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Introduction: 
The purpose of the task it to write an Academic Report for Effective Communication in teams. In this report, we will focus on: what is Effective Communication, how to develop Effective Communication, what are the benefits of Effective Communication in teams and how Effective Communication can bring any business or workplace on a better performance level. One of the main factors for a good team is exactly Communication, it’s integral to any team or a business success. If you have good communication skills, you can get your message clearly across the people you are working with in an effective way and they will be able to complete the tasks without any hesitation.


1. What is Effective Communication?
[bookmark: _Int_1bYHWaoU][bookmark: _Int_U7fbKNWb][bookmark: _Int_VNdbg5Vi]Most people will say that communication is not very important skill and will explain it simple, as talking, listening, exchanging information. Yes, the actual meaning is exactly this, but there is more than just that. Effective communication is about understanding the task or the instruction you are given, pass the information you have to another person with ease in a way he can understand you perfect without any confusion. We can also say that communication is art because when two people share ideas they can create a lot of great things, but most importantly when you are in a team and you have good communication skills, this can make the job a lot easier. Let’s say that the CEO of the company gives you a task to be done and you have a deadline to finish it and you have to inform all the workers what should be done and in what time. To get your message completely understandable you have to recognize the barriers standing between you and the workers, it requires the right and professional communication skills for situation like this to prevent those barriers. Those barriers can be different cultures, different experiences, or different perspectives of how the job have to be done. This is why whenever you have to pass important information the main thing is to be calm and keep it straight forward so there is no confusion when other people are listening. Of course, the effective communication is a two-way street and if the other side is not a good listener, things can get complicated but if you develop good communication skills the message will be received clearly by the other side. (M.T.D Training, 2012)











2. How to develop Effective Communication
When you want to develop good communication between you and the people you work with, there are some key factors that you should focus on. First and most important is to clarify your objective, when you start the conversation make sure what you want to achieve from it. Think about the problem and what are the possible solutions for it, to make yourself clear first look deep into what you are trying to say and find the best words to describe it or “find the solution”, don’t just talk through it to keep the conversation going because that will lead to nothing. Don’t let other thoughts or ideas distract you from what you are going to say, keep it straight forward.  (Alan, 2013) 
Effective Communication it’s not a one side thing, it also requires listening skills. To develop the perfect communication skills, you must be a good listener. Listen what other people have to say with empathy and show that you really pay attention, ask questions and tell them to repeat whenever is needed so you can understand perfect everything and respond in the best way possible that will show you have interest in the conversation. One more thing to practice is the supportive communication, there is simple ways which will help you to become effective listener. When someone is talking never interrupt them, let them finish what they have to say and ask for as much details as possible. When working in a team this will help a lot because if everyone is talking or proposing ideas of how the work should be done, instead of working they will be arguing, and no work will be done which will lead to bad results. (Edward, 2011)

2.1 Example: 
You are the manager of Pick and Pack in a warehouse and one of the workers is struggling with moving the stock from the pallets, if you go to tell him “You can carry the boxes one by one it will be faster, or actually you can just pick 2 boxes instead of 4 it will be a lot easier for you” that will leave the worker confused because you suggested him 2 different options. Instead of doing that, make yourself clear and propose the best solution, for instance: “Hey, you can take the pump truck and load the boxes on the smaller pallet that will be more efficient than what you are doing”, this is how you develop Effective Communication, first think about it before you say something, so you can make yourself clear.





















3. What are the benefits of Effective Communication in teams
There are a lot of benefits from Effective Communication which can make one team great. When people work in a team and they communicate a lot, the chance of them getting closer to each other is big, not even they get closer, but this also reduces the conflicts between them. Most of the conflicts start from poor communication between the people because they can feel not understood or disrespected. When there is effective communication in teams it does more than just sharing information, it connects you with others and creates better engagement, which leads to increased satisfaction and enjoyable work environment. This is how trust is built in teams and it brings positive attitudes and superior level of performance as a team. All these benefits improve the team productivity, because when one team fell connected to each other and the communication is performed in an effective manner, their performance is on a high level. Communication is so important for problem solving and for preventing any kinds of problems that can happen. To avoid problems, one team should listen what everyone thinks about it and what is their opinion so they can agree on one solution which will satisfy everyone and resolve the problem. (Zareen, 2013)














Conclusion:
In this report we learned about the Effective Communication in teams, which is defined as passing information to another person efficiently, overcome the possible communication barriers so the information can be received nice and clear. Choosing the perfect channel for communication in every situation. Many ways how to develop and improve communication skills by delivering messages clearly, keep it straight forward when explaining something, never get distracted from other thoughts or ideas, be a good listener when someone is talking to you and answer in a proper way to show that you have interest. Benefits of the Effective Communication while working in a team and great team performance.
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