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Effective Team Work and Communication
Introduction
	Communication is fundamentally the process of transferring meaningful information between individuals, entities, or groups using mutually agreed upon symbols, signs, and semiotic principles (Bayles and Tomoeda, 2018). How communication is carried out at a workplace is ensures the success or the failure of an organization. Effective communication is a critical component of achieving efficiency and sustaining strong working and collaborative relationships at all company levels. Effective communication at work entails establishing and then sustaining a pleasant work environment. Establishing and maintaining a healthy working environment are two of the primary goals of effective organizational communication. The report's objective is to discuss what communication is, strategies for effective communication, and the various communication skills that an individual should acquire to have friendly communication at work and be successful in their career. It also analyzes strategies for practical teamwork by use of various communication models and different case studies.
[bookmark: _Toc89649216]Communication models 
	Conceptual models designed to describe human communication are referred to as communication models. In the workplace, effective communication is critical to the well-being and productivity of everyone involved. This case relates to how one individual attempt to communicate with another person or group of people. There are many communication methods, and they all play a significant part in getting the word out. Shannon & Weaver, as well as David Berlo’s communication models, are discussed below.
[bookmark: _Toc89649217]Shannon & Weaver (S&W) communication model 
The communication model developed by Shannon and Weaver comprises five primary variables organized linearly. Message encoding, channel or medium, noise, decoding, and feedback submission are steps in transmitting a message in this model. The image (Kubota, 2019) shows the flow of information across various elements in the Shannon and Weaver model.[image: ]
Fig 1.  Shannon & Weaver communication model
 The communication process begins when the sender selects a channel or medium for transmitting the message. Some mechanisms or channels used to share information could be either orally, in writing, or via body language. Based on this model, the person who initiates communication is referred to as the sender and marks the beginning of communication. Another significant element is message encoding which is the step of communication during which the message is encoded so that no one except the recipient understands it. Encoding is a process carried out by a computer or a human being that turns data into signals transmitted between a sender and receiver. This model was created to illustrate the communication process in telephones and computers when words are encoded using binary codes or radio waves.
	Communication via telephone and computers permits a message to be transmitted from the sender to the recipient after decoding. Noise is yet another element in the S&W model and is described as interfering with a person's ability to comprehend a message. Internal and exterior are the two main categories. Internal noise occurs throughout the sender's and receiver's message encoding and decoding processes. On the other hand, external noise occurs when unwanted sounds, such as sluggish internet or a poor network, obstruct communication between the sender and recipient. Message decoding, which is the inverse of encoding, often involves a device or a human decoding a message sent by the sender into a format that the recipient can comprehend. Decoding is possible in direct communication without the use of technology. The destination of any information in the S&W model is the recipient or the receiver. The final element of the model is Feedback which is a response to information received from the sender that signifies the end of the conversation. The answer assists the sender in determining the message or assists the sender in determining the message received without any noise and their understanding of it.
Example of Shannon & Weaver communication model.
A Professor of English at a renowned Welsh university resided in a sprawling mansion in a bit of settlement. One night, while smoking his pipe, the professor fell asleep, and the line dropped into the carpet, sparking a fire (Lloyd, 1985). When the professor awakened and saw the home was on fire, he ran into the village, yelling, 'The edifice is being burned by a gigantic blaze!' (Lloyd, 1985) the villagers could not help since they never understood the professor's vocabulary.
[bookmark: _Toc89649218]Berlo’s communication model
	Berlo’s communication model comprises a Source, Message, Channel, and Receiver. Among Berlo's distinguishing characteristics is that it gives a clear assessment of the significant aspects in each phase that will impact how well the information is conveyed. The model begins with the sender and the attributes defining how well the message will be communicated communication skills, attitude, culture, and social system. in the same way, the message comprises three main components: content, formatting, and code. The channels in this model include listening, seeing, feeling, tasting, and others. Recipient variables include personality, experience, and social context (Coombs et al., 2004). The figure below shows Berlo's communication model (Kurtzo et al.,2019)
[image: ]
Fig 2. Berlo’s communication model
Example of Berlo’s communication model
	Mark receives a free vacation to California as a prize for becoming the best salesperson for his computer firm in London. He has heard Mrs. Brown referred to as the 'Wicked Witch of the West' due to her gruff demeanor and her haste in firing staff who do not like her (Wojcik, 1996). His coworkers speculated that she would even promote him! When Mark enters his new workplace, he is met by a petite lady who inquiries about his trip and if he would like a cup of tea or coffee. Mrs. Brown was the polar opposite of the witch they had said she was (Wojcik, 1996). She asks him several questions about his business and convinces people to purchase their items. He starts to feel more at ease as he recalls and rehearses these events in his memory.
