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The research sheds light on the value of efficiency of communication within a company and also the need for team building. This also illustrates the methods that can be applied in order to maintain an effective workplace. In addition to this, the report also informs different theories and models that can be utilised for enhancing the team-building spirit and also communication. The report also covers the recognition of the role of practice ineffective communication and the techniques that can communicate within the workplace environment.
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One of the leading functions of communication is the communicative function. 
It manifests itself in the mutual exchange of information between partners, in 
transmitting and receiving knowledge, opinions, feelings, suggestions for one or another 
issue. Communication is transmitting meaningful information, 
her emotional and intellectual content from the sender to 
the recipient, i.e. from a person, group or organisation to another person, 
Group or organisation. 
Communicative activity contributes to the development of all mental processes and personality traits. Human communication skills are an important aspect
establishing full interpersonal relationships, and networking with people around you. 
  







Communication is a process of interaction of specific individuals, in a certain way reflecting each other, related to each other and acting on each other. Entering communication, i.e. interacting friend with a friend, people usually pursue specific goals: exchange or transfer information, the formation of professional skills, the formation of a relationship to oneself, to other people, to society exchange of activities, emotional states and emotions. 
Communicative skills are the conscious communicative actions of students and their ability to build their behaviour, manage it under the tasks of communication. In this definition, two points attract attention:
 
1. Communicative skills are precisely conscious communicative actions that are based on a system of knowledge and gained elementary skills. 
2. Communicative skills are also the ability of students to control their behaviour, to use the most rational techniques and methods of action.




The ability to assess the situation of communication is the ability to observe the situation, choose the most informative signs and pay attention to them; correctly perceive and test the social and psychological meaning of the situation. 

Associated communication skills include: ability to contact strangers; the ability to prevent the occurrence and timely resolve conflicts and misunderstandings that have already arisen; ability to behave in such a way as to be understood and perceived by another person; ability to behave in such a way as to enable another person to express their interests and feelings 

Developing communication skills help easily establish contact; support any conversation; listen and hear the interlocutor; confidently convey their point of view; to argue and defend their position; find a common solution and find a compromise.
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Strong communication skills make employees more productive and more efficient. When you know how to communicate well and establish contact the first time, it saves you a lot of working time, which would otherwise be spent on clarifying, answering questions, distorting information, misinterpreting the information received, correcting errors, etc. 
main tasks of communication: 

• To set up a contact 
• Express / prove oneself 
• Listen to the other and confirm that you understand him 
• Convincing your point of view 
• Get feedback



The skills of effective communication owning them allow opposing opinions to coexist. He/she seeks to understand someone else’s point of view and find a compromise. Clarification of the relationship, the debate about who is right and who is to blame, do not lead to anything. The main point of effective communication is to build relationships and find a common language. 

Active listening: technique and advantages the advantages of the active listening technique are most pronounced in negotiations when the secretary communicates with the head and in the customer’s work service department.


We distinguish the following methods of active listening: 

A pause is just a break in speech. You are silent, do not interrupt the interlocutor and give him the opportunity to ponder the following words. Sometimes after such a pause, the interlocutor says something was not about to be discussed. The ability to pause and turn attention to the other person is one of the main and most difficult skills of active listening. 

Clarification - do not afraid to ask the interlocutor to clarify any of the above. It will please a person you are interested in the details. 

Retelling - try in your own words to repeat what you just heard from your interlocutor. Try to highlight the main thing and put emphasis. The retelling will give you interlocutor the opportunity to test how you understood him and to correct what him said. Retelling is a great way to summarise a conversation. Your interlocutor will make sure that you listened to him and understood. 

Repetition - unlike retelling, repetition is a verbatim repetition of what your interlocutor said. Do not afraid that the interlocutor will think you are mimicking him. A literal repetition shows that you are very attentive to what your counterpart said and appreciate his every word. 
The development of thought - try to catch the listener’s thought and develop it, give it a new impetus. Keep in mind that this technique is best used in a conversation with someone you know. 
Assessment of the interlocutor - during the conversation, you share with your interlocutor your impression that he and his words make on you: “I understand how difficult it is for you to talk about it”; “This topic is very close to you.” 

