
Student Name: Shahanara Noor
Student ID: 1707882






EFFECTIVE TEAM WORK & COMMUNICATION





Table of Contents
Introduction	4
Effective theories related to communication skills	4
Analysis of the Research	6
Practical Application and Demonstration	8
Recommendations	9
Conclusion	9






[bookmark: _Toc499221103]

[bookmark: _Toc502972695]Introduction
Communication skill generally is very important because the basic activities of management requires a good companionship with the people in order to carry out any task, controlling the people, leading them, planning and organizing a task. Communication helps the people to perform any task cordially. Essential plans should be communicated through the groups and tasks are required to be performed accordingly. Without effective communication the organization runs at a risk and loses it morale. (Baker  et al. 2016) emphasizes that a company must perform its communication skills effectively so that people working there (subordinate or the leader) can manage the job perfectly with the instruction. This report my experience of effective communication skills  including the analysis of archival materials, books and articles to justify the points, also adds the professional requirement to perform it for the better result. There are insights of the practical experiments proving the justification of effective team work and communication skill in management. This shows my experience of performing effective communication skills to perform better in the workplace.
[bookmark: _Toc502972696]Effective theories related to communication skills 
[bookmark: _GoBack]Scholar Maund emphasizes that collaboration tools have become more sophisticated because it allows employees to communicate with each other across the world (Maund et al,2017). To improve this skill now days companies or organizations now have started using different tools and software as well as learning projects and workshops. However, a question raises whether the tools or application software can really help in improvement of communication skill better than the field work. Morgan outlines five methodologies regarding the importance of indifferent communicative abilities (Morgan, 2016). The best communication skill includes honesty and then communication tools, sensitiveness towards situations and circumstantiality. Employees who can communicate openly and efficiently are always proved to be better in managing any organization. Social media, online forums can also perform some good tools to improve the communication skill. Setting up standards for good performance will only be possible in any company if that organization manages a good communication between the employees. Honest communication helps to build the chain of trust. Lack of communication can make the employees to withhold important information and also damages the company standard (West, 2012). Without proper communication the subordinate employees can feel excluded. Honestly, most of the companies lose its improvement and sustainability because of the miscommunication among the workers. Team work is another outcome of great management capacity. One just need not to focus on the communication only, team work is also important as a part of great management. Tuckman and Harper has talked about how employees should be given ample space in order to let them speak about their confusions, inability (Tuckman and Harper, 2012). But he states some major key problems in the communication and team work. As communication involves two or more than two different people, therefore then problem comes as who can be the targeted people or how will they accept the delivery of the speech or how to communicate with them in order to maintain a good relationship (Campion et al, 2013). One has to remember that communication and the team work that comes as an influence is on the spot project, it can be shaped by some application skills but can never be administrated or controlled by specific research outcomes. In this paper the discussion is about effective communication skills. Basically effective communication is an act that delivers information for the purpose of creating an understanding among the employees. But the key issues of effective communication skills are also important for maintaining the purpose in a better way. These are eye contact problems, the delivery of speech, lack of confidence, knowing the exact targeted people, trying to understand the repercussion. Source effects, effects of encoding and decoding, issues of media, receiver effects and most importantly feedback can be the influences and implications of the effective communication (Sundstrom et al, 2011). Here come the effectives of the sources. This can be divided into some sub-points according to Berlo’s Model of Communication:
· Credibility- Confusion whether the receiver thinks communicator trust-worthy.
· Appearance and attractiveness- Targeting the group of people with personal elegance, way of talking, eye contact for communicational purposes.
·  Expertise- Attracting the receiver with experiences and better qualifications so that they can listen.
· Similarities- Proving the similarities with the receiver so that the receiver understands and tries to listen.


Finally comes the feedback and it is equally important because every communication is not impactful unless both the person gets a feedback and reach a conclusion. The context of every communication is important. Effective communication requires some skill such as listening skill, verbal and written skill and most importantly Para-verbal and non verbal skills (Stone and Veloso, 2013).

