[image: Text

Description automatically generated]





Effective Teamwork and Communication
Submission date:4May
Student Id:2113593



By student:
Iuliana Mare
Student Number:
2113593
Course Title:
Effective Team Working and Communication
Module Code BSMW4002
Module Leader:
Saqib Shamim



Table of Contents
1. Introduction	3
2. Models of Communication	3
3. Communication skills	6
4. Advantages and disadvantages of communication theory	7
5. Conclusion	8
Reference List	9



[bookmark: _Toc100680893]1. Introduction
Communication and Teamwork are dependent on each other. Both of these factors are created by soft skill techniques. Personality, Attitude, and Motivation these three features are developed through the betterment of communication. Every workplace is groomed up by soft skill development so it is necessary to build good communication skills. Communication is a medium of exchanging information by speaking, writing or another medium. Effective communication is the prime key to a company's success. The ability to good communicate increases productivity and eliminates negative problems. Good communication in the company creates better work proficiency and productivity. The skill of communication makes us understand thoughts, feelings, empathy and many more things. It increases the power of gestures, body language, facial expressions and others. It is the medium of development of own self and figuring out the problems with proper solutions. It also prepares a way to choose the preference between positive and negative gestures. Life moves on and the continuous process of skill, a development allows us to learn and resolve every problem.

[bookmark: _Toc100680894]2. Models of Communication

2.1 Shannon And Weaver(1948/49) 
Shannon and Weaver's model is an example of communication between sender and receiver. The two of them joined each other and wrote a journal called "A Mathematical Theory of communication " which indicates the advantages and disadvantages of communication. They took some key elements to describe the communication including the receiver, sender, decoder, encoder, channel and feedback. Noise is also an element that defines communication. The sender is the information source that shows the desired message that needs to be sent. The receiver translates the message with the help of the decoder that converts the signal from binary to message. Channel is needed as a medium to send or receive the message. These key elements are needed to build proper communication but some barriers create negative ways. These barriers are like noise which gives physical disturbances to people, the environment and many more. Shannon and Weaver's model helps to upgrade the general communication process with help of key elements. Shannon and Weaver's original model contained five elements of communication which include transmitter, channel, information source, destination and receiver (Kuznar and Yager, 2020). According to Shannon and Weaver, any misunderstandings can be avoided by proper consideration, conciseness, completion, and clarity. In the case study of Maria and Pedro, it is shown that Maria was an information source or sender who gave information to Pedro and Pedro was a receiver who received information. The telephone acted as a channel that indicated the medium of information but due to noise or physical disturbances, Pedro listened to the wrong information and forgot to bring chicken because he heard 'kitchen' instead of 'chicken'. Many workplaces experience miscommunication, misinterpretation, misunderstanding and so on (Greguras, 2021). All these happened due to the lack of clarity and completion of communication so the proper communication needs to get proper feedback. Proper feedback can avoid any misunderstandings and other negativity in any workplace. 
[image: Shannon and Weaver Model of Communication]
Figure 1: Shannon – Weavers model of communication
(Source: Gregory, 2021)
2.2 Schramm (1954)
Wilbur Schramm was a famous communication theorist, who described communication in his book "The Process and Effects of Mass Communication.” W.S defined communication with three elements and they are … the destination, the source and the message. This model is a classic approach to the betterment of communication. He thought to build communication between the sender and receiver would be the individual unit. His model is the determination of exchanging information between two people or mediums. It is also known as the Encode-Decode model of Communication. Communication cannot be flown without the proper information. For this encoding and decoding are mandatory to develop communication. His model is defined by the decoder who gets the encoded message of the sender and the interpreter analyses and interprets the message. Channel is the medium of using or sending the message. Feedback is the process of acknowledgement. There is a difference between Shannon and Weaver models and the Schramm model. Shannon and Weaver believe that communication is a one-liner approach where feedback is not so mandatory but Schramm believes the receiver and sender are incomplete without any feedback. The Schramm model of communication is a circular message because after decoding the message from the sender and receiving it through an encoder it back to the sender (Anita and Srinivas, 2018). In this model, there are also some barriers to noise interruption.  In the case study of Maria and Pedro, a proper miscommunication happened because of the lack of feedback. Maria was a sender and Pedro was a receiver. With the help of the channel which was the telephone they communicated but there was a lack of feedback and that's why the communication process did not happen circularly. By the barriers of the noise, communication was stagnant. It is observed that employees often experience misinterpretation or miscommunication due to the proper feedback.
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Figure 2: Schramm’s Model of Communication
(Source: Anita and Srinivas, 2018)
2.3 Berlo 
Berlo's model of communication is based on four objects which are known as the SMCR model. SMCR is known as source, message, channel and receiver. Source defines the sender who is the thought maker and the information is transferred from the sender to the receiver. In the way of communication, the sender puts the thoughts into words. The communication skill is completed with the four factors and they are culture, knowledge, attitude and communication skill. A good communicator is always presentable to society and it happens because of good communication skills. A communicator always knows about the proper speaking and writing ability and pronunciation. To learn a good communication accent, vocabulary, writing and reading capacity must be thoroughly identified because imperfection or improperness leads to boring communication. With the gesture of communication, the right attitude needs to be identified too. A proper attitude leads to being the winner. Attitude creates a long-lasting impression on others. An imperfection of attitude defines the lost case and it signifies the looser remark. Besides communication skills and attitude, knowledge is another key factor in communication. Knowledge is a straight way of clarity of information (Syahidah, Choiriyati and Samatan, 2019). Knowledge is needed to deliver, read, and write any sentences. Knowledge is a factor to understand the difference between languages. According to Berlo, with proper knowledge comes the complete concept of communication. The three elements are needed to communicate with others. The receiver emphasises as a decoder who understands the listener and responds accordingly. Channel acts as a medium that helps to exchange information from sender to receiver and the encoder who processed his thoughts into words.  In the case study of the professor and the village, it is clearly shown that communication creates a language barrier between two people. Despite being four elements here communication cannot create perfection because of the inability to understand the language properly. The language is learned through the proper knowledge of education. But in the case study poor people cannot understand the language due to the improper knowledge of the language. In the workplace, it can always be experienced by employees because of the inability to understand the word, language or sentence.

