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Terms of Reference

This report has been requested by James Moore, as first assignment of the Effective Teamworking and Communication module. The purpose of this report is to demonstrate the understanding and knowledge of the communication theories studied in the module and it is due by 16th of June 2023.

Procedure

For the completion of this report, further research was necessary, and the following sources were used: academic books and literature, journals, and websites.

Introduction

Communication can be defined as an interpersonal instrument of exchanging information through verbal and non-verbal methods. “Communication - the Human Connection - Is the key to personal and career success.” (Paul J. Meyer., 2020).
Regardless of what industry the workplace is pursuing, one of the most important skills required is effective communication.
Main Findings

What makes effective communication in the workplace?

According to the American Psychological Association, communication can be defined as “the transmission of information, which may be by verbal (oral or written) or nonverbal.” (American Psychological Association, 2023).
Effective communication is one of the most important skills in business avenues and is the most useful tool in workplace interrelations. Communication requires several essential components, such as: 
· a sender       - initiates the message,
·  a message   - the information that is transmitted,
·  a channel   - the medium for transmitting the message and
· a receiver    - will acquire and decode the information. 
For the communication to be effective, the message transmitted must be clear, cohesive, complete, concise, and concrete, and the sender must encode the message in such a manner that it will be easily decoded by the receiver. The receiver has the task to decode the message, using skills as active listening, empathy, and interpretation of the message. The process of communication will be completed adequately only when both the sender and the receiver have acquired the same information. (Management study HQ, 2023). It is necessary to avoid anything that interferes with the process communication, this is defined as noise, and it can corrupt the information transmitted.
Communication as a complex process has three aspects: 
· linguistic
· paralinguistic 
· and non-verbal
The linguistic aspect is defined by language, non-verbal defines “any symbolic activity that communicates the message, other than words (Duck, S. & McMahan, D. (2015) and paralinguistic is defined by any nuances in speech. For and effective communication all three components must be used in tandem and convey the same message. In business avenues, a more formal approach is needed, that consist in a series of open questions that can gather more information. (Morgan P.,2017)
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Open Question
“Tell me about...”

Probing Question
“How did you... ?”

Closed Question
“When was this?”

Reflective Question
“So you... ?”





In any workplace, communication is essential to convey the right message and to increase productivity, enhance employees’ relationships and team cohesion, minimise conflict, increase the levels of trust, creativity, and commitment, and overall create an effective collaboration between all parties involved.

Communication models

 The following three models will provide a representation of the communication process.

The Shannon-Weaver model 

This is one of the first models of communication, published in 1948, it used the telephone transmitter.
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It has been argued that the model is very influential, and it describes the communication process accurately. The transmission model consists in five elements vital for the process of communication and one disturbing element. This model was very efficient for the year it was built, and it is helpful for communication engineers, but it does not cover the social aspect of conversation, neither it provides the necessity of feedback. Being a linear model, it is necessary to underline the limitations that it can encounter in social communication. (Chandler D., Munday R., 2011).
Berlo’s model of Communication

Published in 1960 by David Berlo this model has been applied to fields as communication in workplace and psychology.
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Berlo’s model takes in consideration the emotional aspect of the communication and therefore it focuses on the social interaction during the transmission of information. The source and the receiver are undeniably human, and are empowered or disadvantaged by communication skills, knowledge, culture, attitudes, or social systems. The channel is based on the five senses necessary to communicate and the message is distributed in equal measure with paralinguistic and non-verbal elements.
Although in its complexity the model is brilliantly structured, it has few important drawbacks. It is a linear model, which does not include feedback, there is no concept of noise, which implies a mutual understanding or affinity, and it excludes cognitive processes from the process of communication. (Panda S.,2011)
Scramm’s model of Communication

The most widely used model of communication was published by Wilbur Schramm in 1940’s.
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This model defines communication between the sender and a receiver as a more complex process and it is influenced by how people interpret the message, based on knowledge, experience and background. It is an upgrade from other linear models, and it depicts communication as a two-way process. Schramm defines communication as an active interaction and rejects the idea of passive audience. 
“Although the model is circular, it lacks simultaneity and doesn’t reproduce a real-life dialogue. It also implies that the information is known before the hand, and it restricts the communication to just two parties.” (Blythe J.,2009)
Case study in workplace

When managing business finance, one would encounter a multitude of communication issues along the way. From personal experience, the most common problem among accounting teams, is the difficulty to provide information outside the logic circle. With a mind structured on details and analytical thinking, a person that works in the financial business is predisposed to relate the cold, hard facts, excluding often the emotional and social value of the information. “A lack of empathy in leadership can have a serious negative impact on morale and engagement” (CIPD, 2023). When experiencing this kind of issue, is helpful to remember that as a part of a team, one needs not only to communicate the information, but also to understand and empathise with the emotional context of the colleagues and the social connotations of the message.
“Most people do not listen with the intent to understand; they listen with the intent to reply.” (Convey S.,1989). The best solution for this kind of situation is to listen actively, understand and nurture communication with all parts of the team. 
As part of a team, I have understood that the nature of communication is drastically influenced by the interaction between employees and the capacity to listen actively, empathise, be dynamic in how I navigate the organisational culture and always be aware of the contextual value of the information.
“Always and everywhere, communication is contextual” (Quintanilla M., Wahl T.,2020)

Conclusion
Effective communication in any workplace is a difficult task, as it implies the human and social aspect, which is complex and ever changing. Miscommunication can be detrimental to the individual but also to the business. Good communication will convey the information in an appropriate manner, will eliminate inefficiencies, will create a positive environment for team member and increase moral, and will contribute to the productivity of the business. 
The business industry nowadays should target effective communication as it can bring benefits, including mitigating conflict and maximising the team cohesion, but also heightening efficiency.
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