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[bookmark: _Toc39353951]Abstract
Teamwork is essential for completing any task, project, or assignment. It’s an underlying condition because achieving success is nearly impossible without it. That’s why many researches were performed on increasing the effectiveness of teamwork. Currently, there are numerous strategies that are aimed at enhancing teamwork. An integral part of it is communication because in its absence, effective teamwork cannot exist. This report will analyze both teamwork and communication. It will present the importance of them, discuss about the strategies. Furthermore, the theories of communication as well as the available models will also be discussed. The skills required for effective communication will be examined. Lastly, a recommendation regarding the ways of improving communication will be presented. 
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Proper teamwork can facilitate any task. Thanks to excellent cooperation of the team members, the harder parts will be eased up and everything will be faster. What an individual find too difficult may not be all that hard to a team because of the shared intelligence and efforts. However, managing a team and increasing its efficiency requires the following of various guidelines and applying the proper strategies. Communication is extremely important for flawless teamwork. 
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[bookmark: _Toc39353954]What is Teamwork?
Teamwork is extremely important for any the successful completion of business or non-business activities. It refers to a collaborative effort where a group of people works cohesively in order to achieve a common or shared goal (West, 2012). In other words, it’s simply a process of group collaboration. When multiple comes together to solve a problem, it becomes a lot easier. Combined brainstorming using shared intelligence makes it possible to achieve the goals faster and with more efficiency. It can be seen that the successful business organizations, professional sports teams, etc. are heavily reliant on teamwork. Any school and varsity project becomes much simpler when team members contribute effectively. Proper management of a team requires the application of various strategies. However, without the availability of an effective communication, information will not be passed. As a result, the team members won’t be able to do their parts flawlessly. So, there must be an excellent communication channel where each member finds it easy to pass information between them. 
Below are certain elements that help in creating a high performing teamwork. 
                   
                    [image: ] 

Conditions of Effective Teamwork
Existence of Trust & Respect: There must be a positive relationship among the team members. They should be able to trust each-other completely and show the utmost respect. Otherwise, there will be huge cracks. 
Clear Goal: Naturally, teams are formed with certain goal in mind. That goal cannot be vague or confusing. It must be clear enough so that everyone knows and understands what they are pursuing. 
Clear Roles & Responsibilities: Each member of the group must have clear understanding of their roles and responsibilities. If they don’t know what they’re supposed to do, how can a team hope to be successful?
Reduced Conflict: Frequent conflicts can reduce the work efficiency and increase the time it takes to complete a project. So, the teams must be prepared to handle any conflict and resolve them quickly before they cause too much troubles. 
Accountability: Every team member should feel accountable for their responsibilities. If one member fails to perform their side of the task, others would find it harder too because the tasks are usually connected.
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The effectiveness of teamwork depends on how functionally it is managed. There are several strategies that can result in creating an effective teamwork. 
Google is an extremely successful company that has thousands of employees. Now, Google understands the importance of effective teamwork. So, it implements various strategies in order to increase the efficiency of the teamworking habits. The employees find easier to work together as their teamwork is known to be amazing. 
                                               [image: ]
Crystal Clear Objective: It’s undoubtedly impossible to achieve the goals and objectives without actually knowing what they are (Parker, 2011). So, Google ensures that their goals are one hundred percent clear to the employees so that there is no confusion. 
Creating an Excellent Culture:  Google is one of the top companies that has exceptionally positive workplace culture. The employees find it safer and more rewarding to work in it as a result. So, it’s important to create environments where the team members can thrive. 
Availability of Effective Communication: Team members must communicate properly with each other. There has to be a flow where information can pass quickly and without any complexity. That’s why Google pays attention in creating flawless communication channel. 
Setting Examples: By showing successful way of communication and teamwork and their importance, the team members will have better guidelines to follow. So, Google often sets up examples to increase effectiveness. 

Showing Appreciation: Regularly showing appreciation for doing good jobs can make the team members feel valued. This will increase their work efficiency. That’s why Google constantly rewards its employees for providing great services. 
Encouragement: It’s normal for the team members to feel a bit down or discouraged. So, Google makes to encourage the employees by giving them motivation and other means of encouragement. 
Feedbacks: Feedbacks can tell what might be wrong with the team so that the managers can resolve them. So, Google collects feedbacks from their employees and take steps to ensure flawless performance. 
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[bookmark: _Toc39353957]What is Communication?
Communication means the process of passing or exchanging information from one individual or group to another through various means like talking, writing, gesturing, etc. (Hargie, et al., 2004). It’s the way of conveying information. An average person engages in countless communication activities in their lifetime. As human is social being, it cannot exist without communicating with each-other. It was equal importance in everywhere. It requires at least three parties for communication to occur.
· Sender
· Receiver
· The Message / The Information
           [image: ]



[bookmark: _Toc39353958]The Significance of Communication
Our course classes allowed us to get a deeper understanding of communication. Along with it, we’ve been given the information regarding the importance of communication. There is no way to achieve anything without it. It is the most essential element of teamwork. 
The more skilled the team members are, the better the teamwork will be. So, it is crucial to hone our communication skills if we want to manage our teams properly. It is a common scenario where students fail their team projects in schools and universities. This happens because the members aren’t efficient in communication. They are reluctant to work together. Many don’t even participate or fulfil their responsibilities, aiding in a disastrous result. The same is likely to happen in a business organization if the employees fail to work together. This is all because of lack of communication. 
If we look at successful companies like Amazon, one thing will be clear that they excel at communication. The staff of Amazon regularly communicates with the customers, leaving them happy and satisfied. The communication between the employees are always clear and fluid so they never fail to deliver the products. 
As we can see, the significance of communication is definitely greater than we often understand. So, for success, an emphasis must be given on creating excellent communication between the team members. 
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We will further discuss about the important role that communication plays in creating effective teamwork. 
Communicating Goals & Objectives: Through communication, team leaders can provide clear information regarding the goals and objectives. So, the members will know what they must do. 
Sharing of Knowledge: Communication allows the passing of knowledge. So, team members can let others know about their opinion as well as their findings. Sharing of knowledge can result in making them more aware so that they can take on their responsibilities with more efficiency. 
Building of Trust: Regular communication helps greatly in building trust. So, team members will have faith in each-other and feel safer as they know they can rely on each-other. 
Aids in Goal Achievement: As communication helps in every step, goal is sure to be achieved. Members can resolve their issues and conflicts by relying on it. So, overall goal achievement will be facilitated. 
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Effective communication is essential without a doubt for just about anything, projects, problem-solving, earning revenue in business organizations, etc. However, it is impossible without a set of communication skills. It is estimated that effective communication can reduce employee turnover rate to a great extent. A few years ago, back in 2016, LinkedIn performed a survey regarding the most important soft skills in USA where communication came out on top (Berger, 2016). 
                    [image: ]
Successful organizations like Google, Amazon, McDonald’s, etc. give a lot of effort in increasing the communication skills of an employee.  Some of the skills that they value the most and concentrate in improving are given below:
Active Listener: A good communicator really listens to what the other person has to say. No one would feel comfortable speaking to someone who doesn’t pay any attention. A good listener is more likely to be listened as well. 
Crafting Short and Clear Message: Being able to craft short messages that are to the point concise saves time and makes it easier to pass information. Elaborate and long ones can bore others.   
Showing Interest: During communication, it is important to show interest or appear interested. Otherwise, the speaker will feel undermined and may restrain from revealing valuable information.

