
Effective Team working and Communication 


Table of Contents 

	Units 
	Page 

	Introduction 
	

	Communication Cycle for Effective Communication 
	

	Importance of Communication in the workplace 
	

	The effectiveness of verbal and non-verbal communication
	

	Theories of Communication to workplace 
	

	Interpersonal Communication 
	

	Communication Models 
	

	My communication style as a Manager in the Restaurant 
	

	Conclusion 
	

	References 
	





Introduction 
Communication is the centre part for the success of most the organisations and it is also correlated with teamwork to implement organisation objectives (Bennebroek et, al, 2006). There is a problem for many modern organizations that effective team work is not always appropriately communicated (Cummings & Worley, 2009). In the event of organizational development, communication has played an effective role to accurate activities in general contribute to meet organisational objectives. For example, the negative change associated with rumours and to change the lead of the effective change of resistance, as well as to serve as an overall negative impact on corporate culture (Keaton, 2005 ). The purpose of this report is to find effective communication in the workplace. Therefore, the need for new strategies to prepare communication, such as emotional, physical and behavioural aspects of communication and  listening (Hyble and Weaver II, 2007). Moreover, there is a need for good communication skills in the management of a company for technical management.

Communication Cycle for Effective Communication 
In today's business environment, each organization has a way to support. Effective communication is an important component of the organization to achieve its goals. Managers need strong communication skills for many reasons, because it helps them perform their jobs and business for success in business.
Communication is a process involving the person's participation in the transfer of information in the communication cycle. By understanding the communication process, it leads to effective communication. For example, it is important to participate in the concerns of functional internal communication staff and employers in our organization. Exchange ideas, information, plans, decisions and suggestions, keep everyone involved in the organization and increase motivation to do good work, promote commitment and build good relationships and understanding between managers and staff, colleagues and people outside and outside the organization. For effective communication, both organizations have horizontal and vertical communication. Vertical contact is the communication committed between the colonies and subordinates (Keatons, 2005). A strong vertical contact ensures that managers communicate properly with the employees' goals, goals and procedures, while at the same time elderly citizens are also concerned about their minor concerns. Horizontal communication is the communication that takes place among employees at the same level. In order to build a relationship between employees, it must share their feelings and suggestions with each other. Motivation by team members results in a healthy horizontal contact.

Importance of Communication at the workplace 

Communication skills play an important role in all parts of life. In an organization, people use 75% of the communication every day such as reading, writing, speaking and listening. Commands on accent and language are also effective contact parts (Fox.2010). If employees are happy with their manager and they will work with their full effort. It increases relationship that can maintain communication skills, good level, increase their business, and create a long-term. It helps in distinguishing any person of the person with his personality, nature, ambition, motivation, money, beliefs, values, perspectives and perspectives. Effective communication can enable a company or business to maintain a professional behavior in their area and to achieve prosperity (Harris.2004). It can be determined by these goals and when everyone cooperates to reach goals, everything goes smoothly, it is important to create a strong working environment to increase productivity (Smith 2005).

Leaders have different ways of communicating. Many style appropriate language choices, tone and formalities. As a leader, the language should always be humble and professional when communicating with staff, and it must be given strength and confidence so that employees can receive messages. However, you do not have to be shy or proud so your employees are safe and connected to you. As a professional leader, you must use the workplace's appropriate language. It is important to refrain from using snake, bad grammar or mound and discriminatory or insulting language. It should be given focused on confident communicator, so that you become clear and respectful in expressing thoughts and feelings, dealing with problems without violating others or misusing others. As an active communicator, listening to fun body language, self service and active is also important.
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Written letter, notes, reports and other guidelines, for the purpose of communicating the required message using the written word or proper language tone and the important aspects of document aiming and thus how to attach the message to the reader.

The effectiveness of verbal and non-verbal communication 

Not only effective communication from directors, but it's important for their employees to achieve organizational success. Managers need effective communication skills so they can help their communication skills to develop verbal or written communication because when team members are able to communicate effectively with each other and outside the organization, they are more likely to work well. It is also necessary to increase efficiency, customer satisfaction and quality improvement. The important components of the communication process between the organization are selected and the correct communication channel is selected. This is the medium that sends the message. There are two types of channels, verbal and non-verbal communication. Fun conversations We share spoken messages with others such as organizational meetings, transfer and telephone. As a restaurant in my own organization, we are confident that we can clearly tell KISS ("Keep It Simple and straight ford") by using our friendly client and colleagues in a friendly and professional way. Written messages containing reports, notes, emails and forms, we are sure that it is easy and easy to understand, avoiding unrest and discrimination. Documentation is important in monitoring client status and provides regular feedback to employee performance of accident and accident reports and evaluation and supervision in the organization. 

The information is shared without using words to tag non-verbal communication messages. According to Stella Ting-Tomi, depiction can be used only with verbal communication or alone. Ethical signals can help you relate to a person on a deeper level than verbal communication. By using the portable communication you can earn money, weight, opportunities and vice versa for oral communication, (Alia Butler, 2010). Signal, physical language, gesture and contact signs in the eye can be effective tools for successful communication skills, making your communication more effective. According to the guide, effective non-verbal communication allows you to read emotions and feelings that others do not explicitly express. It will help others improve their faith and show interest in others and tell others about my restaurant, (Alia Butler, 2010).


Characteristic of Effective Communication at the workplace 

Communication skills are more beneficial to the organization, it increases the earnings of any organization. It is the company's image, team, sales difference in competition. Communication skills enhance information and knowledge about business and increase awareness of behaviour as it helps to create relationships between teams and leaders as well as increase communication opportunities and move with conflict workers and colleagues (Miller, 2014). 