[bookmark: _Toc100680895]3. Communication skills 
3.1 verbal: Verbal communication skill is the feature that defines the power of receiving, delivering and demonstrating messages. It is important to communicate rather than to say. The mode of communication is important verbal or non-verbal it is the perspective. Verbal communication includes group conversation, discussion and public speaking. It can be spoken or written but the choice of words, pitch, and tone are very important in verbally communicate (Nowakowska-Grunt et al., 2020). A perfect communicator always takes care of sentences, words, tone, and pitch because it helps to create a harmony of communication. In the case study, a day with the chief communication type is thoroughly defined. Communication needs to be described by good pitch and tone because it is not the comfort zone of someone in the workplace. Communication leads the quality and quantity in life. The improper tone or pitch of the character of this case study unimpressed the lady and she replied with anger.
3.2 Nonverbal: Nonverbal communication indicates the mode of language to communicate with others without verbal impact. The factors can be emotional, intentional, thoughtful or many more. It helps to create interpersonal relationships. Nonverbal communication is meant to show emotions, anger, happiness, sadness and many more (Kimberley and Flak, 2018). It is a kind of gesture that defines communication without spoken or written. In the case study of a day with the chef, the non-verbal communication has created a bizarre (Ionut, 2020). The character of the salesman needed to be more conscious of his gesture, facial expressions and body language. The improper way of communication showed him the door of the outside. 
3.3 Active listening: Active listening means listening with full sense. It is important because it helps to create mutual understandings between two people. It is the core of the solution to every problem. A full of concentration is needed to be an active listener. It encourages success. It creates a way to value others' thoughts, emotions and many more things. It helps to build trust and gives power to the relationship. To be an active listener one has to be a good listener and will not do the other things while paying attention to the topic of discussion. Verbal and non-verbal facts are needed to be understood properly. Interrupting in between will not be acceptable. Things will not be assumed unnecessarily. 
Empathetic listening: Empathetic listeners are not judgemental about anything. To be an empathetic listener one has to listen very carefully to everything. Silence will be considered a positive factor for this. Full attention and privacy need to be shown (Giudici and Filimonau, 2019). Empathetic listening is a process to show empathy with the help of communication. Security, Safety, Care and Welfare. The proper care of empathy shows the solution to problems. In the case study of Max, the Multitasker the improper way of communication leads to creating a weak bond between the two characters. The communication needs to be on time. Being empathetic at the wrong time never holds emotional attachment to each other. 
[bookmark: _Toc100680896]4. Advantages and disadvantages of communication theory 
There are several advantages and disadvantages of communication theory. Good communication implies good understanding, mutual bond, strong personality, powerful attitude and many more. Communication makes us understand emotional values. It increases the power of engagement. Grow productivity and enhancement. The direction of employees is facilitated by communication. Client relations are improved. Upgrade the job satisfaction of the employees. The perfect workplace is started through the perfect communication skill. Team buildings are prepared through communication skills. Helps to resolve all the problems (McLarnon et al., 2019). It gives strong guidance to all the people on how to deal with problems or conflicts. 
The disadvantages of communication create a conflict between people. The skill of communication becomes harder for handling in older people. Cyberbullying is increased by the skill of communication. It is not always trustworthy or reliable. Sometimes it is time-consuming. The skill of communication becomes ineffective to the people. The skill of communication often experiences deaf ears due to not receiving the messages properly. It leads to conflict. It cannot be compromised or resolved. The skill of communication misleads the people by creating misinterpretation. Communication always wants its safety and security but not always possible to give.
[bookmark: _Toc100680897]5. Conclusion
Communication skill is a useful medium for the development of bond, relation, career and others. We build a powerful market base and social ground through the skill of communication. It is also important to create a bond with others emotionally and meaningfully. The more development of communication makes the fewer problems in life. With the help of this skill, we can give and get important information. The medium or elements of communication is not only based on speaking and writing power. It is dependent also on feeling, empathy, emotion and many more things. The up-gradation and the quality of life are very much rooted in the way we communicate with each other.
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