Confidence:  The communicator must appear to be confident. He must have everything together and well-aware of the subject he’s talking about. 
Being Respectful:  Everyone involved in a communication has to be respectful toward each other. There cannot be any provoking or insulting terms in their information. This will make the involved parties feel safer. 
Appearing Presentable: It is crucial to appear presentable at all times. This can increase the impression of a person and show that they are worth paying attention to. 
Use of Body Language: Proper use of body language can help making the messages more understandable. Being able to make eye contacts, make use of the vocal tones, use of hand gestures, etc. can help greatly in conveying the information.
Open-Mindedness: For efficient communication, every party must be open-minded. They should be respectful to different cultures, genders, sexual orientations, etc. All forms of racism must be prohibited. 
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There is a number of communication theories that can be applied in teamwork for effectiveness. They are as follows:
Diffusion Theory: Diffusion theory refers to a communication process that relates to a way of spreading new ideas, processes, technologies, etc. among the team members through specific channels (Sven, et al., 1991). It’s mostly suitable when a team member comes up with something new and that it needs to be passed among the others smartly and quickly.   
Groupware Theory: Groupware theory makes it possible for the group or team members to communicate easily and create a fluid collaboration to take on different projects. 
Information Theory: This theory is majorly concerned with passing the information with the least amount of errors. It works to minimize the mistakes that may cause misunderstanding and helps to ensure flawless messages.  
Critical Theory: The critical theory is based on the fact that conflicts are parts of an organization. It is bound to arise. So, managers must be ready to resolve them at all times. The same goes for teamworking since conflicts can be seen as natural thing in it as well (Johnson, 2019).  
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Communication models offer a representation of the communication process and how it works. It provides assistance in explaining how human communication takes place. Three models of communication can be found and they are as shown below:
· Linear Model of Communication
· Transactional Model of Communication
· Interactive Model of Communication
Linear mode of Communication: The Linear mode is the simplest form of the models, having a one-way flow of the message (McQuail & Windahl, 1993). Which means, the message only moves forward in a line, from the sender to the receiver. It cannot move backward.  
Several models are a part of this which are as follows:
· Aristotle’s Model: Aristotle, the great Greek philosopher, developed this model that is centered around the speaker. The speaker is the one to deliver the message and the audience remains passive (Bajracharya, 2018).  
[image: ]
· Shannon Weaver Model: This one was given by the famous Mathematician Shannon Weaver, hence the name. It was designed to create an effective communication between the sender and the receiver. It focuses on a disruptive factor called “noise”. This model works with the source of information, the transmitter, noise, channel, decoder, and receiver or in other words, destination of the message.   
[image: ]
· Lasswell’s Model: This model was given by Harold Lasswell where five components are used to evaluate the communication process. It asks a couple of questions to find the required result starting with Who’s communicating, what’s the message, what channel’s been used, to whom it was delivered, and, lastly, what was the effect. 
[image: ]
· Berlo’s S-M-C-R Model: This model relies on four components to analyze and evaluate the communication process starting with Sender, Message, Channel, and lastly, Receiver. Now, each and every component is subjected to be affected by various factors. 
[image: ]
Transactional Model of Communication: It’s a more advanced model where both sender and receiver play equal role as they both are active. They may communicate simultaneously with each other without any restriction.
Interaction Model of Communication: It’s highly similar to transactional mode in the sense that senders and receivers are active. However, the difference is that communication is done using modern methods like the internet. 
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It’s normal for conflicts to arise in communication. It refers to the disputes that happen when the parties involved in a communication have needs and goals that are not compatible with each other (Cox, 2019). 
Here are some of the types of conflicts in communication: 
Intrapersonal Conflict: Intrapersonal conflict develops within one’s own mind. It is concerned with the psychological elements of a person like values, principals, emotions, etc. The conflicts can have simpler forms like not being able to decide what to eat to taking a big life’s decision. These conflicts can reduce one’s performance. 
Interpersonal Conflict: Interpersonal conflict arises from the differences in goals and needs of two individuals. As humans aren’t the same, these conflicts are fairly common. 
Intragroup Conflict: This is the type of conflict that occurs within a group or a team, between the members. Various reasons can lead to this conflict like misunderstanding, miscommunication, disagreements, etc. 
Intergroup Conflict: Intergroup conflicts can take place between different groups within an organization or even outside an organization. Varied interests and goals are usually the reason of it. 
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Written communication simply refers to the process of communication that passes through written channels (Business Jargons, 2018). It’s more formal than the other forms of communication. 
Some of the forms of written communication are given below:
Email: Email has become an extremely dependable form of communication as it allows information to pass through the internet within seconds. It’s possible to send email from a corner of the world to another in an astoundingly short time. Emails contain written messages that can be easily passed to another person. Business organizations rely on formal emails to communicate within the organization or with others.  
Formal Business Letters: Business letters contain valuable information about the activities and operations of the business and they are relayed to different members of the organization or outside parties that are interested. They are very formal and official. 
Newspaper: Newspapers communicate the news of the world to the readers. They contain the activities and happenings of all over the place. The readers can read them in order to know all about them. This is a one-way communication method. 
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Communication can made to be more efficient by being a little more careful. It’s supremely useful so the following recommendations were prepared that can prove to be helpful in improving communication. 
· Every team member must participate voluntarily and be open to new ideas. They must share information with the others clearly. 
