













EFFECTIVE TEAM WORKING & COMMUNICATION

Executive summary
In this report a detailed description about the importance of communication is mentioned. Various organisations use different techniques to improve their communication skill. There are different types of communication which helps to interact with their co-workers. A good personality and appearance attracts the attention and the individual and make a better presentation. Communication improves the various activities that are going on in an organisation. 
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Communication is a way of expressing and conveying meanings from an individual to another individual or a group with the relevant use of symbols, signs. It is also transferring information from one person to another in a verbal or nonverbal format. In this report, a detailed description of effective teamwork and communication is mentioned. Theory like Belbin is used to get a perfect idea about how communication can be effectiveness of communication in a business environment. 
[bookmark: _Toc26889802]Different types of communication
[bookmark: _Toc26889803]Inter-personal communication
Inter-personal communication is referred to as the process of exchanging information, feelings, and ideas between two individuals or a group which can be both verbal and nonverbal. Some features are included within this inter-personal communication which is very beneficial and noticeable. 
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Body language is an essential part of communication, which is mostly noticed by the opponent, and co-worker of any company. A positive boy language helps an individual to be more confident and can put their ideas more easily than others (Maund et al.  2017). In verbal communication body language plays a key part. 
[bookmark: _Toc26889805]Active listening
Another important key to communication is actively listening to the conversation. This helps an individual to get a clear idea of what the opponent is trying to say and what exactly their words are (Morgan, 2016). In business communication, active listening can be beneficial as it helps to put forth an effective and strong communication. 
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Personal presentation represents an individual and how that individual presents itself in front of others. As per the ideas of Dalley et al. (2010), it can be noted that personal appearance in a business is very essential while having communication with a stakeholder or a co-worker. A good personality of an individual can enhance communication and make it fruitful. 
Context awareness
Context awareness refers to the knowledge that an individual is required to know while having a productive communication with an individual or group. This helps an individual to be different from the group and put forth their important points. 
[bookmark: _Toc26889807]Written communication: formats and structures
Written communication is very much evident in business, and management teams of various departments are seen communicating with each other using written format. Some examples of written format are emails, letters, and messages. Identified in the findings of Torraco (2016), it can be noted that use of proper words can be very beneficial, and words convey a major part to the opponent. In business, proper format is used to communicate with other departments or individuals through emails or letters. These formats and words express what exactly the individual wanted to say. Structure of written matter specifies all the activities that are required to be done and proceeded by an individual and management team of any organisation. A structured letter or email bears more importance in some instances as they have proper words and details of all the activities that are required to be done. 
[bookmark: _Toc26889808]Strategies for improving clarity of expression, grammar, syntax and punctuation
The use of proper expression, syntax, punctuation, and grammar are essential for an effective communication that is done in a written format. As per the ideas of Collins and Norris (2017), it can be noted that proper use of punctuation can bring out better understanding of the context that has been presented through an email or letter. In order to improve the clarity of expression, grammar, syntax, and punctuation, proper training can be provided to the employees and management team. This might help the employees to improve their grammar and use of punctuation to a greater extent. Courses can be introduced in the company which will focus mainly on clarity of expression in a written format of communication. The management team can conduct organize group meetings with the employees where detailed discussion can take place regarding syntax used in the written format of communication. A doubt solving session can be organized by the management team that will help the employees to get a better understanding of the various topics that are related to grammar, syntax, and clarity of expression. 
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Verbal presentations can be seen in a business meeting and conducting seminars for employees. Most of the time it can be observed that management team are conducting programs and events for employees that will help to encourage them or have knowledge about certain subject matter. For this, a proper presentation is essential so that all the employees get a clear idea about the subject matter and gain some knowledge. Proper presentation that is having an appropriate format and structure, which will deliver the right, amount of information to the employees and other individuals of a company. Identified in the ideas of Samran et al. (2019), it can be said that, verbal communication in a seminar or meeting includes a good body language, goof personality and good speaking power which enables a listener to gain as much knowledge as possible. The format and structure of this kind of presentation is mostly formal for business. However, it has been noticed that some individuals go for information way of presentation which is often eye-catching and opponents get an interest. 
[bookmark: _Toc26889810]Communication with an audience using visual and electronic resources
In this era, communication can be done using audio and visual electronic resources, which tends to attract the attention of the listeners. It has been observed that most of the time during a seminar or training program, employees gets bored because of just verbal communication by the management team. In order to increase the attention of employees or listeners, individual or management teams try to use audiovisual sources and electronic resources, which have the potential to increase the attention level of any employee or listens. PowerPoint presentation is used in various companies during their meetings. Individuals who are present in a meeting to get a clear idea about the topics that are being discussed. As per the ideas of Laing and Masoodian (2015), it can be said that management team uses video clips to show and give a clear understanding of any topic in a seminar to the employees. This increases the understanding and interest of an individual and tends to get a better understanding of the concerned topic of seminar or training or any event. 