Effective communication allows people to get their jobs and jobs right and for the first time. In business it is most important to communicate effectively. And when the questions are controlled by communication skills, the employees will make more effort and feel more secure about their work. Despite the fact that it has a strong relationship, it helps to increase the productivity of a company because employees can discuss their problems and they are looking forward to achieving a goal and they will make the most of their efforts to drive a goal (FOX 2010).

Another positive aspect of communication skills is that employees are not considered special numbers, not like ordinary people, and this superiority pushes them for hard work and they work with their leader to be honest and workable. Communication skills enhance the employee's ability to understand business situations and it improves their confidence to communicate with others. Understanding Communication Skills Problems and Problems against Employees (Smith 2005) are able to understand and remove it.

The most important part of productive communication skills at the workplace helps create a professional environment where it can work together in a friendly manner. It improves workers' productivity by helping them understand their responsibilities and work procedures through effective communication. An organization can achieve competitive charity by improving communication skills through behaviour modelling and training exercises (Harrice 2004).

Shannon and Weaver Model of Communication 

Shannon and Weaver model is the most popular model of communication and widely recognized worldwide. It has been described that a message actually comes from someone who has ideas or information. The sender is known as the source of information or data source. The information is then transmitted from the brain's mouth and it appears as a signal that then reaches the receiver so they are in the hands of more noise and other disturbances. The recipient then sends a message to the other way of thinking for his final destination or another person.
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Develop Interpersonal communication 

Interpersonal communication is defined as interaction between two or more people. The style used to express and rule interpersonal conflicts thus plays an important role in developing and improving the relationship among the employees at the workplace. To be considered a valuable team player, this important term is important to master. Oral and impersonal communication, listening, discussion, problem solving, decision making and firmness, All actions that a person must communicate at the workplace. Interpersonal communication is "sending and receiving information between two or more people. Interpersonal communication at the workplace is also involved in related situations, as among colleagues and according to different opinions and subordinates” (David, 2014). 


Communication model 

A model is widely used to depict any idea, thought or a concept in a more simpler way through diagrams, pictorial representations etc. Models go a long way in making the understanding of any concept easy and clear. Through a model one can easily understand a process and draw conclusions from it. In simpler words a model makes the learning simple.

Aristotle Model of Communication

Aristotle was the first initiative to take and design the communication model. According to this model, the speaker plays a central role in communication. He is the one who takes full responsibility for communication. Draws on the first content of the sender that he carefully listens to the listener in words with the intention of influencing the listener or the recipient to respond to the desired path of the sender. It is not possible to guess that this model can be very interesting for audiences or recipients to guess. The model says that the speaker communicates in such a way that the audience influences and responds accordingly.
Speaker should be very careful about this communication model's choice of its words and contents. He should understand his audience and then prepare his lecture. The audience must make an impact and the eye contact with the other party must be contacted. 
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Berlo’s Model of Communication 

While the Aristotle model of communication puts the speaker in the central position and suggests that the speaker is the one who drives the entire communication, the Berlo’s model of communication takes into account the emotional aspect of the message. Berlo’s model of communication operates on the SMCR model.
In the SMCR model
	•	S - Source
	•	M - Message
	•	C - Channel
	•	R - Receiver
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My Communication Style as a Manager of Restaurant 

As a manager It is very important to evaluate own communication skills to be effective at all points in the communication cycle and be comfortable with the different communication channels such as verbal, non-verbal and written. In order to evaluate own communication skills a self-evaluation was done using the above communication quiz to find out the areas for personal development and improvement. After identifying the strengths and areas for improvement a SWOT analysis illustrated and examined the opportunities that will help focus on the strongest and face the threats that might possibly encounter.

SWOT Analysis
STRENGTHS
	•	Written communication quite good
	•	Willing to learn
WEAKNESSES
	•	Lack of confidence
	•	Introvert person
	•	Self criticism
	•	Get distracted by too many things
OPPORTUNITIES
	•	Further learning development techniques such as speech classes or workshops.
	•	Education and research
THREATS
	•	Losing drive
	•	Poor communication and support
	•	Lack of time and finance to access development opportunities
	•	Work/study balance could become imbalance as career grow

The above table (SWOT Analysis) is a simple tool of how one can provide a wider picture with more information to work with or on. Through some feedback from others like for example generating questionnaires above one can derive information and responses according to strengths, weaknesses, opportunities and threats that can affect managing communication within the workplace. It is also can be used in planning personal and professional development.
The personal professional development plan is a process that recognised the opportunity for individual growth by reviewing, planning and taking responsibility of learning and understanding how to achieve goals by setting time frame to complete.
In managing communication within the organisation it is important to identified areas for improvement and by developing personal professional development plan it gives the opportunity to develop communication skills in order to be an effective communicator. As an aspiring manager, development opportunities provide knowledge and skills to support work role and career progression and it also develop personal attributes such as confidence to communicate.

Conclusion

Communication skills are an important part of today's life. There are several benefits of communication skills, and it is a successful tea company and any other company or company. It increases the productivity and interest rates of the organization and improves general knowledge about the business and management of others, including professionals and non-professional relationships. No one can show good performance with poor communication skills and it will reduce the level of confidence, poor customer service, efficiency and lack of focus. All these factors will cause harm to the business and the unsatisfied customers. It teaches that the scope of the statement should be given to everyone so that everyone can communicate with others and the new concept can create these aspects which will help to increase corporate profits (Miller, 1996). In order to increase the skills of these workshops, these organizational cultures must be able to communicate efficiently. "Lack of confusion, teamwork and low ethics due to ineffective communication of main goals" (Greenberg, 2006). 
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Noise: the measure of information not related to the message.
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