· The messages must be concise and only contain relevant information. 
· There must be a channel of communication where information can pass through freely. 
· Everyone must be allowed to speak and their ideas must be heard and given priority as well. 
· It would be helpful if everyone makes efforts to increase their communication skills and efficiency. 
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Without communication, nothing can be done. It is especially important in teamwork as it is essential for the team members to communicate with each other to achieve a certain goal. Team efforts are highly valuable as they can facilitate goal achievement. It is far better than individual efforts. Any successful business depended on teamwork to get there. So, it is vital to manage teams and every one must learn to work in a team environment in order to be more successful. All in all, efficient and effective teamwork is capable of making the impossible not seem all that impossible anymore. 
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Teamwork is extremely important for any the successful completion of business or non-business activities. It refers to a collaborative effort where a group of people works cohesively in order to achieve a common or shared goal (West, 2012). In other words, it’s simply a process of group collaboration. When multiple comes together to solve a problem, it becomes a lot easier. Combined brainstorming using shared intelligence makes it possible to achieve the goals faster and with more efficiency. It can be seen that the successful business organizations, professional sports teams, etc. are heavily reliant on teamwork. Any school and varsity project becomes much simpler when team members contribute effectively. Proper management of a team requires the application of various strategies. However, without the availability of an effective communication, information will not be passed. As a result, the team members won’t be able to do their parts flawlessly. So, there must be an excellent communication channel where each member finds it easy to pass information between them. 
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· Conditions of Effective Teamwork
· Existence of Trust & Respect: There must be a positive relationship among the team members. They should be able to trust each-other completely and show the utmost respect. Otherwise, there will be huge cracks. 
· Clear Goal: Naturally, teams are formed with certain goal in mind. That goal cannot be vague or confusing. It must be clear enough so that everyone knows and understands what they are pursuing. 
· Clear Roles & Responsibilities: Each member of the group must have clear understanding of their roles and responsibilities. If they don’t know what they’re supposed to do, how can a team hope to be successful?
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· Reduced Conflict: Frequent conflicts can reduce the work efficiency and increase the time it takes to complete a project. So, the teams must be prepared to handle any conflict and resolve them quickly before they cause too much troubles. 
· Accountability: Every team member should feel accountable for their responsibilities. If one member fails to perform their side of the task, others would find it harder too because the tasks are usually connected.
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· The effectiveness of teamwork depends on how functionally it is managed. There are several strategies that can result in creating an effective teamwork. 
· Google is an extremely successful company that has thousands of employees. Now, Google understands the importance of effective teamwork. So, it implements various strategies in order to increase the efficiency of the teamworking habits. The employees find easier to work together as their teamwork is known to be amazing. 
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· Crystal Clear Objective: It’s undoubtedly impossible to achieve the goals and objectives without actually knowing what they are (Parker, 2011). So, Google ensures that their goals are one hundred percent clear to the employees so that there is no confusion. 
· Creating an Excellent Culture:  Google is one of the top companies that has exceptionally positive workplace culture. The employees find it safer and more rewarding to work in it as a result. So, it’s important to create environments where the team members can thrive. 
· Availability of Effective Communication: Team members must communicate properly with each other. There has to be a flow where information can pass quickly and without any complexity. That’s why Google pays attention in creating flawless communication channel. 
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· Setting Examples: By showing successful way of communication and teamwork and their importance, the team members will have better guidelines to follow. So, Google often sets up examples to increase effectiveness. 
·  
· Showing Appreciation: Regularly showing appreciation for doing good jobs can make the team members feel valued. This will increase their work efficiency. That’s why Google constantly rewards its employees for providing great services. 
· Encouragement: It’s normal for the team members to feel a bit down or discouraged. So, Google makes to encourage the employees by giving them motivation and other means of encouragement. 
· Feedbacks: Feedbacks can tell what might be wrong with the team so that the managers can resolve them. So, Google collects feedbacks from their employees and take steps to ensure flawless performance. 
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· Communication means the process of passing or exchanging information from one individual or group to another through various means like talking, writing, gesturing, etc. (Hargie, et al., 2004). It’s the way of conveying information. An average person engages in countless communication activities in their lifetime. As human is social being, it cannot exist without communicating with each-other. It was equal importance in everywhere. It requires at least three parties for communication to occur.
· Sender
· Receiver
· The Message / The Information
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· The Importance of Communication in Teamwork
· We will further discuss about the important role that communication plays in creating effective teamwork. 
· Communicating Goals & Objectives: Through communication, team leaders can provide clear information regarding the goals and objectives. So, the members will know what they must do. 
· Sharing of Knowledge: Communication allows the passing of knowledge. So, team members can let others know about their opinion as well as their findings. Sharing of knowledge can result in making them more aware so that they can take on their responsibilities with more efficiency. 
· Building of Trust: Regular communication helps greatly in building trust. So, team members will have faith in each-other and feel safer as they know they can rely on each-other. 
· Aids in Goal Achievement: As communication helps in every step, goal is sure to be achieved. Members can resolve their issues and conflicts by relying on it. So, overall goal achievement will be facilitated. 





