             




















           Module Nme: Effective Team Working and Communication
                               Module Code: (BMSW4002)Lon
                     Student  ID: Shamima Akther Supa(1916787)
                                      CERTHE T1G9_GRP
                               Lecturer name:Ejiro Esohwode




































Introduction:
Effective communication and teamwork will help a business maintain a positive work environment. Effective communication also permeates throughout all areas of business operations, because a positive workplace means happier employees are interacting with the public and with consumers. Effective communication among business teams begins with leadership that sets clear methods and standards.
References: by Kimberlee Leonard; Reviewed by Jayne thompson, LLB, LLM; January 31,2019) 
Communication is the act of conveying meanings from one entity or group to another through the use of mutually understood signs, symbols, and semiotic rules.


















What is communication:
Communication is the exchange of information or passing of information, ideas or thought from one person to the other or from one end to other communication.  According to McFarland communication is, “a process of meaningful interaction among human beings. More specifically, it is the process by which meanings are perceived and understandings are reached among human beings[S1] .” Newman and summer defined communication as “an exchange of facts, ideas, opinions or emotions by two or more persons.”
Communication is the process of passing information from one person to another. The purpose of communication understands  information. Whatever one wants to say to someone should be clearly understood by him else the very purpose of the communication would be defeated.

In an organisation communication facilitates the flow of information and understanding between different people and departments through different media using all the channels and networks. This flow of information is vital for managerial effectiveness and decision making in general and for human resource managers in particular as he has to be in contact with the managers of various departments, employees and workers and trade union leaders.
Communication thus helps understand people better removing misunderstanding and creating clarity of thoughts and expression. It also educates people.The communication may be written or oral, formal, informal, and upward, downward, horizontal, diagonal, interpersonal, intrapersonal, interdepartmental, intra-organisational. The communications bring people together, closer to reach others. The communication is an important management function closely associated with all other managerial functions. It bridges the gap between individuals and groups through flow of information and understanding between them. Information is the most vital aspect for communication. It is the information which is transmitted, studied, analyzed and interpreted and stored. The manager therefore has to spare time to collect, analyze and store the information for decision-making and routine day to day business.
























Why is communication important:
Good communication is an essential tool in achieving productivity and maintaining strong working relationships at all levels of an organisation. Employes who invest time and energy into delivering clear lines of communication will rapidly build trust among employees,leading to increases in productivity, output and morale in general. Meanwhile,employees who communicate effectively with colleagues,managers and customers are always valuable assets to an organisation and it is a skill which can often set people apart from their competition when applying for jobs.

Poor communication in the workplace will inevitably lead to unmotivated staff that may begin to question their own confidence in their abilities and inevitably in the organisation.

The importance of strong communication runs deep within a business.




































Structure:
This work is structured as follows: At the beginning, the introductory part, we introduce the essay and why it is important. In the body of the essay, the work looks at different types of communication, communication models/theories, workplace communication, purpose of workplace communication, workplace communication be effective, and role of culture in workplace communication and lastly, we give a general conclusion on the essay.



















Different types of Communication:
There are several different ways we share information with another.For example, I might use verbal communication when sharing a presentation with a group. I might use written communication when a job or sending an email.

There are four categories  communication styles including:
· Verbal
· Nonverbal
· Written 
· Visual

Verbal Communication:
Verbal communication is the use of language to transfer information through speaking or sign language. It is one of the most common types, often used during presentations, video conferences and phone calls, meetings and one-on-one conversations. Verbal communication is important because it is efficient. It can be helpful to support verbal communication with both nonverbal and written communication.

Nonverbal communication:
Nonverbal communication is the use of body language, gestures and facial expressions to convey information to others. It can be used both intentionally and unintentionally. For example, you might smile unintentionally when you  hear a pleasing or enjoyable idea or piece of information. Nonverbal communication is helpful  when trying to understand other’s thoughts and feelings.

If they are displaying “closed” body language, such as crossed arms or hunched shoulders, they might be feeling anxious, angry or nervous. If they are displaying “open2 body language with  feet on the floor and arms by their side or on the table, they are likely feeling positive and open to information.

Written communication:
Written communication is the act of writing, typing or printing symbols like letters and numbers to convey information. It is helpful  because it provides a record of information for reference. Writing is commonly used to share information through books, pamphlets, blogs, letters, memos and more. Emails and chats are a common form of written communication in the workplace.

