







EFFECTIVE TEAM WORK AND COMMUNICATION


Table of Contents
Introduction	3
Discussion	3
1. Models of communication	3
2. Communication skills	7
3. Example of poor communication at my workplace	9
Conclusion	10
Reference list	11



[bookmark: _Toc90322291]Introduction
Communication refers to the process of exchanging or imparting information by writing, speaking or using other mediums. In fact, it is the act of receiving, sharing and giving information through verbal and non-verbal means. Communication can only occur with the involvement of at least two parties. Nowadays, there are several diverse and advanced mediums that are used for initiating and continuing an interaction. Previously, communication had been traditional and limited to a few mediums only but with the intervention of technology communication has become faster and more efficient and individuals can reach out to people across the world without being physically present. 
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[bookmark: _Toc90322293]1. Models of communication
Shannon and Weaver’s communication model: In 1948 Weaver and Shannon together wrote an article called ‘A Mathematical Theory of Communication’ which is now popularly known as the ‘Shannon-Weaver Communication Model’. This model has been developed especially for developing an effective line of communication between the sender and the receiver. The concept is demonstrated below.
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Image 1: Shannon-Weaver Communication Model
(Source: communicationtheory.org, 2021)
· Sender: The sender is the primary source of information that creates the message, chooses the medium of communication or the channel and then conveys the message or the information.
· Encoder: The encoder is the transmitter in the process of communication. This individual is also a sender who uses devices or machines for converting information into binary data or signals. Sometimes the information is directly referred to the device or machine. 
· Channel: This refers to the medium which has been chosen for sending the message or conveying the information. 
· Decoder: Decoder is also a receiver. It is basically a machine which is used for converting binary data or signals into a message. 
· Receiver: The final receiver of the message is the destination. This is the individual who receives the message. The receiver may or may not provide feedback.
· Noise: This refers to physical disturbances such as people, environment, and others which do not let the receiver receive the message like how it is sent. For example, due to a technical glitch hundreds of Waitrose’s online consumers receive their food deliveries on Christmas in 2013 and failed to amend orders last year (Calnan, 2020).
According to this model, the sender creates a message and encodes it to send it to the receiver through a technological device or channel such as telephone, computer or telegraph. The message is converted into understandable codes to the device and sent through a technical medium. The receiver needs to decode it before interpreting and understanding it. In some cases, the receptor device may act as a decoder (communicationtheory.org, 2021). Due to the presence of noises, the receiver may not decode the information and this may cause major trouble in the process of communication. 
Berlo’s SMCR communication model: In the year 1960, David Berlo developed a model of communication which is driven from the insights of the ‘Shannon-Weaver Communication Model’. Berlo’s model is called the ‘Sender-Message-Channel-Receiver’ (SMCR) model. The image below demonstrates the components of Berlo’s model. 
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Image 2: Berlo’s SMCR Model
(Source: communicationtheory.org, 2021)
· S-Sender: Here the sender is again the source of communication who originates the core message. When the sender sends information through different channels to the receiver, a number of factors come into play such as the sender’s attitude, communication skills, social systems, knowledge and culture. All these factors determine how the message is transmitted and finally interpreted. 
For example, differences in culture lead to misinterpretation. Coca-Cola almost failed in Israel because of this. In the campaign ‘Share a Coke’ it asked the customers to add the names of their loved ones on the cans and share pictures on social media. The top 150 names were printed. However, a citizen of Israel complained that there were no Arabic names among the list, shaking the foundation of Coca-Cola in Israel (The Washington Post, 2013). Coca-Cola addressed the issue by getting the Arabic names printed in designated stores.
· M-Message: This is the substance that is transmitted to the receiver from the sender in the form of text, audio, video or other mediums. Some factors are content, treatment, element, code and structure. Brands like MasterCard, Zapier, Ultimaker and Bounty keep their messages simple and catchy. 
· C-Channel: Channel is the medium which is chosen usually by the sender for sending or conveying the message. Human senses such as seeing, hearing, smelling, touching and tasting are used for channelling information.
· R-Receiver: The receiver is the person to whom the message has been sent in the communication process. Factors that affect the reaction of the receivers upon receiving the message are knowledge, culture, social systems, attitudes and communication skills. 
Schramm’s communication model: Wilber Schramm also came up with an integrated communication model in 1954. According to the theorist, information has no use and purpose unless carefully transmitted and put into words before conveying to others. When a message is finally delivered to the receiver, it becomes the key responsibility of the receiver to decode and understand the message conveyed by the sender. Unless, the second party in the communication system is able to understand and interpret the message, the message is actually useless (communicationtheory.org, 2021). Therefore, in a communication process encoding and decoding a message are the two most essential aspects and Schramm’s model revolves around this factor. He further states, that the process of communication is incomplete unless the sender receives a feedback from the receiver based on the message. This is because communication according to the model is a two-way-process that validates the purpose of the message. 
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Image 3: Schramm’s communication model
(Source: communicationtheory.org, 2021)
Schramm has a similar viewpoint like Berlo and has stated that the experience, cultural background and knowledge of both parties play a critical role in the process of communication. Individuals belonging to diverse backgrounds and ethnic races may interpret messages in a different way. To conclude, feedback is the major focus of this model which completes the two-way communication process between the sender and the receiver. For example, the dramatic removal of Microsoft’ from Windows 8 was the company’s biggest rethink (Warren, 2021). However, responding to the feedback of customers the start button was put back to its place in Windows 10 thereby Microsoft again winning the confidence of customers. 