Evaluation of yourself - you can tell your communication partner how your condition has changed during the conversation: “I am so pleased to hear this from you”; “I was struck by your story.” 
Evaluation of the conversation itself - you tell your interlocutor your opinion about the conversation: “I am very glad that we talked about it”.

Developing excellence as listener can be difficult, but to achieve professional excellence, you must hone your ability to listen effectively. (A.Mauld, M.Schriek, P.Tinkler)
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Communication is a complex, multifaceted process of establishing and developing contacts between people, generated by the needs of joint activities and including the exchange of information, the development of a single interaction strategy, the perception and understanding of another person. A good team comprises players who restrict their activities to avoid diminishing the role of others but who play their own role with distinction. (Belbin 1993) From the definition of communication, this is a complex process which includes three components: 
The communicative side of communication is the exchange of information between people; 
The interactive site is the organisation of interaction between individuals; 
The perceptual side means the process of perception of each other by communication partners and the establishment of mutual understanding. Thus, we can talk about communication as the organisation of joint activities and the relationship of the people included in it.


There are several theories that explain interpersonal interaction

Belbin’s concept of the team is based on the idea that any, even the smallest organization, should have the position of teamwork, where everyone plays only his own role.

Plant, Resource Investigator, Coordinator, Shaper, Monitor Evaluator, Team Worker, Implementer, Finisher, Specialist.


Each of the nine roles has advantages and disadvantages. And it’s not scary if the weaknesses are “permissible”. However, if in the process of work, they are transformed into “unacceptable”, then it is better to part with such an employee. 
According to Belbin’s theory, there are three categories of roles in a team: the roles of people of action - a motivator, an implementer, a controller; socially oriented roles - coordinator, resource researcher, team worker; intellectual roles - generator of ideas, analyst-strategist, specialist. 
If the goal is to come up with a new product, then for this it is better to attract people who play intellectual roles - an idea generator, specialist and strategic analyst. To bring a product to the market, it needs action people (Motivator, Finisher, Implementer).
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According to the conception of Tuckman, groups go through five defined stages of development: the stage of the development of the group, the stage of the conflict, the stage of adoption of group norms, the stage of execution and the stage of interruption of activity. 

The process of group development and transition from one stage to another can be slow, not all groups survive the above stages, some of them remain at average levels, which makes the group’s activity ineffective. All groups are not equal effective in buttering their member from both forms of loneliness (D.Forsyth). 

We can characterize these stages. 

1. The stage of the emergence of a group is characterized by the establishment of initial contacts between group members and the search for ingroups and primary groups to deepen intragroup interaction. During this period, each member of the group finds out it accepts what values ​​ in this environment, which attitudes and moods dominate.
2. The conflict stage or the stage of self-assertion (storm) is the period of group development most unpleasant for the organization’s activities. Having formed the primary groups, its members are trying to assert themselves in their roles, expand the boundaries of their own significance, determine the relationship of interdependence and intra-group hierarchy.
3. The stage of norm formation and adoption of norms. At this stage, the focus is on the organization of the product manufacturing process itself, the development of technology. 
4. Executive stage. By the beginning of this stage, the group has already created an effective work structure, and its main concern is the actual fulfilment of goals and objectives. 
5. The interruption stage is the final stage of the group’s development, which threatens the group with disbandment, both because of the impossibility of achieving group goals and because of the departure of its members.
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The Shannon and Weaver model was developed in 1948 when Cloud Elwood Shannon wrote the article “Mathematical Theory of Negotiations” in the Bell System Technical Journal in collaboration with Warren Weaver (P.Baines, A.Haslan 2005).