[bookmark: _Toc89649219]Skills in communication
[bookmark: _Toc89649220]Verbal skills
	Verbal communication refers to the transmission of information between two parties through spoken words and other sounds. Phone calls, face-to-face conversations, and presentations are the most common places employed, as are video conferences and meetings. It's the most effective means of communication that exists (Sivtanides et al., 2020). The effectiveness of information conveyed by verbal means is governed by the phrases one employs, how they pronounce them, and how they enhance them for non-verbal interactions. This also affects the message distribution, how it is received, and how it is understood. Therefore, assessing the choice of vocabulary to use is the key to effective verbal communication. When speaking about the same subject, it's common to use various terms. An informal conversation with someone close to someone is very different from a formal presentation at a conference. How one speaks is determined by one’s tone and cadence. The audience can tell a lot about one’s through their body language and nonverbal cues, such as how committed and involved they are in the presentation or whether or not they are worried about their reaction.
[bookmark: _Toc89649221]Non- verbal skills
	A person's ability to connect, communicate, and maintain healthy interpersonal relationships can be bolstered through nonverbal cues. Relationships can be strengthened if you have a better understanding of this method of communication. When it comes to nonverbal communication, other people can interpret many different types, especially across cultures. If nonverbal cues are absent, this could be an important indicator that something is wrong (Heiner Ellgring, 1989). Each action and combination of bodily movements – for example, changes in posture, eye orientation, limb motions, and facial emotions – communicate with others. This may be subtle or explicit, and it can be contradictory: a person may say one thing while their body language communicates an entirely different message. This is especially true if a person fails to state the facts. Because nonverbal communication is always natural and typically difficult to falsify, a person's actual feelings are usually more represented.
[bookmark: _Toc89649222]Writing skills
	To communicate effectively in writing, one must have strong writing skills. Although verbal and nonverbal communication skills have many similarities, considerable differences exist. While body language and voice tone are used in oral communication to express context and style, spelling, punctuation, and word choice are used in written communication (Amalraj, 2010). Preparation and attention to detail are necessary to improve one's written communication skills. Clarity helps the reader comprehend what the writer is doing or understand enough to see what needs clarification. Get on the stage as quickly and efficiently as possible. Don't provide more information than is necessary to communicate. The more organized the writing is, the more meticulous the writer must be about grammar and punctuation. Grammar and punctuation are also essential in informal writing to make a point.
[bookmark: _Toc89649223]Effective teamwork strategies
	Teamwork is critical to a company's success because it allows employees to work together toward a common goal. Effective communication among the team members is a source of satisfaction and motivation. It makes the members feel accommodated and confident that their efforts and suggestions account for the success of an organization. Effective communication also helps in time saving and efficient use of resources in completing various projects in an organization (Coombs et al., 2004). It also enhances the mutual understanding among the team members regardless of their culture or social differences. To ensure the effectiveness of teamwork in the workplace, leaders should provide ease of communication among the team members. This can be done by ensuring that all project objectives are clearly outlined in the best way that every member can understand before their start. When everybody knows what is expected of them, by what time, and the people involved, it becomes easy to ask a question when stuck. Issues affecting a team can be quickly resolved when effective communication in the group.
[bookmark: _Toc89649224]Improper communication at the workplace
	Improper communication in the workplace may manifest itself in various ways, including a lack of communication, wrong message, insufficient guidance, and a variety of other difficulties with speaking, writing, and listening. One of my friends, who worked as a financial manager at Diageo company, was recently fired due to poor communication between him and the human resource manager. My friend Rita was instructed to submit an essential set of data by Thursday while it was still on Wednesday, and responded that she had no trouble acquiring what was needed by that day. On surface, this appears like excellent communication. However, Rita thought she had the whole to deliver the data when required by Thursday morning to meet the supplier's deadline to provide an order required by the company. Thursday around 10 a.m., it was discovered that Rita had not started working on it, thinking she could deliver it anytime during the day. The company had to miss their deadline with the suppliers, who couldn't provide the packaging materials needed to fill an order due the following Tuesday. Rita was fired since the company had to lose a new customer who would have brought good profit.
[bookmark: _Toc89649225]Suggestions to improve communication at the workplace
The employer should explain rules and procedures and communicate with the rest of the team so that everyone understands what is expected of them (Gilsdorf, Vik, and Vik, 2013). Misinterpretation and misapplication are more frequent when an employer lacks practical communication skills. To keep the firm running well, the employer chooses staff. Employees are encouraged to work together as a team by their employer, who explains how to interact with customers, file grievances, and answer questions successfully (Krizan, 2011). In Toyota, for example, staff are given an overview of how to handle customers before they are sent out into the field. Their bosses check in with them regularly to discuss ideas and obtain feedback. Every organization has its operating system and atmosphere for new employees, making it tough to adapt to a new workplace. New workers must be introduced to the organization's policies, regulations, standards of conduct, and history by their employer (Krizan, 2011). Training programs and material such as corporate overviews are provided over the intranet at Toyota to help employees better understand their workplace.
[bookmark: _Toc89649226]Conclusion
[bookmark: _Toc89649227]This research investigates why organizations value effective teamwork. The connection may break down for various reasons that may be traced back to the sender or receiver. Effective interaction requires familiarity with obstacles. Selecting the right platform is crucial since the incorrect media contradicts the message. When a cross-cultural exchange occurs, more caution is essential since different civilizations have varying norms for nonverbal communication, and other terminology will be interpreted differently across cultures. By increasing your awareness of the faults described in this project and developing active listening abilities, you may significantly enhance your contact performance.
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