[bookmark: _Toc26889811]How communication can be effective in business
[bookmark: _Toc26889812]Working collaboratively
Working collaboratively in an organisation is an integral part of any business. This helps to have a better relationship with co-workers, management teams, and with other partnered organisation. 
Shared ownership
Shared ownership helps the buyer to allow a buyer, who is eligible to buy a stake in a business or a property. Proper communication with shared ownership is required in order to establish a better relationship with them.  
Responsibility
Responsibility is another important aspect of a business, and every individual has different responsibilities in a company. Effective communication is necessary within an organisation to have a better understanding of the responsibility that has been assigned to a particular individual or a group. 
Issues related to confidentiality
A proper communication between the management team and the employees regarding an issue that is related to confidentiality is very essential. As per the ideas of Phutela (2015), it can be noted that a company has any confidentiality issues that are followed by the employees and this helps in the growth of any company. Therefore a proper communication can be beneficial for the company’s growth and increase information in employees regarding confidentiality. 
[bookmark: _Toc26889813]Negotiating and developing ideas
Communication within employees can bring out innovative ideas and creativity that will help to attain the future objectives and goals of an organisation. Negotiation within employees and management team is very much evident, which increases the understanding between members (Gorissen et al. 2016). Communication within employees brings out creative ideas from them which can be useful for the company. Communication enhances the performance in a business to a greater extent and helps to attain goals and have better communication within employees. 
[bookmark: _Toc26889814]Group dynamics theories
Group dynamics can be defined as the behavioural and attitudinal characteristics that can be found in a group. This theory mainly concerned with how a group is formed in a company, their individual process, and structure, and how the group is operated and its function. As per the ideas of Gligor et al. (2016), it can be noted that the group has some process of work, structure, and function which helps a company in different ways. In order to have a better functioning of an organisation, proper groups are required to be developed that will help to have better communication with the members of the company and management team. One theory that can be found in group dynamics is a classic theory that was developed by George Homans, who says that a group is developed on the basis of sentiments, interaction, and activities. In group dynamics, group types are present and it says about the nature of work that can be both formal and informal. The next elements of group dynamics are group structure and group roles through effective communication can be possible. 
[bookmark: _Toc26889815]Theories of team structures, such as Belbin
Belbin theory is related to teamwork that can be observed in any organisation to achieve the goals that are set by any company. Belbin believes that every individual has different characteristics that help to bring progress in teamwork. In order to develop the activities of teamwork a proper understanding of the strength and weaknesses is essential for the team members. This strength and weakness will help a team to make necessary improvements that are required in a team to have better productivity. Teamwork brings out innovative and creativity from a group of individuals who are involved in work and in an organisation. As per the ideas of Belbin (2010), it can be argued that team leaders and team development managers often use the Belbin theory to make a proper balance in a team. Nine team roles are included within this theory; they are a shaper, developer, finisher, a coordinator, and workers of the team, investigator, evaluator, specialist, and plant role. All of them make a better structure of a team which makes teamwork more efficient and productive. 
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Group strategies taken in a company becomes fruitful if all the points meet the goals and objectives of the concerned organisation. Group strategies can have shared objectives in them which often is taken as a strategic measure by any organisation (Adair, 2009). Communication within groups and teams helps to bring out effective materials that can be beneficial for a company. 
Shared objectives
Communication with proper members of a company can enhance the objectives that are set by the organisation. Sometimes during effective communication, different and improved objectives often come out, which is better than the previous one (Bown and Brady, 1991). Improvement of products and services, improving the shares in the market, improving the efficiency of the company are all shared objectives that can be improved and modified with proper and effective communication. 
Group agreements
Communication helps to improve group agreements that can be found in a business. This helps to improve the agreement that is going on in organisation. 
Meaningful schedules
Communication with the management team can bring out meaningful schedules that might help the employees to have better working behaviour. Proper communication can bring out shifting of the working hours of the organisation. 
Effective delegation
Proper communication can lead to a better and effective delegation, which can be helpful for the company. It is considered as the core concept of management leadership. This provides a better opportunity for the organisation. 
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From the above discussion, it can be concluded that proper communication and teamwork is very essential for a business. Communication can be improved by proper training, courses and attending doubt solving session. Communication with respect to business is important to make proper planning, leading, controlling and organizing various activities. It helps the higher authority to work according and perform well. Communication in a business can make some relevant changes that might be very beneficial for an organisation. 
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