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[bookmark: _Toc6526312]Introduction 
In today’s environment it is usual to work in teams in order to accomplish goal and tasks of an organization. Working as a team is considered to be an important t skill in order to survive in the workplace. However as people progress through the stages of life they continues to strive in regard of communication. Communication is a part of our day to day life. It is also overlooked in many areas. However in regards of team environment communication plays a vital role. This assignment focuses on evaluating the aspects related with effective communication. The importance of communication in context of teamwork re analysed in order to understand is implication.   
[bookmark: _Toc6526313]Communication and teamwork in workplace 
Communication in workplace is considered to be an essential tool for achieving productivity. It also helps in maintaining strong working relationships at different levels of an organization.  Employers emphasizing on effective communication in workplace helps to build trust among the employees, increase productivity morale and output. It is also elated that employees with good communication skill are considered to be a valuable asset to the organization. Poor communication in the work environment affects the skills of the staff and makes them unmotivated. The importance of effective communication is present deep within the business. This is because effective communication provides various benefits to the organization.  
Teamwork is defined to be the formal workgroup that includes individuals working together in order to attain a common goal (Lindlof and Taylor, 2017). It is evident that teamwork helps the employees to communicate in various ways. Utilization of teams in the workplace helps in improving employee communication. The effective team emphasizes on sharing ideas and information with the prospect of enhancing communication within the team and the company. In a business organization effective communication is considered to increase the workflow. This is because it enhances and supports in keeping good morale in the workplace. 
[bookmark: _Toc6526314]Importance of communication in the workplace  
Effective communication in the workplace is considered to be an integral element that supports in the achieving success for the business. Effective communication helps in enhancing relationships that is within the company as well as with the clients. It also supports in regards of increasing employee engagement and total effectiveness of the team. In this context the importance of communication in terms of teamwork are discussed below-
1. Effective communication helps in improving the aspects related to team building. The exchange of different thoughts, ideas, perspectives as well as opinion is considered to be very important for the development of the team.  
2. Another factor is that good communication contributes to the development of the organization. This is because good communication eliminates uncertainties as well as makes the process fast. This helps to ensure that smooth delivery of projects are initiated.
3. Effective communication in the workplace also helps to increase innovation. This is due to the fact that open line of communication provides opportunity to place their ideas and thoughts forward (Kiekel et al. 2017). This makes them more encouraged to be more innovative and creative. The increase in the innovation and creation help in developing the organization and builds the team strong.
4. Communicating effectively at work also supports in the overall increase in performance. Effective communication within the employees makes the managers understand their skills and talents. This helps in the context of providing them with proper direction. 
5. It also increases efficiency and loyalty within the work environment. Effective communication helps the employees to increase the overall quality of work and it makes them more loyal to the organization.
[bookmark: _Toc6526315]Components of effective team communication 
Smooth workflow of an organization is dependent on effective communication as it plays an important role. In this context the components of team communication are important aspects that are required to focus on. It is important in this regards that strategies are identified for effective team communication. With this purpose the personal goals of the employees are required to be discussed.  In this context the areas of disagreement can be evaluated that will help in avoiding any conflict. It will also avoid misunderstanding among the team members and increase the efficiency of work (Arnold and Boggs, 2019). It is important to understand the natural distribution of rows in a team. The team members are required to be aware about each other’s skills, thoughts and experiences. This helps to create good bonding and the coordination increases. It is also important that team values are not distorted. The efforts need to be on understanding each other and reach mutual agreement. The other key elements like recognition, feedback, trust, positivity and support plays important role in building an effective team. In this regards boosting communication and other values helps to establish an effective team communication.    
[bookmark: _Toc6526316]Conflicts in workplace
The dissimilarity in the opinion and ideas in the team results to conflict. It is evident that to avoid conflict effective communication needs to be prioritized. It is observed that communication has a big role in conflict management in the workplace (Harris and Sherblom, 2018). The poor communication among the team members results to misunderstanding that leads to conflict in the work environment. In that prospect communication needs to be clear and precise in order to avoid any kind of misunderstanding and conflict. The factors like not coming to a conclusion or not willing to compromise affects the quality of work of the team. The strong opposition about each other thoughts and ideas leads to a conflict.         
[bookmark: _Toc6526317]Theories of communication
Following are the theories of communication that can be helpful to deal with the conflicts in the workplace-
1. Cognitive theory of communication that focuses on conflict those results from incompatible beliefs or attitudes. This theory suggests that the person having cognitive dissonance needs to find balance in their beliefs. IN this context it is essential to avoid hearing viewpoints that are opposing or not in accordance to their belief.
2. Another theory is communication accommodation theory (Körner et al. 2016). This theory emphasizes on accommodating people with different communication style. The changes are incorporated in the verbal and non-verbal styles through divergence and convergence process.
