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Introduction
Groups are the basic building block of an organization. In this study the concept of shared ownership and responsibility. The negotiation and development of ideas are discussed followed by explaining theories on group dynamics. This paper highlights on the theories of team structure and group strategies. Different forms of interpersonal communication are pointed out. The formats and structures of written communication are focussed in this paper. This study emphasizes on the strategies for improvement of clarity in grammar, expression, syntax and punctuation, presentation format and structure. It also reflects the communication process using visual and electronic resources. Suitable conclusion is drawn from this study at the end.
[bookmark: _Toc5035224]Working collaboratively: shared ownership, responsibility and issues related to confidentiality
The concept of teamwork in an organization fosters a climate of loyalty and friendship within such organization. An effective working team within an organization inspired the members of the team to take substantial initiative in accomplishing the objectives of the organization. It motivates the members of the team to engage in strong involvement with the affairs of the company.
Responsibilities in workplace focuses on the particular duties and tasks that the employees are expected to accomplish such tasks as a part of their professional roles. In a team within the workplace, the responsibilities of the members are shared and the team as a whole is required to be held accountable for the task assigned to the said group (Levi, 2015). The obligations of the assigned tasks are needed to be accepted by all the members of the working team. 
Working teams in an organization are often encountered with issues related to confidentiality. Confidentiality is required to be maintained within the team of an organization as breach of confidentiality could lead to conflict within the team.  The concept of confidentiality in an organization is itself teamwork, where the organizational members are not allowed to divulge information of the said organization to others.
[bookmark: _Toc5035225]Negotiation and development of ideas
It is acquired that groups or teams are the fundamental blocks of a business organization. Conflict is an inevitable part within the effective teams of the organizations. However, the professional teams operating within the organizations are highly required to possess the abilities to negotiate in order to resolve such conflicts. The members of the high performing groups are needed to be skilled in terms of negotiating in order to ignore the impacts of escalated conflicts in business. Effective organizations are known to adopt efficient techniques of negotiating conflicts. It is ardently required for organizations to demonstrate sound skills of negotiations are the persistence of organizational conflicts within the organization for a longer period could interrupt the operations of business. Efficient teams in workplace are observed to generate productive ideas that fetch benefit to the company on its execution. Effective ideas of negotiation could improve the position of both the parties actively engaged in conflicts. Ideal negotiation ideas focus on constructive and courteous interaction that intends to create win-win for both the aggrieved parties. It results into great degree of satisfaction of both the party who are prepared to interact with each other in future.
[bookmark: _Toc5035226]Theories of group dynamics
The Tuckman theory of group dynamics was formulated from the works of Bruce Tuckman in the year 1965. The theory on group dynamics is divided into five relevant stages, which are discussed below.
Forming
At this stage of the said theory, the process relating to the formation of the group is dealt with. At this stage, high dependence is placed on the directions and guidance from the leader of the working group (Daft, 2015). The individual job responsibilities are not clear and the chosen leader is required to set the purpose and objective of the group.
Storming
The group members are observed to compete for positions desiring to establish themselves in comparison to other members of the group who could possess challenging threats. Even though the persistence of uncertainty could be observed, the clarity in terms of the purpose. Compromises are desires for the progress of the team and the members are required to focus on goals to avoid distractions (Forsyth, 2018).
Norming
Responsibilities of the team members are clear at this stage. The unity and commitment of the members are strengthened that enables them to make effective decisions in workplace. The working pattern and process is developed in this stage.
Performing
The team gains the ability to perform without the participation of the leaders and aims to over achieve the targets. High levels of autonomy can be observed within the team and the point of disagreements could be resolved positively at this stage.
Adjourning
After the successful accomplishment of the objectives, the groups are broken down. The members of the team are required to move forward with the satisfaction of successful achievements.
[bookmark: _Toc5035227]Theories of team structures
Contingency theory
It is ascertained that it is not possible to avoid the concept of conflict within the working team of organization. As per the contingency theory, it is possible to manage conflicts within the team. Organizational teams are required to satisfy its strategic needs by adopting linear, rational and sequential ways. The contingency theory related to the structure of the team states that it is essential to accept any change in the environment in order to achieve organizational and managerial success (Kalish, and Luria, 2016). The managers and the leaders of the team are required to gain the ability to make decisions contingent on the present circumstances. It is essential to manage the internal and external constraints of the organizations in order to ensure effective operations of the organization.
[bookmark: _Toc5035228]Group strategies: shared objectives, group agreements, meaningful schedules and effective delegation
Every working group is required to adopt suitable strategies in order to attain its common objectives. Teams of an organization are comprised of employees with various skill sets in order to achieve the different parts of the shared objectives. The team puts its integrated effort in order to obtain specific outcomes. The working groups of the organization works together to achieve the shared objectives.
The leaders of the team are required to adopt appropriate strategies to achieve the goal of the organization supported by group agreement. In order to fetch positive outcomes, the leaders are needed to receive suggestions from the team members and adopt suitable strategy keeping the views of the member in mind. This enables the leader to maintain group agreement within the team.