Slide 14




· Effective communication is essential without a doubt for just about anything, projects, problem-solving, earning revenue in business organizations, etc. However, it is impossible without a set of communication skills. It is estimated that effective communication can reduce employee turnover rate to a great extent. A few years ago, back in 2016, LinkedIn performed a survey regarding the most important soft skills in USA where communication came out on top (Berger, 2016). 
·                      
· Successful organizations like Google, Amazon, McDonald’s, etc. give a lot of effort in increasing the communication skills of an employee.  Some of the skills that they value the most and concentrate in improving are given below:
· Active Listener: A good communicator really listens to what the other person has to say. No one would feel comfortable speaking to someone who doesn’t pay any attention. A good listener is more likely to be listened as well. 
· Crafting Short and Clear Message: Being able to craft short messages that are to the point concise saves time and makes it easier to pass information. Elaborate and long ones can bore others.   
· Showing Interest: During communication, it is important to show interest or appear interested. Otherwise, the speaker will feel undermined and may restrain from revealing valuable information.
· Confidence:  The communicator must appear to be confident. He must have everything together and well-aware of the subject he’s talking about. 
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· Being Respectful:  Everyone involved in a communication has to be respectful toward each other. There cannot be any provoking or insulting terms in their information. This will make the involved parties feel safer. 
· Appearing Presentable: It is crucial to appear presentable at all times. This can increase the impression of a person and show that they are worth paying attention to. 
· Use of Body Language: Proper use of body language can help making the messages more understandable. Being able to make eye contacts, make use of the vocal tones, use of hand gestures, etc. can help greatly in conveying the information.
· Open-Mindedness: For efficient communication, every party must be open-minded. They should be respectful to different cultures, genders, sexual orientations, etc. All forms of racism must be prohibited. 
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· Theories of Communication
· There is a number of communication theories that can be applied in teamwork for effectiveness. They are as follows:
· Diffusion Theory: Diffusion theory refers to a communication process that relates to a way of spreading new ideas, processes, technologies, etc. among the team members through specific channels (Sven, et al., 1991). It’s mostly suitable when a team member comes up with something new and that it needs to be passed among the others smartly and quickly.   
· Groupware Theory: Groupware theory makes it possible for the group or team members to communicate easily and create a fluid collaboration to take on different projects. 





Slide 17




· Information Theory: This theory is majorly concerned with passing the information with the least amount of errors. It works to minimize the mistakes that may cause misunderstanding and helps to ensure flawless messages.  
· Critical Theory: The critical theory is based on the fact that conflicts are parts of an organization. It is bound to arise. So, managers must be ready to resolve them at all times. The same goes for teamworking since conflicts can be seen as natural thing in it as well (Johnson, 2019).  
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· Models of Communication
· Communication models offer a representation of the communication process and how it works. It provides assistance in explaining how human communication takes place. Three models of communication can be found and they are as shown below:
· Linear Model of Communication
· Transactional Model of Communication
· Interactive Model of Communication
· Linear mode of Communication: The Linear mode is the simplest form of the models, having a one-way flow of the message (McQuail & Windahl, 1993). Which means, the message only moves forward in a line, from the sender to the receiver. It cannot move backward.  
· Several models are a part of this which are as follows:
· Aristotle’s Model: Aristotle, the great Greek philosopher, developed this model that is centered around the speaker. The speaker is the one to deliver the message and the audience remains passive (Bajracharya, 2018).  
· Shannon Weaver Model: This one was given by the famous Mathematician Shannon Weaver, hence the name. It was designed to create an effective communication between the sender and the receiver. It focuses on a disruptive factor called “noise”. This model works with the source of information, the transmitter, noise, channel, decoder, and receiver or in other words, destination of the message.   
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· Lasswell’s Model: This model was given by Harold Lasswell where five components are used to evaluate the communication process. It asks a couple of questions to find the required result starting with Who’s communicating, what’s the message, what channel’s been used, to whom it was delivered, and, lastly, what was the effect. 
· Berlo’s S-M-C-R Model: This model relies on four components to analyze and evaluate the communication process starting with Sender, Message, Channel, and lastly, Receiver. Now, each and every component is subjected to be affected by various factors. 
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· Transactional Model of Communication: It’s a more advanced model where both sender and receiver play equal role as they both are active. They may communicate simultaneously with each other without any restriction.
· Interaction Model of Communication: It’s highly similar to transactional mode in the sense that senders and receivers are active. However, the difference is that communication is done using modern methods like the internet. 
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· Conflicts in Communication
· It’s normal for conflicts to arise in communication. It refers to the disputes that happen when the parties involved in a communication have needs and goals that are not compatible with each other (Cox, 2019). 
· Here are some of the types of conflicts in communication: 
· Intrapersonal Conflict: Intrapersonal conflict develops within one’s own mind. It is concerned with the psychological elements of a person like values, principals, emotions, etc. The conflicts can have simpler forms like not being able to decide what to eat to taking a big life’s decision. These conflicts can reduce one’s performance. 
· Interpersonal Conflict: Interpersonal conflict arises from the differences in goals and needs of two individuals. As humans aren’t the same, these conflicts are fairly common. 
· Intragroup Conflict: This is the type of conflict that occurs within a group or a team, between the members. Various reasons can lead to this conflict like misunderstanding, miscommunication, disagreements, etc. 
· Intergroup Conflict: Intergroup conflicts can take place between different groups within an organization or even outside an organization. Varied interests and goals are usually the reason of it. 
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· Email: Email has become an extremely dependable form of communication as it allows information to pass through the internet within seconds. It’s possible to send email from a corner of the world to another in an astoundingly short time. Emails contain written messages that can be easily passed to another person. Business organizations rely on formal emails to communicate within the organization or with others.  
· Formal Business Letters: Business letters contain valuable information about the activities and operations of the business and they are relayed to different members of the organization or outside parties that are interested. They are very formal and official. 
· Newspaper: Newspapers communicate the news of the world to the readers. They contain the activities and happenings of all over the place. The readers can read them in order to know all about them. This is a one-way communication method. 
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· Recommendations for Improvement of Communication 
· Communication can made to be more efficient by being a little more careful. It’s supremely useful so the following recommendations were prepared that can prove to be helpful in improving communication. 
· Every team member must participate voluntarily and be open to new ideas. They must share information with the others clearly. 
· The messages must be concise and only contain relevant information. 
· There must be a channel of communication where information can pass through freely. 
· Everyone must be allowed to speak and their ideas must be heard and given priority as well. 
· It would be helpful if everyone makes efforts to increase their communication skills and efficiency. 
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Each member should complete this checklist. You will need time to reflect in order to make this a
worthwhile exercise. You should complete this exercise reasonably regularly in order to monitor
and improve how effectively your group is working

1. Answer each question regarding your own performance in the group.

2. Answer each question regarding the rest of the group.

3. Get together with your whole group and discuss where you think any problems are arising

Discuss what you are going to do to overcome these problems.
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Are you:

Group

Comments

Effectively clarifying your task or objective at each stage?

