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Effective Team Working and Communication

Introduction:
Communication is a way to convey information from one person or group, to another. The sender of the information should ensure the messages are sent in completeness. Meaning the message should be clear, concise and relevant. The proper means of delivery should be selected on the type of message and who it needs to be delivered to. Communication can either be one way or two ways. One-way communication is when the sender sends the information and receiver sends no feedback or acknowledgement of the message received. A two-way communication is, when both the sender and the receiver transmit information. The response from the receiver can be a confirmation or a question regarding further clarity of the message. This is to ensure the correct messages are being received. The two-way communication can be achieved through various means. Non-verbal communication can be in forms of e-mail, fax, text messages, letters etc. verbal communication can be either a phone call or face -to- face. As a communicator, specific objective should be in mind and should be clearly conveyed. Important characteristics for effective communication are active listening, effective gestures and strong eye contact. 

Shannon and Weaver Model (1958):
There are many models of communication. For example, the Shannon and Weaver model of communication. This model known as the “mother of all models”. They have identified stages for effective communications:
· The first stage is the point of original information source.
· The second stage is the encoder; the message that needs to be transmitted
· The sender then selects the appropriate channel to send the message.
· They recognise that some messages can be altered by noise, noise can be physical disturbances like the environment or people. 
· Then the message goes to the decoder; this translates or converts the message from the signals.
· Finally, it reaches the destination; receiver. 
· The receiver then sends feedback to the sender. This is an important part of this model as feedback can determine whether the message has been received correctly or not.
The advantage of Shannon and Weaver Model is that it takes communication as a two-way process, making it applicable in general communication, (Shannon, 1948). Though, the concept of noise was added later to the original model, it was an important addition as it helped making the communication more effective by recognising and removing the noise. They have made communication quantifiable. However, this model is more applicable to interpersonal communication rather than group communication.

Berlo’s Model of Communication SMCR (1960):
Another communication model is the Sender-Message-Channel- Receiver (SMCR). This model was created in 1960 by David Berlo. He expends the model of Shannon and Weaver’s model of communication. Shannon and Weavers model consists of sender, encoder, channel, decoder, receiver and feedback. It also recognises the concept of noise, which can make the message difficult to understand. Berlo’s model has four main components. It separates the Shannon and Weaver model by defining four clear parts, each part is affected by many factors. The factors used to send the messages are:
· Communication skills- this skill includes the ability to read, write, speak and listen. The sender must possess good communication skills to make the message as clear as possible. For example, they should know how to speak clearly and pronounce words correctly etc.
· However, the receiver must possess similar communication skills, otherwise the message may not be received effectively.
· The attitude plays an important role, both the sender and receivers attitude effects the message. The attitude can change the meaning and effect of the message. 
· The sender must have good knowledge of the message they want to convey to the receiver. Their knowledge will ensure the clarity of the information sent. 
· Social system- the sender must have a general understanding of the society such as values, beliefs, religion, laws and rules. This important to send the message in a more appropriate manner. 
· Culture- the cultural background of the sender and receiver effects the message. 
The next step in Berlo’s Model is Message. The message is also known as encoding, its the transition from the sender’s thoughts into words. The message can be sent in various forms i.e. voice, audio, text or other forms of media. In this step, there are the following factors:
· Content- this is the whole message and what it contains from beginning to end. 
· Elements- The content maybe used in conjunction with non-verbal basics. The elements can be gestures and body language. 
· Treatments- the way the message is transferred to the receiver is known as treatment. This also effects the feedback of the receiver. 
· Structure- the message must be structured in a more effective way as it will influence the message. 
· Code- the code is simply the form that the message is sent in. 
· Channel- the channel is the medium used to send the message. The channel can range from many technical machines like mobile phones, internet, letters etc. The five senses of human beings are also seen as a channel for effective communication; seeing, listening, touching, smelling and tasting.
The receiver tries to decode the message effectively and correctly. Like the sender, the receiver must have good communication skills, similar attitude, knowledge, aware of the social system and cultural information (Berlo, 1960). However, in this model there is no concept of feedback or noise. The model fails in considering two-way communication as it is a linear model of Communication. This model also suggests that the sender and receiver should be at the same level, this makes the model inapplicable to many, as not all will be on the same level.


Schramm’s Model:
Schramm’s model is a development of Berlo’s model. He changed Berlo’s linear model into a circular model. Schramm’s suggested interactive components for audience that maybe active, selective and manipulative. He believed the audience is a full participant in communication. In his theory he abandons the idea of passive audience (McQuaid ,1432).

Communication at work:
It is vital to have excellent communication in any given organisation. An example would be a school. In a school a teacher must communicate with staff, students and parents. Each interaction will be different according to whom it needs to be communicated to. When talking to members of staff, the communication medium will be affected by the environment. For example, if the teacher meets another member of staff in the corridor, in front of students, they may have a short verbal communication and will be selective with the language to stay formal. However, in the staff room they will become more talkative and informal. Staff meetings will be formal and verbal. But, the minutes of the meeting is usually communicated through email. 
Teachers usually have face-to-face communication with parents. The teacher must speak loudly and clearly, giving direct eye contact to parents. They must be repetitive and elaborate on points they want to specifically point out to parents about their child. Teachers must also be good active listeners; many parents will have questions and concerns. The teacher should maintain eye- contact and repeat any questions to ensure they answer correctly.