It is important to adopt suitable strategies in order to divide the objectives into meaningful schedules that enable the members to achieve it with ease. It is highly important to delegate the powers to the members of the team according to their professional skills and roles of responsibilities. Such strategy can empower the employees and builds a sense of responsibility within the members of the working team.
[bookmark: _Toc5035229]Interpersonal communication including Body language, active listening, personal presentation and context awareness
Body language
Body language forms a part of non-verbal signals through body gestures of the communicator. This type of interpersonal communication is used to convey intended information by using facial expression, movement of eye, use of space and touch. Facial expression is the most common form of body language used in interpersonal communication (Martinez et al. 2016). For example, at the time of talking to the management staffs my body language remains formal and positive differing casual approach towards mass at the time I communicate. 
Active listening
It is essential to engage in active listening while communicating within a working team. It is an act of meaningful hearing, which helps to understand the perspective of other’s view (Bodie et al. 2015). Active listening also helps in building strong relationship with the members of the working team. I have felt the need of active listening at the time of meeting with both the employees and management as in both the cases the opinions from employees and instructions from management are important to make sound decisions. 
Personal presentation
In effective interpersonal communication process within a working team of an organization, personal presentation is used to convey relevant signals to communicate with the coworkers. Individuals with inadequate self-esteem might not be able to communicate efficiently with other members. Improving the skills of personal presentation communication the barriers of effective communication could be reduced (Dolan, 2017). The best example of this type of communication would be the sign language and communication during the working hours where I used to convey information to my peers regarding different matters using different sign language where the body language and signs differ over the personalities and individual position. 
Context awareness
Context awareness covers a wider domain, which encompasses issues relating to situations dealing with social acceptance and physical measurement of that situation. It appears to be most striking technology to develop recent communication service into flexible, fluid, automatic and intuitive means of communication (Saylor and Xiao, 2016). In most of the cases, written communication is being maintained in my work place irrespective of the contexts and issues highlighted. Therefore, apart from the meeting and conventional verbal mode of communication, we have maintained the formal mode of communication in all organizational contexts. 
[bookmark: _Toc5035230]Written communication: formats and structures
Communication in written form involves the use of words in communication. Written communication can be in the form of letters, telegrams, emails and press release. Such forms of communication are strictly required to follow specific formats and structures. There is no specific structure and format of all types of written communication. The common format of all forms of written communication includes an introductory part and a conclusion (Santos and Semana, 2015). It is essential to maintain the structure of written communication as it helps in easy understanding of the contents communicated to the receiver. It has been a common for the workplace to maintain the written and formal written format of communication in both the cases of communicating with the employees and management staffs of the organization. 
[bookmark: _Toc5035231]Strategies for improvement of clarity in expression, grammar, syntax and punctuation, presentation format and structures
It is important to involve in written communication with contains proper expression, grammar, punctuation, syntax, formats and structures of presentation. Any mistakes in the above mentioned parameters can change the meaning of the information intended to communicate. 
The written communication needs to be specific and concise so that the expression can be clearly understood from the message. Vague and ambiguous statements could be preferred to be avoided. Appropriate use of titles and headings followed by sub headings can fetch clarity in the message (Harl et al. 2017). Strategies to use simple language can avoid grammatical errors. It is important to be aware of the syntax and punctuation before use. This is because placing a wrong punctuation and applying a wrong syntax can increase the chances of altering the meaning of the communication. Before involving in written communication, it is important to gain sufficient knowledge about the prescribed formats and structures. This can help in making the written communication easier. Different types of written communication bear different formats and structures. However, all the communications in written form contains an introduction part followed by conclusion at the end.
Developing a framework or structure prior to the framing of the written message helps in saving considerable volume of time.
[bookmark: _Toc5035232]Communication with an audience using visual and electronic resources
The communication with the audience is required to be crucially designed in order to add effectiveness to the communication. The interaction and the communication with the audience can be made easy by making effective use of the visual aids and electronic resources. The visual aid can be in the form of presentation. Visual communication can be efficiently used for the purpose of exchanging information as the mind of the individuals process things in image (Bonds, 2019). For example good responses from the employees I have ascertained from the presentation I conducted in my previous organization during the training as I found it effective after examining the performance after training. It helps in achieving consistency by providing a clear image of the information and saves lots of time. Communicating via electronic resources helps in managing the time involved in communication effectively. Such electronic resources can be instant messaging, electronic mail and fax (Humphris and Baldacchino, 2016).
[bookmark: _Toc5035233]Conclusion
Groups are the basic building block of all organizations. It is important for the working team to develop a common objective and the responsibilities are divided among the members of the group based on the professional skills of the group members. As per the Tuckman Theory of group dynamics, the concept can be divided into five stages. Such stages include forming, storming, norming, performing and adjourning. The contingency theory states that it is possible to manage conflicts in workplace. Body language is a non-verbal communication that sends signal through body gesture. Active listening is essential for effective communication. There are different structures and formats from different forms of written communication. Visual communication is effective as human mind processing is conducted by visualizing images. Instant messages and electronic communication can also be used for communication.
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