Visual communication:
Visual communication is the act of using photographs, art, drawings, sketches, and pictures to convey information. Visuals are often used as an aid during presentations to provide helpful context alongside written and/or verbal communication. Because people have different learning styles, visual communication might be more helpful for some to consume ideas and information.







Effective communication in an organization:
Effective communication is critical to any organization and can help it in many ways. In fact, communication plays a role in product development, customer relations, employee management - virtually every facet of a business’ operations. Employees are a key audience because they often serve as the conduit to other audiences. If employees are informed and engaged, communications with other constituencies are likely to be strong as well.
Effective communication in an organization is always important no matter what the operational scale of a company is, it can succeed and overcome all sorts of internal misunderstandings as well as external operations only with successful communication strategies. Such is the importance of communication in an organization.
Further, strategies for effective communication helps the organization to build strong relationships with the employees.The company is also able to measure its success rate and even able to deliver a good work environment for its employees.
From building an annual business plan to developing and introducing new business products, to outlining long-term business goals, to making a presentation,  interaction in an organization can make each and every task very much simpler.
So now you must have understood that whether you are a small company or a very big name, it is vital to have effective communication in an organization.
But,how to develop a powerful internal communication strategy within the organization! If this issue is consistently alarming your mind then don’t worry as there are some exceedingly lucrative strategies that can help you to develop a resourceful communication system for your organization.
Good impressions are very important,especially in the business sector. The growth and development of the business totally depend upon the impression clients and customers get from the company.
It gives them the idea about the business and its services which can act helpful to you. So you should be very first time, as once the impression gets lost, it would be very hard to set or retain it back. It not only affects you but also your business's reputation gets ruined in the market.




















Communication theories:
Communication theories refer to three things; a sender, a message and a receiver. It can take the form of one human being and the perceived environment through messages in the form of signs, symbols and thought(Mowlana,2018). Alternatively, it can be defined as producing one point either exactly or approximately a message selected at another point (Shannon and Weaver,1949). Models of communication aim to illustrate these theories with conceptual representations to explain the process of human communication. They can be implemented to demonstrate and improve working practice.
Berlo’s SMCR Model of Communication Represents the process of communication in its simplest form. The acronym SMCR stands for Sender, Message, Channel, and Receiver. Berlo’s SMCR Model of communication describes the different components that form the basic process of communication tool also emphasises the coding and decoding of the  message, it can be used for more efficient communication. 
The Osgood-Schramm model is built on the theory that communication is a two-  way street,with a sender and a receiver.Charles Egerton Osgood popularized the notion that communication was circular rather than linear, meaning that it required two participants taking turns sending and receiving a message.
































The importance of Effective communication:
Effective communication vital for efficient management and to improve industrial relations. In The modern world the growth of telecommunication, information technology and the growing competition and complexity in production have increased the importance of communication in organisations large and small irrespective of their type and kind. A corporate executive must be in  a position to communicate effectively with his superiors, colleagues in other departments and subordinates. This will make him perform well and enable him to give his hundred percent to the organisation.



























Workplace communication:
Workplace communication is the process of exchanging information and ideas, both verbal and non-verbal between one person/group and another person/group within an organization. It includes e-mail, text messages, notes, calls, etc.[1] Effective communication is critical in getting the job done, as well as building a sense of trust and increasing the productivity of employees. These may have different cultures and backgrounds, and can be used to different norms. To unite activities of all employees and restrain from any missed deadline or activity that could affect the company negatively, communication is crucial. Effective workplace communication ensures that all the organizational objectives are achieved. Workplace communication is tremendously important to organizations because it increases productivity and efficiency. Ineffective workplace communication leads to communication gaps between employees, which cause confusion, wastes time,and reduces productivity. Misunderstandings that cause friction between people can be avoided by effective workplace communication. Effective communication,also called open communication, prevents barriers from forming among individuals within companies that might impede progress in striving to reach a common goal. For business to function as desired, managers and lower-level employees must be able to interact clearly and effectively with each other through verbal communication and non-verbal communication to achieve specific business goals. Effective communication with clients plays a vital role in development of an organization and success of any  business. When communicating, nonverbal communication must also be taken into consideration. How a person delivers a message has a lot of influence on the meaning of this one.
Another important aspect to have effective workplace communication is taking into consideration the different backgrounds of employees. “While diversity enriches the environment, it can also cause communication barriers. ”[2] Difficulties arise when a coworker’s cultural background leads him or her to think differently than another. It is for this reason that knowing about intercultural communication at work and learning how to treat others without offending them can bring several benefits to the company.