Checking on progress?

Clarifying and recording what your group decides?

Clarifying who is going to do what?

Clarifying when each task is to be done by?

Establishing procedures for handling meetings?

Keeping to agreed procedures?

Listening to each other?

Dominating / Allowing some members to dominate?

‘Withdrawing / Allowing some members to withdraw?

Compromising individuals wants for the sake of the team?

Recognising the feelings of other members?

Contributing equally to team progress?

Following agreed procedures for writing and file naming?





image13.emf
Effective Team Work 

and Communication


Microsoft_Office_PowerPoint_Slide1.sldx
Effective Team Work 
and Communication













image1.jpeg














image14.emf
2

Group Members

S/L Name ID

1 Courtney Miller 1916788


Microsoft_Office_PowerPoint_Slide2.sldx
2

Group Members

		S/L		Name		ID

		1		Courtney Miller
		1916788

						

						

						

						

						

						













image1.jpeg









Group Members






image15.emf
INTRODUCTION

3

Proper teamwork can facilitate any task. Thanks to

excellent cooperation of the team members, the harder

parts will be eased up and everything will be faster.

What an individual find too difficult may not be all that

hard to a team because of the shared intelligence and

efforts. However, managing a team and increasing its

efficiency requires the following of various guidelines

and applying the proper strategies. Communication is

extremely important for flawless teamwork.
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INTRODUCTION

3

Proper teamwork can facilitate any task. Thanks to excellent cooperation of the team members, the harder parts will be eased up and everything will be faster. What an individual find too difficult may not be all that hard to a team because of the shared intelligence and efforts. However, managing a team and increasing its efficiency requires the following of various guidelines and applying the proper strategies. Communication is extremely important for flawless teamwork. 
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Teamwork is extremely 

important for any the 

successful completion of 

business or non-business 

activities. It refers to a 

collaborative effort where a 

group of people works 

cohesively in order to achieve 

a common or shared goal. In 

other words, it’s simply a 

process of group 

collaboration.
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Teamwork is extremely important for any the successful completion of business or non-business activities. It refers to a collaborative effort where a group of people works cohesively in order to achieve a common or shared goal. In other words, it’s simply a process of group collaboration.
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Teamwork is extremely important for any the successful completion of business or non-business activities. It refers to a collaborative effort where a group of people works cohesively in order to achieve a common or shared goal (West, 2012). In other words, it’s simply a process of group collaboration. When multiple comes together to solve a problem, it becomes a lot easier. Combined brainstorming using shared intelligence makes it possible to achieve the goals faster and with more efficiency. It can be seen that the successful business organizations, professional sports teams, etc. are heavily reliant on teamwork. Any school and varsity project becomes much simpler when team members contribute effectively. Proper management of a team requires the application of various strategies. However, without the availability of an effective communication, information will not be passed. As a result, the team members won’t be able to do their parts flawlessly. So, there must be an excellent communication channel where each member finds it easy to pass information between them. 
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Conditions of Effective 

Teamwork

╸

Existence of Trust & Respect:

There 

must be a positive relationship among 

the team members. 

╸

Clear Goal: 

Naturally, teams are formed 

with certain goal in mind. That goal 

cannot be vague or confusing. 

╸

Clear Roles & Responsibilities: 

Each 

member of the group must have clear 

understanding of their roles and 

responsibilities.
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Existence of Trust & Respect: There must be a positive relationship among the team members. 

Clear Goal: Naturally, teams are formed with certain goal in mind. That goal cannot be vague or confusing. 

Clear Roles & Responsibilities: Each member of the group must have clear understanding of their roles and responsibilities.
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Conditions of Effective Teamwork

Existence of Trust & Respect: There must be a positive relationship among the team members. They should be able to trust each-other completely and show the utmost respect. Otherwise, there will be huge cracks. 

Clear Goal: Naturally, teams are formed with certain goal in mind. That goal cannot be vague or confusing. It must be clear enough so that everyone knows and understands what they are pursuing. 

Clear Roles & Responsibilities: Each member of the group must have clear understanding of their roles and responsibilities. If they don’t know what they’re supposed to do, how can a team hope to be successful?
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Conditions of Effective 

Teamwork

╸

Reduced Conflict: 

Frequent conflicts 

can reduce the work efficiency and 

increase the time it takes to complete a 

project. 

╸

Accountability: 

Every team member 

should feel accountable for their 

responsibilities. 
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Reduced Conflict: Frequent conflicts can reduce the work efficiency and increase the time it takes to complete a project. 

Accountability: Every team member should feel accountable for their responsibilities. 
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Reduced Conflict: Frequent conflicts can reduce the work efficiency and increase the time it takes to complete a project. So, the teams must be prepared to handle any conflict and resolve them quickly before they cause too much troubles. 

Accountability: Every team member should feel accountable for their responsibilities. If one member fails to perform their side of the task, others would find it harder too because the tasks are usually connected.
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The effectiveness of 

teamwork depends on 

how functionally it is 

managed. There are 

several strategies that 

can result in creating an 

effective teamwork. 
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Strategies for Effective 

Teamwork
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Strategies for Effective Teamwork









The effectiveness of teamwork depends on how functionally it is managed. There are several strategies that can result in creating an effective teamwork. 

Google is an extremely successful company that has thousands of employees. Now, Google understands the importance of effective teamwork. So, it implements various strategies in order to increase the efficiency of the teamworking habits. The employees find easier to work together as their teamwork is known to be amazing. 
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Strategies for Effective 

Teamwork

╸

Crystal Clear Objective:

It’s 

undoubtedly impossible to achieve the 

goals and objectives without actually 

knowing what they are.

╸

Creating an Excellent Culture:  

Google is one of the top companies that 

has exceptionally positive workplace 

culture. 

╸

Availability of Effective 

Communication: 

Team members must 

communicate properly with each other. 
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Crystal Clear Objective: It’s undoubtedly impossible to achieve the goals and objectives without actually knowing what they are.

