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Effective Team Working and Communication
[bookmark: _Toc49762151][bookmark: _Toc49809954]Introduction
Communication is the exchange of information between individuals where the parties that are communicating uses a common symbol, sign, or rule. Communication acts as a key element for enhancing the relationship between people and groups. However, Landy and Conte (2016) state that communication can either be effective or ineffective. Communication is said to be effective if the information being conveyed reaches the recipient as intended by the sender to fulfil the purpose in the best possible way. On the other hand, where the communication does not achieve the intended purpose due to the various disruption, it results in ineffective communication. The effectiveness of teamwork can only be achieved through effective communication. The group members should, therefore, also be up to speed with wit the communication technology, as stated by Gaviz (2013). This report will demonstrate the understanding of the various models of communication and communication skills. This will also include an illustration of poor communication at the workplace and how to improve on poor communication.
[bookmark: _Toc49809955]Communication at the workplace.
Effective communication plays a tremendous role at the workplace, for instance, Gaviz (2013 state that communication leads to the consistency in message delivery which encourages the growth of the organisation’s projects since all the parties involved are on the same page. Besides, an open sharing of views and ideas without fear of retaliation which leads to a high level of innovation within the organisation. The employees can express their confidence in the skills and knowledge they possess.
Effective interpersonal communication at the workplace is hindered by several factors; for instance, some people with poor communication skills such as active listening skill as well as reflection skill may hinder communication. Use of jargon language causing complexity of the message may also hinder the effectiveness of the message reaching the receiver. Poor communication may also occur where the receiver lacks interest in the message, attention, or is irrelevant, besides, cultural and language difference negatively affects effective communication (Kallendorf, 2019).
[bookmark: _Toc49762152][bookmark: _Toc49809956]Models of communication
Communication provides the visual of the process of communication. Cobley and Schulz (2013) state that there are three main communication models; these include the Shannon and Weaver, Schramm, and Berlo. 
[bookmark: _Toc49809957]Shannon and Weaver communication model.
This model was specifically developed to make communication between the sender and the receiver more efficient. Shannon and Weaver identified factors that affect the communication process as noise. Shannon and Weaver’s model deals with concepts such as the source of information, noise, transmitter, the channel of communication, message, receiver, information destination, encode, and decode (Kubota, 2019). 
[image: Shannon and Weaver Model of Communication]
Fig. 1: Shannon and weaver’s communication model (Kubota, 2019)
Shannon and Weaver’s model states that the sender; who is the originator of the information selects the desired message. The message is then converted into signals by the transmitter in the process of encoding. Conversion depends on the method of transmission. The decoder then receives the signals and converts back into a message that is understandable by the receiver. This helps in making the communication process effective. Here, the receiver is the destination of the message. The receiver then gives the feedback to the information received. The distraction of the message by noise affects the effective communication process. 
The model only considers external noises which may affect the message or signal transmission from external sources. For instance, if the message is being conveyed by telephone, network problems may distort the message flow between the parties. 
[bookmark: _Toc49809958]Criticism of the Shannon and Weaver model.
The model only considers the external noises that may hinder the effective communication process. However, there are other internal noises such as poor communication skills by the message sender. Besides, theorists suggest that this model is just a basic ground for further research in communication. For instance, the model is based on the sender and receiver where the sender plays the primary role and the receiver a passive role of just receiving the information. McQuail and Windahl (2015) state that such communication which looks like a one-way process may lose its strength, they state that communication should be mutual between the sender and receiver. The model also recognises noise in the communication process. For the effectiveness of the message, the sender should understand noise to help in resolving the problems that might affect the communication process. 
[bookmark: _Toc49809959]Schramm communication model
This communication model is built on the theory that communication should be mutual and two way between the sender and the receiver. The model requires the participants in the communication process to take turns hence the interactive process making it circular rather than linear. The main components of the Schramm model are the sender, message, receiver, and semantic barriers. However, the message travels back and forth between the sender and receiver where the sender delivers the message and becomes the receiver (McQuail and Windahl, 2015). Besides, Schramm model introduces interpreter who tries to analyse or interpret the message. The interpreter helps in receiving the exact message. Lack of interpreter in the communication process may lead to the sender and receiver applying different meaning to the same message. However, the main limitation of the model is it does not consider the semantic noise and encoding and decoding processes are assumed.
[image: Journalism and Communication.: OSGOOD- SCHRAMM Circular MODEL OF ...]
Fig. 2: Schramm model (McQuail and Windahl, 2015).
[bookmark: _Toc49809960]Criticism of Schramm’s communication model
The model does not recognise the semantic noise. In practice, every communication has challenges and issues that are likely to distort the information. Besides, the model assumes encoding and decoding moments as part of the sender and receiver respectively (Kubota, 2019). 
[bookmark: _Toc49762153][bookmark: _Toc49809961]Berlo’s communication model
Berlo’s model summarises the four components of communication as SMCR, which represents Sender, Message, Channel, and Receiver. The tool also emphasises of coding and decoding of the message to make the communication efficient. This is as a result of improving the criticism of Shannon and Weaver’s linear model of communication.