3. Theory of reasoned action is another communication theory that focuses on the aspect of influencing behaviour with influencing the individual’s intentions. In this context two important factors are personal attitudinal judgement and social-normative considerations. 
4. Social learning theory emphasizes on individual learning for other individual through imitating, observing. It focuses on the aspect that human behaviour can be changed through continuous interaction between the behavioural, environment influences and cognitive factors. 
[bookmark: _Toc6526318]Interpersonal communication
In the work environment interpersonal communication is determined to be an important form of communication. The interpersonal communication helps in the context of breaking down the barriers that the people put up in regards of protecting themselves. The six distinct categories of interpersonal communication are verbal and nonverbal communication, relational dialectics, face to face communication, the process of message production, social interaction as well as deceptive communication (Jackson, 2015). Interpersonal communication involves independent people that mean that the action on one individual has effect on the other. Interpersonal communication is also considered to be relational in nature. The type of communication can be highly personal to relatively impersonal.  The elements of interpersonal communication are source-receiver, messages, feedback, channel, noise and context.    
[bookmark: _Toc6526319]Communication models
Communication models are evaluated to be the systematic representation that supports in understanding the factors of communication and how to works. The communication models are focused on explaining the process is symbols and metaphorically.  It works on breaking communication in terms of complex to simple. The models also focus on keeping the components of communication in order. Communication models are used by the organization in order to foster their communication, evaluate situation and explore the options. It is also utilized to understand the receiver’s interpretation of message (Levi, 2015). One of the models is linear model of communication. This is a simple communication model that is determined to be one way. In accordance to this model the message flows in the straight line that is from sender to the receiver. Concept of feedback is not present in this model of communication (Adler et al. 2016). Another model of communication is transactional model of communication. In this model the sender and the receiver, both were considered to be communicators. Both the communicators have equalled an important role to play. This model is related with the factors of cultural upbringing, social reality as well as relational context. Non verbal feedback is present in this model of communication. Non-verbal feedback like body language, gestures are considered to be the feedback. Another communication model that is helpful for building effective teams is Interactive model (Santos and Semana, 2015). This model is mostly used for dealing with the new media like internet. This helps the organization to respond to mass communication that includes news, video and other medium. With the help of this model people can exchange their ideas and views in a convenient way. In this context it is important to determine the purpose of communication before using the channels and methods of communication.      
[bookmark: _Toc6526320]Formats of written communication
Written communication involves use of words in regards of communication. This can be in the form of telegrams, letters, memos, email, reports as well as instant messages.  Written communication is considered to be very important for each member of the organization. This is because written communication is the common form of communication utilized by people. It is widely used in the business organization as personal contact is not required. It also helps to save money (Harris, 2016). It is also considered to be a document that is determined to be proof in case of any dispute. Written formats of communication are considered to be complex business messages. This is because it comprises the important facts and figures. Effective use of written format helps in regards of building effective team communication and inter-organizational efficiency.  
[bookmark: _Toc6526321]Strategies for improving communication in the workplace
Effective communication is determined to involve several skills. In order to communicate in the effective way the team members requires skill like listening, verbal communication, written communication as well as non-verbal communication (Fine, 2016). In this context the employees are required to be trained. Following are the strategies to develop the mentioned skills of the team in order to establish effective communication in the work environment -
Verbal communication
· For verbal communication organizing and planning messages while putting the key points in the logical sequence
· Dividing messages in smaller parts makes communication easier and understandable
· Use of good grammar as well as pronunciation needs to be emphasized
· Providing an  appropriate amount of information is another key factor of effective communication 
Listening 
·  Understanding the underlying meaning of the messages given by others is an important factor
· Modifying the speech in order to meet the needs of others are considered to be an effective strategy
· contributing as well as working more effectively i a team also develops the skill

Non verbal communication
· Using appropriate facial expression is considered to be an important factor in order to demonstrate an understanding, attention and concern
· Maintaining appropriate posture and eye contact is another way
· Speaking, dressing and conduction in a professional manner is also essential improve the skill
Written communication
· Effective written communication can be developed with keeping the sentence clear and short
· Using language that will be easily understandable by the reader is another strategy of making the communication effective
· Use of good grammar and correct spelling helps in developing the skill

[bookmark: _Toc6526322]Conclusion 
Effective communication as well as teamwork helps in regards of maintaining a business with a positive work environment. Effective communication is also evaluated to be permeating in all the areas of the organization. The effective communication and teamwork support the organization in terms of boosting accountability and meet the expectations. In this context building listening skill is also considered to be an effective method. This will help in avoiding any kind of misunderstanding that leads to conflict. In this context encouraging team strengthening communication as it plays an important role. This is essential in the context of overall development of the employees and the organization.   
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