may occur due to the sender or receiver. Thus, it is necessary to have familiarity with the barriers to effective communication. Identifying the correct way of communicating is also critical, as selecting, the incorrect means of communication may restrict the message. In finding out the mistakes in the communication, using active use of listening skills effectiveness in communication may grow. Thus, it is effective way of communicating with one another and can take the form of both verbal and non-verbal. It is ideal to develop a feedback mechanism to form an effective communication. Otherwise, it may be distorted affecting an individual and an organisation to function properly. The way of communication consists of certain process to send signals from a person to another. The thought of action should be sent to the receiver to end the method of communication and the receiver supposedly acknowledges it. The process becomes effective on gaining a positive effect. It has been able to make the process simpler and quicker. It also supported to eliminating its barriers by identifying many options of medium to send the message.
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A Professor of English at a well-known Welsh University lived in a large house
not far from a little village. He never went into the village, bur shopped in the
town near the University because he had nothing in common with the village
people, who were largely uneducated and did manual jobs.

One night, the professor fell asleep while smoking his pipe and the pipe fell
onto the carpet and started a fire.

When the professor awoke and saw the house on fire, he rushed into the
village, screaming:

‘“The edifice is being consumed by a great conflagration!” (Blaze, Fire)
‘The edifice is being consumed by a great conflagration!’ .
The village people looked at him and continued doing what they were doing

‘Don’t you understand?’ He said. “The edifice is being consumed by a great
conflagration!’

They ignored him.

When the Professor returned home, he saw that his house had been
completely destroyed. He sat down on the ground and wept.

The next day, he went into the village crying. ‘Why, oh why didn’t you help
me? My home has been destroyed by the fire. | came and begged you last
night.’ He wept.

‘But Professor, why didn’t you say that your house was on fire? We would
have helped.’

Q: Why didn’t the village people help the Professor?

Q: What should he have done to get them to help him?

Q: Whose model of communication do you think can explain this
situation?

Q: Why?
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Pedro works on a building site and Maria is his wife.

One day Maria phoned Pedro.

‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.

‘Here — in the sitting room,’ she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.”

Oh, no! | thought you said when | come home | will see you in the kitchen!

Q: Why do you think Pedro misunderstood Maria?

Q: Whose Model of Communication explains this confusion and why?

Q: How could this have been prevented?

Q: Whose Model of Communication explains how it could have been avoided?

Q! fedro  wni Sonderstood Maoria, Secavse e cow cnvnicatien
wa s c/e kaojé'o/ e Ga bacd 9/3/)(1( N ot poise In 7"%6

Seuerc sound, | A !
Rzt Shonros - AiG, er’s cuodlel cowenuniCation Expkin
b 50/17fu§/0/7/ Scans € 7hs (/uoc/é/ Z“/’jﬁ“f %%af%

sz'gna/ couuences 997:0% one «who (_0/,'71/’71/’05/7%@/1/(0@55,
Q337%/'5 (00/0/ how € Seer /J(p(/mfec/ /7L CézOéro vaS
S(Jﬂp//;)? G fexprf)”a e to Marie , Of? Suke
%%a,f 5%@ (//70/0197"010/ 01/%07/ %00/1’0 as Sct/r/)?/

626{ i 5%6«.4/10/) «/Veowm)s é’)§o/a/’/75 /4044/ /?f (ou/c/ 4&//9
fe én croiolodl




1