Sender (source of information) - this is the person who composes the message, selects a channel for delivery of this message and sends it. 
Encoder (transmitter). An encoder is an individual who uses an apparatus that transcodes information into a sequence of signals or characters. Also, the device itself can be called a transmitter. 
Channel. A channel is a medium through which we send a message. 
A decoder (receiver) is an apparatus that converts signals or symbols into an initial message or a receiver that independently decrypts the message. 
Destination (destination) - the addressee is the person who receives the information or the place where this information should arrive. The recipient should engage feedback if so, prescribed in the message. 
Interference. Interference refers to physical noise, such as the environment, people, everything that prevents the addressee from receiving the information as we sent it. In oral speech, the Information source is the brain. 


According to Shannon-Weaver, there are three degrees of communication problems. It: 
Technical Problem - The problem is caused by the channel. 
Semantic problem - the meaning of the message is misunderstood by the recipient. 
The problem of efficiency is how effectively the message provokes a reaction at the addressee. 

Advantages of the Shannon-Weaver Model 

The concept of noise helps make communication more efficient by removing the source of noise or a technical malfunction that interferes. 
The model also includes feedback, so it can apply to any negotiation or communication. 
Communication has a mathematical evaluation in the Shannon-Weaver model.
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We spend most of our time at work, so a favourable climate in the company is of great importance to everyone. A good team can be distinguished by the way people interact in it. 
The subject of the psychology of business communication are the problems of the interaction of people in business. 
The relationship between employees depends on many factors, which include: 
· floor; 
· age; 
· education; 
· moral principles. 

Approximately the same age determines common interests, and a similar level of education helps maintain a favourable environment in the team. As a rule, there are fewer conflicts in men’s groups, and mixed groups are considered the most optimal option, since they favourably affect the work process and team spirit. 
In the psychology of communicating with colleagues, an important role is given to the presence of corporate values ​​shared by all employees. Corporate principles directly affect the socio-psychological climate in the team, as well as the image of the company.
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Interpersonal (human) relationships  the totality of interactions between individuals that make up the public hierarchical ladder. Human relations are mainly based on the connections that exist between members of society because of different communication: primarily visual (or non-verbal connections, which include both appearance and body movements, gestures), linguistic (oral speech), affective, and languages ​​built because of the development of complex societies (economic, political, etc.). 

Classification of interpersonal relationships: 
Primary relations: those that are established between people as necessary in themselves. 
Secondary relations: those that arise in the need for help or any function that one person performs in relation to another.

[bookmark: _Toc29229650]Method of Communication

Verbal communication. It provides the transmission of information in the process of communication using the language - the main, specifically human communication tool, and non-speech methods. 
It carries verbal communication out using the word - the main and most perfect form of human communication. The level of language proficiency, the richness and culture of language utterance determine the possibilities and effectiveness of communication of each individual person. 
In parallel with the language as a way of communication using the word, non-verbal methods are widely used - gestures, facial expressions, intonation, pauses, manners, appearance.

Non-verbal communication. This is a special language - the “language of feelings.” It is a product of people’s social development, which significantly enhances the semantic effect of communication, but can also replace words. 
Of great importance for establishing meaningful and emotional contacts in communication is the appearance of a person. On its basis, the first impression of a person arises, which often determines the development of further relations. The external appearance of a person comprises the physical appearance, clothing, manner of holding oneself, habits. To some extent, he can consciously change but remains conservative in his sushi.
The interactive side of communication is a conditional term that describes the characteristics of the components of communication-related to the interaction of people, the direct organization of their joint activities. Communication goals reflect the needs of people’s collaboration. Communication should always imply some result - a change in the behaviour and activities of other people. Here, communication acts as interpersonal interaction, i.e. a set of ties and mutual influence of people developing in their joint activities. 
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From this research, it can be concluded that communication is an essential aspect in the work atmosphere. It helps business teams in a variety of ways. In addition, business organizations can be encouraged to use communication models to understand the power of the sent message. In addition, the inclusion of personal development periods in communication skills can also be done so that employees can communicate rightly with the good tone and choice of language with clients. Thus, it facilitates in the development of the organization, and also improves productivity. Thus, the report focuses on the priority of effective communication in the workplace.
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