[bookmark: _Toc90322294]2. Communication skills 
Communication is either verbal or non-verbal and therefore, it is expected that employees would exhibit both verbal communication skills and non-verbal communication skills. Therefore, some of the communication skills are discussed below:
Verbal communication skills:
· Speaking concisely and clearly: In order to communicate in an effective manner, the speaker must be concise and clear while delivering a speech or making a conversation. Using concise language is imperative for making their message even easier to comprehend. While speaking with others in a workplace, it is important to avoid complicated sentences and words (Al-Musalli, 2019). Moreover, this is believed to be effective when it comes to engaging the audience. 
· Written communication: The common skills associated with written communication are clarity, tone, conciseness, punctuation, grammar and thorough editing. 
Non-verbal communication skills: 
· The ability to make eye-contact: This is an expression used by speakers in non-verbal communication to express their interest, attraction, hostility and so on. A focused and sustained eye-contact is important for communicating conviction and confidence during public speaking or presentation. It is a way individuals attempt to assert their point-of-view. 
· The ability to use facial expression: This form of communication is used for displaying an individual’s personal emotions while indicating their intentions. It is believed to be a product of culture and social learning (Suarta et al., 2017). This is considered as a subtle signal or sign of an even larger process of communication. 
· The ability to use gestures and body movement: It reflects the thoughts and ideas of the speaker. It is generally used for communicating hostility and contempt as well as affection and approval. It is used by the speaker to support the message he intends to deliver verbally to the listeners (Rios et al., 2020). Gesture is important in any profession at all to communicate the thoughts and feelings of the speaker. 
Listening skills: 
· Active listening: This is believed to be one of the most essential skills required during conversations since it demonstrates the interest of an individual in others and guarantees they understands the needs of others. Moreover, it is impossible to communicate effectively if an individual does not listen to what has been said (Buluş, Atan and Sarıkaya, 2017). Listening skill is important in a workplace because it enables an individual to build relationship and rapport. 
· Empathetic listening: This means while making a conversation, the individual must address the other person or speaker empathy that is with emotional identification, feeling, compassion, insight and so on. 
[bookmark: _Toc90322295]3. Example of poor communication at my workplace 
The barriers to effective communication which was experienced in my workplace was due to the cultural differences between my team members. 
On one occasion, two people from China joined the team and started working together on a project. The manager was supposed to manage the team of 7 experienced individuals. However, whenever the manager asked for an opinion, it was observed that the two people from China were not as participative as the others. While the other team members expressed their ideas, the Chinese people only nodded to whatever the manager or the other team members had to say. They were extremely polite and unusually respectful towards the manager and the others. The team was almost surprised by the fact that they never wanted to participate in the decision-making process and relied mostly on the decisions of the others. It immediately reported to the authority. They developed the insight of the managers on cultural differences between the Chinese organizational culture and the western organizational cultural. What was believed to be unusual in a Welsh workplace is causal in a Chinese workplace. The team was able to identify the differences. 
 In Chinese organizational culture, hierarchy is strictly maintained and people working at the top tire must be respected by the subordinates. They are expected to make all the decisions and the involvement of the subordinates is not needed. Moreover, the subordinates need to treat the authority with utmost respect and they barely even speak when the senior managers are speaking (Sawagvudcharee and Yolles, 2019). Moreover, the senior managers do not expect the subordinates to share their opinion. On the other hand, the Welsh organizational culture is believed to be less hierarchical and less formal than the Chinese organizational culture. They have more access to superiors than the Chinese people. A very relaxed approach is used while communicating with the seniors and everyone is expected to share their opinion and ideas. In order to solve this issue, the following could be done: 
· It is important to engage employees in cross cultural training to enable them to identify the cultural differences between different countries. This awareness is important for smooth organizational operations. Moreover, due to this awareness, it is less likely for confusion and conflict to arise among the team members (Adler and Aycan, 2018). In order to increase the impact of cross-cultural training programs, it is imperative for the organization to focus on: global mindset, design, knowledge and delivery. 
· In order to address cultural differences among the team members, it is important for the organization to incorporate various cultural communication styles. Non-verbal communication might be used to address the communication gap between the employees (Adler and Aycan, 2018). In a high-context culture, the team members are often engaged in non-verbal communication and use eye-contact, body language, gestures to interact with one another.
· Avoiding stereotypes is another effective way to address the barrier to communication. While working in a team which is multi-cultural, the team members need to focus on the language they are using. The employees must not rely on stereotypes and make random assumptions about the behavior of the others. 
[bookmark: _Toc90322296]Conclusion 
[bookmark: _GoBack]Effective communication is important in every workplace and it is due to this, a clear and concise message is delivered with the focus of getting the job done. Ineffective communication leads to confusion, misunderstanding and conflict among the team members. Moreover, while having a conversation with others, it is important for employees to display a range of communication skills. In a multi-cultural workplace, communication is rather different and in order to address the barriers to effective communication, employees are engaged in several cross-cultural training programs.
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