Effective Team Work and Communication
						         
UNIVERSITY OF WALES: TRINITY SAINT DAVID PRIFYSGOL CYMRU: Y DRINDOD DEWI SANT

Module title: Effective Team Working and Communication 
Module code: BMSW4002
Module leader: Akinseye Aluko
Student name: Andreea Florentina Zaharia
Student number:1913392
Skills for the Workplace 
Word count: (2000words+/-10%)
Submission date:08-May-2020








Executive summary
A workplace has different kinds of situation, which it needs to handle properly. It is important for the workplace environment to develop positivity within the environment; therefore the high tension among the team members regarding work can get reduced. This report has discussed about the theories of team working, team dynamics and communication within the workplace. 
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[bookmark: _Toc37515692][bookmark: _Toc37516143]Introduction
In the following report, theories related to teamwork, communication and group dynamic will be explained with some example. Moreover, a short appearance will be made on the topic of team working context in the following report. 


[bookmark: _Toc37515693][bookmark: _Toc37516144]1. Berlo’s SMCR Model of Communication
Berlo's SMCR model of communication is also known as Berlo's sender-message-channel-receiver model of communication. This model of communication was founded in the year 1960 by David Berlo. Berlo's SMCR model of communication is an inspiration or advancement from Shannon Weaver’s Model of Communication. In the model of Berlo's SMCR Model of communication, there are four different parts or the model of communication is divided into four distinct parts which are explained below;
Source: The place from where the message is being created to send so that the receiver can receive that. Moreover, under the source, there are more divisions which are, communication skills which depend on the one who is sending the message, as good communication will make the massage easy to understand so that the receiver can understand the message quickly. Attitude is also significant as it puts weight and emotions to the message. Knowledge, as the message which the source is sending need to have some knowledge; otherwise, the message will be of no meaning. Therefore, communication skills, attitude and knowledge are also significant. 
Message: This is the essential part as this is the thing which is being sent by the source or sender to the receiver due to some reasons. The message is the significant things of the whole process as, without the message, nothing will be existing. The message can appear in any kind of forms such as text, code words, audio, video, PDF, presentation and etc. There are many factors of the message as well, which are, content, element, structure and code. Content is the main message of the meaning of the message. Elements are non-verbal thing such as the message is in written form, sign or something else. The structure is the way in which the message will be arranged so that the receiver can understand that easily. Code is the format of the message like, audio, video, PDF or etc. Therefore, these factors of message are significant to focus on (Juneja, nd). 
Channel: Channel is also one of the significant factors or component as with the help of the channel the sender sends the message to the receiver. Channel also decodes the message which was encoded by the sender while making the message. This helps the receiver to understand the message as it comes back to normal form. In present days the channel can be like the internet, emails, social media and etc. However, the five basic human channels of communications are, hearing, seeing, touching, smelling and tasting. Hence, sometimes we receive the message by hearing and therefore, hearing. By reading something, we get a message. By touching, smelling and tasting, we get some kind of message. Therefore, the five basic human channels are also very significant (communicationtheory.org, nd). 
Receiver: Receiver is the person to whom the message was directed, and as per observation both the sender and the receiver should be similar so that the receiver can understand the way it was sent by the sender. The things which should be similar to understand the message are the attitude, knowledge and communications skills (businesstopia.net, 2018). 
For example, in my workplace, there are employees who are not same, and therefore, this Berlo's model of communication can be used in the workplace so that the receiver understands the sender properly. This can avoid misunderstanding in the workplace between the sender and the receiver.
[bookmark: _Toc37515694][bookmark: _Toc37516145]2. Shannon and Weaver Model of Communication
Shannon and Weaver Model of Communication is named after the two inventors or author of this theory who were Shannon and Weaver. This model of communication was found in 1948, and David Berlo also enhanced this model of communication and created his own which is Berlo’s SMCR model of communication in the year of 1960 (communicationtheory.org, Shannon and Weaver Model of Communication, nd). Shannon and Weaver Model of Communication are also known as a mathematical theory of communication. Shannon and Weaver Model of Communication have six different components which are explained below;
i) Sender: The person who is sending the message to the receiver. 
ii) Encoder: Encoder can be a person or machine who converts the data or message into a signal or code word and sends to the receiver (Drew, nd). 
iii) Channel: Channel is the source or medium using which the sender sends the message to the receiver. Channel in Shannon and Weaver Model of Communication actually mean the telephone, internet and etc.
iv) Noise: Noise is the disturbance which can take place while sending or receiving the message. Moreover, there are two kinds of noise that can take place. The first one is internal noise or disturbance, which is created by the mistake of the sender while sending the message. Or the mistake did by the receiver while receiving the message. The second one is external noise which happens due to weak network or any other natural calamities, but the external noise cannot be controlled by the sender or the receiver (GABRIELLERICHARD, 2013). 
v) Decoder: The main work of the decoder is to decode or convert the encoded message into a simple message that was sent by the sender so that the receiver can understand the message easily.  
vi) Receiver: Receiver is the main person to whom the message was directed by the sender. 
vii) Feedback: At the time of inventing the model feedback was not there. Later, the authors included the feedback in which the receiver sends a message to the sender to make in aware that the receiver has received the message (businesstopia.net, Shannon and Weaver Model Of Communication, 2018).
For example, when the internet is not working properly in the workplace, Shannon and Weaver model of communication is used to overcome the situation as using this employee can understand the disturbance and will cooperate with the situation. 