 The main point of communication in the school is the classroom, where the teacher is usually the leader or main communicator. Though the teacher has a lot of information to give, the communication must be very interactive between the teacher and students, for it to be correctly understood. Both teachers and student must have active listening skills. This starts by building trust with the students. Teachers must be clear and use selective words according to the academic level of the students. Each concept taught should be paraphrased multiple times to ensure understanding to all students. They use non-verbal cues such as nodding, eye- contact, bending down to the student’s level or leaning forward. They use brief verbal affirmation such as “yes”, “ok”, “I understand” etc.
Communication is extremely important in assessing that’s students are learning taught concepts effectively, all staff members are on the same level, and parents are well-informed. 

Challenges of Communication in the workplace:
Communication barriers in the classroom makes it difficult for students to get the most out of their education. Many students struggle to communicate due to speech or language difficulties. They may be dependent on gestures rather than words. Some students trouble comprehending lessons and thus maybe embarrassed and avoid communication. Boring lessons also effects communication, teachers must make the lessons interesting and engaging. Teachers often interact more with certain students and less with others. This is because many students connect with the teachers and can easily converse with teachers. Other students may not connect with teachers on a personal level. So, the teacher may become frustrated and often avoid communication with them. Peer pressure further creates a communication problem as many students try to look cool or funny and refuse to build a good relationship with their teacher only to maintain their reputation. Out of the classroom, the communication problem can arise between co-workers. This can happen due to lack of communication, unclear message or email, technical issues such as internet failure or unsent messages. Many teachers become competitive and avoid sharing ideas in order to look better in front of heads and coordinators.
When teachers are communicating with parents, they may sugar-coat the message. Parents may be in denial or defensive, and so, do not communicate effectively to understand what the teacher wants to communicate. 

Overcome Challenges at a workplace:
Many challenges can be overcome by simple adjustments. Students with speech and language difficulties all have an individual lesson plan developed for them, to cater for their personal needs. A counsellor can perhaps be arranged for these students. Students who do not connect with teachers, their teachers should understand the differences and try to develop a healthy balance of communication without showing any favouritism. Peer pressure can be over-come by rewarding positive behaviour. Furthermore, teachers should avoid being competitive and communicate their ideas to have a more successful system. A confirmation of non-verbal messages received (such as emails) should be sent back to the sender, so that they are aware that their message has been received. Parents that are in denial should be given a chance to speak. The teacher should be actively listening to them too. Teachers can try paraphrasing to help parents understand the situation better and give suggestions or solutions to the issues displayed. The most effective model to apply in any organisation like a school will be Shannon and Weaver, as they include feedback and noise. In schools, most of the communication will be a two-way communication. However, as noted, not all the sender and receivers will be on the same level. Here we can apply factors from Berlo’s model. For example, when teachers do not connect with certain students, they can modify their attitude with the students and perhaps increase their knowledge of the student’s background, culture, religion etc, to understand them better and thus communicate better. Teachers should also use the KEYS approach. This means to:
· Know themselves better
· Evaluate the professional content
· Your communication interaction with others
· Step back and reflect
According to Schramm’s, students should not be perceived as a passive audience. Teachers should finish teaching a concept with open-ended questions such as “are there any questions”? this leaves a window of opportunities for the students to ask anything they don’t understand or to further enrich their knowledge on the given topic. 

Conclusion:
Communication is the transfer from one person or group to another. Many factors should be considered when conveying the message. When talking face-to face the tone of voice should be clear and body language must coincide with what is being said. Body language is also crucial for the deaf and dumb as sign language is the only means of communication. Non-verbal communication has many forms, i.e. letter, email or text. When these forms are used the message must be worded selectively to ensure the correct message is being sent. Non-verbal communication that is done without written or oral words, need physical cues like eye-contact, facial expressions, gestures, body language, symbols or visual communication. I believe that each model has important stages specified. However, all these models are incomplete without each other. They all go hand in hand to understand communication. Though these models cover most of the aspects of communication, many times communication needs to be personalised or catered to individual situations or people.
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oBether with your Task 1

ted to a trip to the corporate office in California to meet the chief executive
officer, Ms. Mills. Ms. Mills is known around the office as the “Wicked Witch of the west” because

of her short and sometimes abrasive demeanour.

Mark’s co-workers share “horror stories” of thejr encounters with her, stating that she rarely makes
eye contact, never smiles, and dislikes being approached unless she initiates the conversation.
Although he is excited to travel, he is also nervous about what he and Ms. Mmills might talk about.
He prepares by thinking about how he can share his sales strategies and techniques. On the day of
the meeting, he waits patiently for Ms. Mills’ assistant to call him into her office. When he is escorted
in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with

kind eyes. He approaches, shakes her hand, and waits for her permission to sit.

Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans
forward to listen intently to what he is saying. Mark loosens his tie, crosses his legs, and begins
sharing stories of how he feels his immediate supervisor has dropped the ball on more than one
occasion and that the team would be better if more money were allocated to incentives and
bonuses. Mark immediately sees Ms. Mills’ eyes begin to squint and her brow furrow. She stands

up abruptly and says in a gruff voice that their time is up and that her assistant will show him out.
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Ex.1. Read the following passage and answer the questions.

The professor and the village people I
A Professor of English at a well-known Welsh University lived in a large hotiseheCizy iy a":::'t;m
never went into the village, bur shopped in the town near the University because it h‘ad no:‘e rof"esso;"
with the village people, who were largely uneducated and did manual jobs: One L b
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, Gl
‘The edifice is being consumed by a great conflagration!”

‘The edifice is being consumed by a great conflagration!”

The village people looked at him and continued doing what they were doing. s
‘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 de§tr?ved, }:‘elsat do?w";: 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.” /

Q1: Why didn’t the village people help the Professor?

Q2: What should he have done to get them to help him?

Q3: Whose model of communication do you think can explain this situation?
Q4: Why?
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