The communication starts with the sender of the message. The source of information encodes the message. The sender may convey the message in various forms depending on the receiver. The choice of the channel of communication is also determined by the way the sender wants the receiver to interpret the message. The sender and the receiver are affected by similar factors such as communication skills, attitude, knowledge, and culture, among others. On the other hand, the message itself is affected by the non-verbal communication elements, message structure, the way it is sent, as well as the message content. The message sometimes may not reach the receiver as intended. It is affected by factors such as distortion and noise (Baxter, 2017). 
[image: Berlo's Model of Communication]
Fig. 3; Berlo’s communication model (Baxter, 2017)
[bookmark: _Toc49809962]Criticism of Berlo’s communication model
The model does not recognise feedback. This means that there is no action or effect done on the message making the communication linear. Besides, Kubota (2019) notes that the model does not recognize the barriers to communication. The model needs the parties communicating to be on the same level, however, this is not always practical in real life.
[bookmark: _Toc49762154][bookmark: _Toc49809963]Communication skills
Communication is a key factor to be considered within the workplace setting. Effective workplace communication leads to the attainment of high productivity and maintaining a cohesiveness. Forey and Lockwood (2010) state that effective communication at the workplace is one of the signs of a high organisational performance culture. The information must be sent and received accurately. Some of the essential communication skills required within the workplace setting include oral communication, non-verbal communication, and listening skills, among others.
Oral communication: Oral communication is the process of expressing ideas by the medium of speech or word of mouth. The process of workplace cohesion is highly natured by effective verbal communication amongst the workers. Besides, this is the most common communication method used by the instructors while communicating with staffs.
Non-verbal communication: This involves communication using body language. The most common non-verbal communication used are gestures, facial expression, tone, and pitch of voice. Effective application of the non-verbal aspects helps the receiver to get the message with the exact meaning. However, this is only effective where the sender and the receiver can face each other. The COVID-19 pandemic led to many companies closing down, and Davison Canners was not an exemption. However, with the situations under control, the HR needed to call employees back on duty. James, one of the employees of the company was not reached due to network issues. A colleague reached out to him after day one on duty and his facial expression and tune in the way he communicated the message showed that the HR was very mad with James. As a result, James wrote an apology letter for the same. However, the HR message was not as serious as it was shown by the non-verbal shows of the colleague.
Listening: The employees need to have effective listening skills which entail the understanding of the message from the sender. DeKay, (2012) notes that active listening involves paying attention to what the message sender is saying, asking questions for clarifications, and rephrasing the message more simply and clearly without changing the intended meaning. 
Workplace communication must emphasise on clarity. Communication does not only consider the efficiency of the message sender. The message should also be clear and in a concise manner. The message should be simple but not ambiguous. Simplicity helps in encoding and decoding the message in the communication process.
[bookmark: _Toc49762155][bookmark: _Toc49809964]Poor communication at the workplace
Effective workplace communication depends on both the employees as well and as leaders. Organisations that do not have constrictive interaction mostly does not have effective defined communication strategies and tools (Forey and Lockwood, 2010). Poor communication within an organisation originates from unclear objectives, cultural diversity, and employee’s issues.
With the rise of the COVID-19 pandemic, Davison Canners, which is my employer needed to employ marketing personnel who is equipped with online marketing techniques to market the products digitally. However, while advertising the position, the advert just indicated “position of a marketer’’. During the selection and recruitment process, the interviewer panel ended up recruiting marketing personnel without considering the issue at hand; need for online marketing. Besides, the human resource manager described the roles and responsibilities as per the old requirements. Additionally, there was an issue of the inter-personal relationship between the decision-makers and the human resource. Internal sources showed that the human resource was side-lined in decision-making processes.
DeKay (2012) states that clear communication helps the organisation to attain its objectives easily. The organisation’s objective was to invest in e-commerce. This would lead to an increase in its sales volume and profitability. However, due to poor information flow communication channel, the decision-makers aim was not taken into consideration, and the organisation did not achieve its goal. 
[bookmark: _Toc49809965]Recommendation
The organisation should put in place well-defined communication channels and policies. Clear communication channels help in passing the intended message without distortion. The communication process should include all the required details as stated from the source; the sender.
The organisation should also make clear provisions for the people to be involved in the decision-making panel to avoid conflict between the leaders. This should also help in clearly stating that employee personal issues should not interfere with the organisation decision-making process. This will then help all the decision-makers to have a common goal and not intentions of frustrating each other’s effort as this has a great influence on the organisation’s communication process and attainment of set objectives.
[bookmark: _Toc49762156][bookmark: _Toc49809966]Conclusion.
To sum up, communication can be defined as the exchange of information between individuals using a common sign. The report has tackled on several elements such as the importance of effective communication at the workplace, including encouraging growth as well as increased innovation due to the free sharing of ideas. However, effective communication is hindered by factors such as poor communication skills, use of jargon language or phrases, culture, as well as the language barrier. The report has also addressed the three main models of communication; these are, Shannon and Weaver, Schramm, and Berlo models.  Shannon and Weaver’s model is criticised for several reasons such as only considering the external noise that may hinder effective communication and the fact that the model concentrates on linear communication making denying the aspect of tern taking in the communication process. The Schramm model is an interactive process emphasising on the mutual communication process. Berlo’s model, on the other hand, concentrates on the four elements of communication which are Sender, Message, Chanel, and Receiver. The report has also handled communication skills including oral, non-verbal, and listening skills with an illustration of a case of poor communication at Davison Canners with the appropriate recommendation.
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