 Creating an Excellent Culture:  Google is one of the top companies that has exceptionally positive workplace culture. 

Availability of Effective Communication: Team members must communicate properly with each other. 
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Crystal Clear Objective: It’s undoubtedly impossible to achieve the goals and objectives without actually knowing what they are (Parker, 2011). So, Google ensures that their goals are one hundred percent clear to the employees so that there is no confusion. 

Creating an Excellent Culture:  Google is one of the top companies that has exceptionally positive workplace culture. The employees find it safer and more rewarding to work in it as a result. So, it’s important to create environments where the team members can thrive. 

Availability of Effective Communication: Team members must communicate properly with each other. There has to be a flow where information can pass quickly and without any complexity. That’s why Google pays attention in creating flawless communication channel. 
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Strategies for Effective 

Teamwork

╸

Setting Examples: 

By showing 

successful way of communication and 

teamwork and their importance, the 

team members will have better 

guidelines to follow. 

╸

Showing Appreciation: 

Regularly 

showing appreciation for doing good 

jobs can make the team members feel 

valued. 

╸

Encouragement: 

It’s normal for the 

team members to feel a bit down or 

discouraged.

╸

Feedbacks: 

Feedbacks can tell what 
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Setting Examples: By showing successful way of communication and teamwork and their importance, the team members will have better guidelines to follow.  

Showing Appreciation: Regularly showing appreciation for doing good jobs can make the team members feel valued. 

Encouragement: It’s normal for the team members to feel a bit down or discouraged.

 Feedbacks: Feedbacks can tell what might be wrong with the team so that the managers can resolve them.
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Setting Examples: By showing successful way of communication and teamwork and their importance, the team members will have better guidelines to follow. So, Google often sets up examples to increase effectiveness. 

 

Showing Appreciation: Regularly showing appreciation for doing good jobs can make the team members feel valued. This will increase their work efficiency. That’s why Google constantly rewards its employees for providing great services. 

Encouragement: It’s normal for the team members to feel a bit down or discouraged. So, Google makes to encourage the employees by giving them motivation and other means of encouragement. 

Feedbacks: Feedbacks can tell what might be wrong with the team so that the managers can resolve them. So, Google collects feedbacks from their employees and take steps to ensure flawless performance. 
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Communication means the 

process of passing or 

exchanging information from 

one individual or group to 

another through various 

means like talking, writing, 

gesturing, etc. It’s the way of 

conveying information. 
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12
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Communication means the process of passing or exchanging information from one individual or group to another through various means like talking, writing, gesturing, etc. (Hargie, et al., 2004). It’s the way of conveying information. An average person engages in countless communication activities in their lifetime. As human is social being, it cannot exist without communicating with each-other. It was equal importance in everywhere. It requires at least three parties for communication to occur.

Sender

Receiver

The Message / The Information
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The Importance of 

Communication in Teamwork

╸

Communicating Goals & Objectives: 

Through communication, team leaders 

can provide clear information regarding 

the goals and objectives. 

╸

Sharing of Knowledge: 

Communication allows the passing of 

knowledge. 

╸

Building of Trust: 

Regular 

communication helps greatly in building 

trust. as they know they can rely on 

each-other. 

╸

Aids in Goal Achievement: 

As 

communication helps in every step, goal 
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The Importance of Communication in Teamwork

Communicating Goals & Objectives: Through communication, team leaders can provide clear information regarding the goals and objectives. 

Sharing of Knowledge: Communication allows the passing of knowledge. 

Building of Trust: Regular communication helps greatly in building trust. as they know they can rely on each-other. 

Aids in Goal Achievement: As communication helps in every step, goal is sure to be achieved. 
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The Importance of Communication in Teamwork

We will further discuss about the important role that communication plays in creating effective teamwork. 

Communicating Goals & Objectives: Through communication, team leaders can provide clear information regarding the goals and objectives. So, the members will know what they must do. 

Sharing of Knowledge: Communication allows the passing of knowledge. So, team members can let others know about their opinion as well as their findings. Sharing of knowledge can result in making them more aware so that they can take on their responsibilities with more efficiency. 

Building of Trust: Regular communication helps greatly in building trust. So, team members will have faith in each-other and feel safer as they know they can rely on each-other. 

Aids in Goal Achievement: As communication helps in every step, goal is sure to be achieved. Members can resolve their issues and conflicts by relying on it. So, overall goal achievement will be facilitated. 
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Range of Communication Skills in 

the Organizational Context

╸

Active Listener: 

A good communicator 

really listens to what the other person 

has to say.

╸

Crafting Short and Clear Message: 

Being able to craft short messages that 

are to the point concise saves time and 

makes it easier to pass information. 

╸

Showing Interest: 

During 

communication, it is important to show 

interest or appear interested. 

╸

Confidence:  

The communicator must 

appear to be confident.
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Active Listener: A good communicator really listens to what the other person has to say.

 Crafting Short and Clear Message: Being able to craft short messages that are to the point concise saves time and makes it easier to pass information. 

Showing Interest: During communication, it is important to show interest or appear interested.  

Confidence:  The communicator must appear to be confident.
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Effective communication is essential without a doubt for just about anything, projects, problem-solving, earning revenue in business organizations, etc. However, it is impossible without a set of communication skills. It is estimated that effective communication can reduce employee turnover rate to a great extent. A few years ago, back in 2016, LinkedIn performed a survey regarding the most important soft skills in USA where communication came out on top (Berger, 2016). 

                     

Successful organizations like Google, Amazon, McDonald’s, etc. give a lot of effort in increasing the communication skills of an employee.  Some of the skills that they value the most and concentrate in improving are given below:

Active Listener: A good communicator really listens to what the other person has to say. No one would feel comfortable speaking to someone who doesn’t pay any attention. A good listener is more likely to be listened as well. 

Crafting Short and Clear Message: Being able to craft short messages that are to the point concise saves time and makes it easier to pass information. Elaborate and long ones can bore others.   

Showing Interest: During communication, it is important to show interest or appear interested. Otherwise, the speaker will feel undermined and may restrain from revealing valuable information.