Purpose of Workplace Communication:
Workplace communication is important to managers as it helps them carry out their
Basic functions within the organization. They should have all the information pertaining to the specific tasks as well as the entire organization and must then seek to communicate this information to the employees of the organization. They  should seek to communicate their goals to their subordinates in order to make sure every member of the organization is working to achieve the goals of the organization.

A great part of the time spent by a manager in an organization is devoted to communication. Whether that communication is face or using some other channel, it takes up a healthy chunk out of the manager’s day. The purpose of Workplace Communication can be summarized into a few main functions:
There are some strategies like SOLER.7 C’S
SOLER is not a misspelling of SOLAR, but a method used in counselling. It is a method of actively listening to  people, it can  be very effective way of listening to people in a counselling situation, but also in conversation generally.

Developed by Gerald  Egan, in his book, The Skilled Helper, this acronym details the essential parts of communication-

· S - S stands for sitting squarely. So you sit and face the person that you are talking to. We should sit attentively at an angle to the person, so that we are listening to them and paying attention to them.
· O - O stands for having an open posture. Do not cross our arms as this can make us appear anxious or defensive.
· L - Lean forwards to show we are interested in what the person is talking about. It also means that the person can lower their voice if they wish to , if they are talking about personal issues, for example.
· E - E stands for eye contact. Maintaining eye contact again shows that we are interested and listening to what the  person has to say. It doesn’t mean stare at the person as this can make them feel uncomfortable, but maintain good,positive eye contact.
· R - R stands for relaxed body language. This shows the person that you are not in a rush  to get away, but are letting them talk at their own pace.

When listening to people, it is important to show your interest. Active listening is not just listening and hearing, it is also developing in interaction with the person we are listening to.
As a visually driven counselling skill,SOLER does not end itself to a telephone or online counselling situation. You would need to look to other more appropriate methods for these.

If you work in a counselling role or are looking to develop a career in counselling, then we can help.We have a wide selection of Psychology and Counselling courses from introductory to advanced level qualifications, Find out more by getting in touch with one of our Psychology Tutors today.

















Workplace communication be effective:
We communicate in different ways to different people, but we have to be very careful about the way we communicate at work.
Communication is something we do reflexively - like breathing.We talk to our spouses, kids and friends without giving much thought to how we’re doing it.
It might seem easy, but communicating effectively actually takes quite a bit of finesse. Choosing the right words,listening with our minds instead of just our ears,and getting our message across are skills that we all need to work on.
At home and in social settings,miscommunication can lead to arguments. In the workplace,the repercussions can be far more serious. Poor productivity,unmotivated employees-even lawsuits-can result from communication breakdowns at the office.

To improve communication within your team and throughout your entire company,you need to implement a few easy but important changes to your corporate philosophy and practice.Some of the tips management experts use to improve communication.Also see how changing communication strategy can lead to real improvements in employee motivation,productivity and profitability.

























Role of culture in Workplace communication:
Culture refers to the relatively specialized lifestyle o a group of people - consisting of their values,beliefs,artifacts,ways of behaving,and ways of communicating. Also included in a culture are all that members of the asocial group have produced and developed - their language,modes of thinking,art,laws,and religion.Culture is passed on from one generation to the next through communication(Peterson,2004).Cultures differ in how their members communicate.In the face of globalization,business have to equip their environments to deal with diversity that calls for understanding the differences of communication in different cultures of the workforce and continue to establish effective cross-cultural communication amongst all the members of the workforce.Before we go deep into the differences caused by the cultures,it is important to first understand what culture really is and its characteristics that make it such an important influencer upon employees everyday communication.


























Conclusion: 
Communication the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people. Communication process requires at least one sender, one receiver. There are different types of communication we receive like verbal communication, nonverbal communication, Posturing  and virtual communication. Communication is most important at workplace or University, 
effective communication is about more than just exchanging information. It’s about understanding the emotion and intentions behind the information. As well as being able to clearly convey a message, you need to also listen in a way that gains the full meaning of what’s being said and makes the other person  heard and understood.
Effective communication sounds like it should be instinctive. 
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