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This model was established by Marshall Scott Poole. According to this model, this small groups all teams within a workplace face different kinds of consequences during any kinds of decision making situation (communicationtheory.org, nd). However, it is important for any workplace to maintain the workplace environment properly by maintaining communication and understanding within the workplace. In the case of my workplace also the group communication is very important as my work is strictly follows team working spirit among the employees. According to this theory there are four tracks, which can maintain the group communication within the workplace. These four tracks focus over the group dynamics of workplace.
Task track: This is the most initial track of a group formation. Every group formation have some basic characteristics which the team members needs to understand properly. According to this task track the team members of the group are about to know each other properly your good understanding can get developed among them. For example, in my workplace group members are being introduced with each other during this task track therefore, the group dynamics can get developed easily with the help of proper understanding and communication. Along with that, in my work place the management teams also communicate with the group members during this task to understand the needs of the employees properly. This also helps me to communicate with my management team regarding my needs and requirements. This task rack also helps me to generate basic ideas regarding my team members which can improve my team working ability. This track is very important regarding group dynamics as any kind of conflicts between the team members or between the management can get easily solved (ebrary.net, nd).
Relation track: It is important for the group members to maintain a good interpersonal relation among them. Good interpersonal relation among the group members can develop understanding as well as productivity of the team. Team dynamics always needs good interpersonal relation. The relation track focuses on maintaining this relation among the group members. Although in the working environment relationship maintenance sometime can be unnecessary to the organisation however, still to improve the team working equality among the employees this can be applied. For example, in my workplace it is important for the management to maintain a relaxation among the employees which improve their confidence level and psychological aspects and can also improve the productivity of the employees. In my workplace management team provide working time flexibility among the employees therefore, they can find their own suitable time for relaxing themselves. Therefore, the relation track also improve my working capability by providing me the needed flexibility within the workplace. Additionally, it also increase my positive nature by maintaining relaxation within the workplace (Harris, nd).
Topic track: There are different types of issues which the group members have to face. However, it is important for the management team to properly control issues occurred among the group members while doing any team work. This topic track focuses on concentrating over the various control issues within the workplace. There can arrive different kinds of arguments among the group members during this topic track. For example, in my workplace once in a month the topic track has been followed by the management team of the company. According to this track the management team of my workplace communicates with the team members along with the leaders regarding issues they are facing in the workplace. Sometimes arguments happen during this kind of discussion; however, the management team tackles the situation well by applying good strategies of communication. This track helps me to freely communicate with my leaders and managers regarding the issues I am facing within the workplace. This can generate proper management in my workplace by solving the issue issues I am facing.
Break points: During this break group communication shift from one point to another. For example in my workplace mostly the break point occurred after having a long discussion over the same topic. This break point postpones the same discussion for a long time (time-earn.blogspot.com, 2007). 
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The team working also can get affected by the perception of an individual among others. The window model discuss about the individuals perception among others. It is important for proper team working to maintain personal information motivations properly among the team members (communicationtheory.org, The Johari Window Model, nd). 
Open area: According to this area the behaviour personality motivational factors of a team member is generally known by the entire team member. For example in this case, my behaviour and my attitude towards work is mostly known within the team. This can help the team to deal with me properly and providing me a suitable working environment according to my attitude (businessballs.com, nd).
Blind spot: There are different kinds of attitude which mostly the team member might not be able to find out among them. However, these attitudes can be seen in the wider aspect of team working. Blind spot focuses on these aspects which are known by the team members and mostly ignored by the individual. For example, in this case I have communication problem with different team members which I need to get rid of (selfawareness.org.uk, 2013).
Hidden area: There are some area which individuals mostly height from the team members. These areas are known as the hidden area. For example, in my workplace I face confusion regarding my job role which I sometimes hide from my team members. However, this is not a correct thing to do as it can harm my productivity (toolshero.com, nd).
Unknown area: There are some areas among the team members which are completely unknown by the team members as well as by the individual. These areas can harm the complete productivity of a company and therefore it is important for the team members to communicate and develop understanding regarding the unknown areas.


[bookmark: _Toc37515697][bookmark: _Toc37516148]Conclusion
Communication is very important aspect of any successful workplace. Good communication maintenance within the workplace can also improve the efficiency of the employees as well as of the company. Good communication development can also therefore increase the market place of a company by developing their productivity. However, in this report, some important theories related to communication and team development were discussed. Along with that, this report was also focused on the importance of communication within the team working context. 
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