Confidence:  The communicator must appear to be confident. He must have everything together and well-aware of the subject he’s talking about. 
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Range of Communication Skills in the 

Organizational Context

╸

Being Respectful:  

Everyone involved 

in a communication has to be respectful 

toward each other. 

╸

Appearing Presentable: 

It is crucial to 

appear presentable at all times. 

╸

Use of Body Language: 

Proper use of 

body language can help making the 

messages more understandable. 

╸

Open-Mindedness:

For efficient 

communication, every party must be 

open-minded. 
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Being Respectful:  Everyone involved in a communication has to be respectful toward each other. 

Appearing Presentable: It is crucial to appear presentable at all times. 

Use of Body Language: Proper use of body language can help making the messages more understandable. 

Open-Mindedness: For efficient communication, every party must be open-minded. 
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Being Respectful:  Everyone involved in a communication has to be respectful toward each other. There cannot be any provoking or insulting terms in their information. This will make the involved parties feel safer. 

Appearing Presentable: It is crucial to appear presentable at all times. This can increase the impression of a person and show that they are worth paying attention to. 

Use of Body Language: Proper use of body language can help making the messages more understandable. Being able to make eye contacts, make use of the vocal tones, use of hand gestures, etc. can help greatly in conveying the information.

Open-Mindedness: For efficient communication, every party must be open-minded. They should be respectful to different cultures, genders, sexual orientations, etc. All forms of racism must be prohibited. 
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Theories of Communication



Diffusion Theory: 

Diffusion theory refers 

to a communication process that relates 

to a way of spreading new ideas, 

processes, technologies, etc. among the 

team members through specific channels.



Groupware Theory: 

Groupware theory 

makes it possible for the group or team 

members to communicate easily and 

create a fluid collaboration to take on 

different projects. 
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Theories of Communication

Diffusion Theory: Diffusion theory refers to a communication process that relates to a way of spreading new ideas, processes, technologies, etc. among the team members through specific channels.

 Groupware Theory: Groupware theory makes it possible for the group or team members to communicate easily and create a fluid collaboration to take on different projects. 









Theories of Communication

There is a number of communication theories that can be applied in teamwork for effectiveness. They are as follows:

Diffusion Theory: Diffusion theory refers to a communication process that relates to a way of spreading new ideas, processes, technologies, etc. among the team members through specific channels (Sven, et al., 1991). It’s mostly suitable when a team member comes up with something new and that it needs to be passed among the others smartly and quickly.   

Groupware Theory: Groupware theory makes it possible for the group or team members to communicate easily and create a fluid collaboration to take on different projects. 
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Theories of Communication



Information Theory: 

This theory is 

majorly concerned with passing the 

information with the least amount of 

errors. 



Critical Theory: 

The critical theory is 

based on the fact that conflicts are parts 

of an organization. It is bound to arise. 
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Theories of Communication

Information Theory: This theory is majorly concerned with passing the information with the least amount of errors. 

Critical Theory: The critical theory is based on the fact that conflicts are parts of an organization. It is bound to arise. 









Information Theory: This theory is majorly concerned with passing the information with the least amount of errors. It works to minimize the mistakes that may cause misunderstanding and helps to ensure flawless messages.  

Critical Theory: The critical theory is based on the fact that conflicts are parts of an organization. It is bound to arise. So, managers must be ready to resolve them at all times. The same goes for teamworking since conflicts can be seen as natural thing in it as well (Johnson, 2019).  
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

Linear mode of Communication: 

The 

Linear mode is the simplest form of the 

models, having a one-way flow of the 

message.

Several models are a part of this which 

are as follows:

•

Aristotle’s Model: 

Aristotle, the great 

Greek philosopher, developed this model 

that is centered around the speaker. 

•

Shannon Weaver Model: 

This one was 

given by the famous Mathematician 

Shannon Weaver, hence the name. 

Models of Communication
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Linear mode of Communication: The Linear mode is the simplest form of the models, having a one-way flow of the message.



Several models are a part of this which are as follows:



Aristotle’s Model: Aristotle, the great Greek philosopher, developed this model that is centered around the speaker. 

Shannon Weaver Model: This one was given by the famous Mathematician Shannon Weaver, hence the name. 

Models of Communication









Models of Communication

Communication models offer a representation of the communication process and how it works. It provides assistance in explaining how human communication takes place. Three models of communication can be found and they are as shown below:

Linear Model of Communication

Transactional Model of Communication

Interactive Model of Communication

Linear mode of Communication: The Linear mode is the simplest form of the models, having a one-way flow of the message (McQuail & Windahl, 1993). Which means, the message only moves forward in a line, from the sender to the receiver. It cannot move backward.  

Several models are a part of this which are as follows:

Aristotle’s Model: Aristotle, the great Greek philosopher, developed this model that is centered around the speaker. The speaker is the one to deliver the message and the audience remains passive (Bajracharya, 2018).  

Shannon Weaver Model: This one was given by the famous Mathematician Shannon Weaver, hence the name. It was designed to create an effective communication between the sender and the receiver. It focuses on a disruptive factor called “noise”. This model works with the source of information, the transmitter, noise, channel, decoder, and receiver or in other words, destination of the message.   
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•

Lasswell’s Model: 

This model was given 

by Harold Lasswell where five 

components are used to evaluate the 

communication process. 

•

Berlo’s S-M-C-R Model: 

This model 

relies on four components to analyze and 

evaluate the communication process 

starting with Sender, Message, Channel, 

and lastly, Receiver. 

Linear Model of Communication
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Lasswell’s Model: This model was given by Harold Lasswell where five components are used to evaluate the communication process. 

Berlo’s S-M-C-R Model: This model relies on four components to analyze and evaluate the communication process starting with Sender, Message, Channel, and lastly, Receiver. 

Linear Model of Communication









Lasswell’s Model: This model was given by Harold Lasswell where five components are used to evaluate the communication process. It asks a couple of questions to find the required result starting with Who’s communicating, what’s the message, what channel’s been used, to whom it was delivered, and, lastly, what was the effect. 