[bookmark: _Toc499221106][bookmark: _Toc502972697]Analysis of the Research

Accoreding to my point of view, the establishment through this research is of how effective communication builds up a strong communication. We think we listen to 3000 words per second where it is just 120 words that we receive per second. So, most of the words that are spoken to us are received lately and also 25% of the words that we are being told are mostly pre-occupied by situations or misinterpreted or distracted by circumstances. Therefore, effective communication according to my study means having a strong ability to have patience and listen to the opponent. Increasing the interaction can help this problem, because if people interact more than simple bonding grows between them and they understands their perception in a better way. It also helps to know the strength and weakness of the teammates to solve the task in a better way. Interaction also determines whether the team members have understood the work or have acted positively towards the task or not. It ensures their effort and mindset in the team. Conflict can be an issue regarding effective communication skills; this is because a team that invests most of the time in conflict can never produce a better conclusion. Developing a good communication skill can avoid the chances of conflict producing a better result by avoiding miscommunication and misinterpretation. As this research insights upon communication and building the strong team work ,then responsibilities also plays an important part because if team members are concerned about their responsibilities then they try to react on the actual problems avoiding the misinterpretations and they ask for a possible solution or answer to their confusions if any. I found through my field research that broken communication can land them into no motivation and can discard their efforts towards work. Effective communication helps to train the members for performing any specific task in a better way. If communication system does not work properly in a tem then the task does not get distributed in a proper way. It also helps to spread any new information quickly than regular time. There are certain factors like non threatening eye contact, physical attention, asking intelligent questions, extending the time of the conversation which helps to build up a great team through communication skills because these prove whether the manager understands the requirement of the conversation and is capable of managing the team to perform the task or not. For non verbal communication gesture, face, body, eye delivers a great sense of positivity to make an effective communication if they are used correctly. Because psychologically avoiding the eye contact means lying or lack of self-confidence, looking past someone means getting bored of the conversation, turning the head slightly means speaking of avoidance and most importantly nodding and smiling can evaluate the sense of not understanding the fact or getting confused. Communication can only build a strong team, if a team do not communicate well then they can never play their task well and according to the requirement because here the main key factor is coordination, which generates from an effective communication among the team.

[bookmark: _Toc499221107][bookmark: _Toc502972698]Practical Application and Demonstration

It is important to understand that this research is basically a field work study and it can never be established by theories. Practical experience is very much important to get the conclusion whether effective team work requires great communication or not. According my study, it is established that Essex County Council has designed effective workshops that are mostly held in different councils and organizations and schools as well. It is basically a two day’s workshop where the participants are divided into two groups and asked to communicate with each other in order to perform various tasks. In this workshop there is a trainer that teaches about the key factors of the effective communications and team work before the participation of the teams and at the end of the day the teams are requested to submit a report about their willingness towards the task and their experience of the entire communication. This workshop has been proved very useful and efficient in building positive approaches to various teams and it is being performed in most of the organizations now days. This workshop was beneficial for my research as well, as a participant of this workshop, I was able to examine the effectiveness myself. Organizations are now days providing courses and workshops regarding leadership abilities because it is an important factor. Even during my reaserch I examined the case of Oakfield School at Wickford situated in Essex and it was evident that it also organizes a bi-monthly workshop. It organized this workshop for a different school over a span of one constructive year and the result was devastating. That workshop proved to be very useful in building positive team that responds to good communication skills at least in my terms. This workshop had plenary and break-out sessions that helped the performers to learn each other’s strength and weakness and they performed really well as a team because they were able to respond to the team’s requirement at emergency. The teams showed great interest at the end and reached high level of satisfaction. These field works prove how effectively communication skills can be in maintaining a good team. Both the workshops according to my point emphasized on the leadership part because every team needs to perform centrally and there is where the leadership comes. So, in practicality, effective team work and communication both are compiled with each other. But there are certain limitations to the tools that can be applied in maintaining an effective team work through good communication because at the end of the day circumstances play a good part and as the entire research is based upon human perception, the entire theory becomes relative at times.


[bookmark: _Toc502972699]Recommendations
Effective team work and leadership requires some professional skills to perform it in practical life. Those skills are conflict management, listening to the individual, maintaining the reliability so that the team members can trust the manager. 
1. Maintaining respectful behavior towards subordinate workers’ can also make them rely on the team leader which will help the manager to make them perform well as a team. Creativity, coordination and cooperation work as important skills to perform as the key which can build a good team. 
2. A set of interviews were conducted where employers were asked whether these skills help them to perform as a better team or not and all the interviews had positive results. In fact they agreed vastly that good communication always helps them to improve their relationship with the fellow members which later come out as a great team effort in executing any work.
[bookmark: _Toc499221109][bookmark: _Toc502972700]Conclusion
This research shows that good team work requires effective communication skills which help to perform any organizational task in a better way. It also helps to strengthen the company’s productivity as well as the power of handling any work pressure.
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