Berlo’s S-M-C-R Model: This model relies on four components to analyze and evaluate the communication process starting with Sender, Message, Channel, and lastly, Receiver. Now, each and every component is subjected to be affected by various factors. 
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

Transactional Model of 

Communication: 

It’s a more advanced 

model where both sender and receiver 

play equal role as they both are active. 



Interaction Model of Communication: 

It’s highly similar to transactional mode in 

the sense that senders and receivers are 

active. 

Models of Communication
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Transactional Model of Communication: It’s a more advanced model where both sender and receiver play equal role as they both are active. 



Interaction Model of Communication: It’s highly similar to transactional mode in the sense that senders and receivers are active. 

Models of Communication









Transactional Model of Communication: It’s a more advanced model where both sender and receiver play equal role as they both are active. They may communicate simultaneously with each other without any restriction.

Interaction Model of Communication: It’s highly similar to transactional mode in the sense that senders and receivers are active. However, the difference is that communication is done using modern methods like the internet. 
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Conflicts in Communication

╸

Intrapersonal Conflict: 

Intrapersonal 

conflict develops within one’s own mind. 

╸

Interpersonal Conflict: 

Interpersonal 

conflict arises from the differences in 

goals and needs of two individuals. 

╸

Intragroup Conflict: 

This is the type of 

conflict that occurs within a group or a 

team, between the members. 

╸

Intergroup Conflict: 

Intergroup 

conflicts can take place between 

different groups within an organization 

or even outside an organization. 
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Intrapersonal Conflict: Intrapersonal conflict develops within one’s own mind. 

Interpersonal Conflict: Interpersonal conflict arises from the differences in goals and needs of two individuals. 

Intragroup Conflict: This is the type of conflict that occurs within a group or a team, between the members. 

Intergroup Conflict: Intergroup conflicts can take place between different groups within an organization or even outside an organization. 









Conflicts in Communication

It’s normal for conflicts to arise in communication. It refers to the disputes that happen when the parties involved in a communication have needs and goals that are not compatible with each other (Cox, 2019). 

Here are some of the types of conflicts in communication: 

Intrapersonal Conflict: Intrapersonal conflict develops within one’s own mind. It is concerned with the psychological elements of a person like values, principals, emotions, etc. The conflicts can have simpler forms like not being able to decide what to eat to taking a big life’s decision. These conflicts can reduce one’s performance. 

Interpersonal Conflict: Interpersonal conflict arises from the differences in goals and needs of two individuals. As humans aren’t the same, these conflicts are fairly common. 

Intragroup Conflict: This is the type of conflict that occurs within a group or a team, between the members. Various reasons can lead to this conflict like misunderstanding, miscommunication, disagreements, etc. 

Intergroup Conflict: Intergroup conflicts can take place between different groups within an organization or even outside an organization. Varied interests and goals are usually the reason of it. 
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Written Communication

╸

Email: 

Email has become an extremely 

dependable form of communication as it 

allows information to pass through the 

internet within seconds. 

╸

Formal Business Letters: 

Business 

letters contain valuable information 

about the activities and operations of the 

business and they are relayed to 

different members of the organization or 

outside parties that are interested. 

╸

Newspaper: 

Newspapers communicate 

the news of the world to the readers. 
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Written Communication

Email: Email has become an extremely dependable form of communication as it allows information to pass through the internet within seconds. 

Formal Business Letters: Business letters contain valuable information about the activities and operations of the business and they are relayed to different members of the organization or outside parties that are interested. 

Newspaper: Newspapers communicate the news of the world to the readers. 









Email: Email has become an extremely dependable form of communication as it allows information to pass through the internet within seconds. It’s possible to send email from a corner of the world to another in an astoundingly short time. Emails contain written messages that can be easily passed to another person. Business organizations rely on formal emails to communicate within the organization or with others.  

Formal Business Letters: Business letters contain valuable information about the activities and operations of the business and they are relayed to different members of the organization or outside parties that are interested. They are very formal and official. 

Newspaper: Newspapers communicate the news of the world to the readers. They contain the activities and happenings of all over the place. The readers can read them in order to know all about them. This is a one-way communication method. 
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Recommendations for Improvement of Communication



Every team member must participate voluntarily and be

open to new ideas. They must share information with

the others clearly.



The messages must be concise and only contain relevant

information.



There must be a channel of communication where

information can pass through freely.



Everyone must be allowed to speak and their ideas must

be heard and given priority as well.



It would be helpful if everyone makes efforts to increase

their communication skills and efficiency.
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Recommendations for Improvement of Communication 

Every team member must participate voluntarily and be open to new ideas. They must share information with the others clearly. 

The messages must be concise and only contain relevant information. 

There must be a channel of communication where information can pass through freely. 

Everyone must be allowed to speak and their ideas must be heard and given priority as well. 

It would be helpful if everyone makes efforts to increase their communication skills and efficiency. 









Recommendations for Improvement of Communication 

Communication can made to be more efficient by being a little more careful. It’s supremely useful so the following recommendations were prepared that can prove to be helpful in improving communication. 

Every team member must participate voluntarily and be open to new ideas. They must share information with the others clearly. 

The messages must be concise and only contain relevant information. 

There must be a channel of communication where information can pass through freely. 

Everyone must be allowed to speak and their ideas must be heard and given priority as well. 

It would be helpful if everyone makes efforts to increase their communication skills and efficiency. 
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CONCLUSION

Without communication, nothing can be done. It is especially important in teamwork as it is

essential for the team members to communicate with each other to achieve a certain goal.

Team efforts are highly valuable as they can facilitate goal achievement. It is far better than

individual efforts. Any successful business depended on teamwork to get there. So, it is vital

to manage teams and every one must learn to work in a team environment in order to be

more successful. All in all, efficient and effective teamwork is capable of making the

impossible not seem all that impossible anymore.
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CONCLUSION

Without communication, nothing can be done. It is especially important in teamwork as it is essential for the team members to communicate with each other to achieve a certain goal. Team efforts are highly valuable as they can facilitate goal achievement. It is far better than individual efforts. Any successful business depended on teamwork to get there. So, it is vital to manage teams and every one must learn to work in a team environment in order to be more successful. All in all, efficient and effective teamwork is capable of making the impossible not seem all that impossible anymore. 
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