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Executive Summary

In this report highlighted are the communication and teamworking skills. The report will explain different types of communication, as well as some problems that may occur during certain communication and ways to solve those problems. It will also determine some methods that are mainly used in teamworking communication and how to make it more effective for the benefit of the team. The report will discuss both verbal and nonverbal ways of communication, what is difference and why is important to make sure that the proper form of communication is used in different situations. It will get in details specifically on students lives and why is critical for them to Ace the communication skills particularly in modern life business, but even in their personal lives. The study will also give examples of different types of communication in certain problematic situations and will explain ways of dealing with bad communication and miscommunication. The report has been focused on case studies that has been discussed in class, it will show the understanding of the subject in the course of work. 
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Introduction

The report will mainly focus on explaining what the different types of communications are. Why are they important, why is very important for the student to pay attention on the nonverbal communication as well as the verbal one. It will discuss problems in communication and how to solve them. It will show what are the differences between the different models of communication that have been discussed in class. The study will give a definition on what communication is, how to communicate properly in business world as well as personal life and teamworking communication that is mainly of interest to the student to learn. The report will highlight the Berlo model of communication, Shannon- Weaver model of communication and Laswell model of communication. In the case study also will be described different forms of miscommunication that have been discussed in class. It will show a specific problem situation and how this can be solved or avoided with the proper use of the communication skill. 



What is communication?

Communication by definition means transfer of information from one place to another, or from one person to another. Communication skills are underlying for every human being, business or a team. Verbal and nonverbal communication are most important in the modern business world. They are regularly specified as the one of greater importance during a job interview. (Griffith and Dunham, 2015, p.93)






Verbal and nonverbal communication

Verbal communication literally means words, both written and told as a speech. It is the most used way of communication between team members, especially in the forming stage of the group. Mainly because the team members do not know each other well at this stage and because of current Covid pandemic situation they can relay primarily on this type of communication. 

Nonverbal communication is equally important in sending and receiving information from the sender, not only in teamworking environment, but in every aspect of modern life. Nonverbal hints from the person sending the message, for example looks, eye contact, hand positioning, even the way they are dressed can give information, means it is a form of communication.



Berlo model of communication

When we discuss different types of communication, we discuss how the information travels from the sender to the receiver. Berlo communication model is also called the basic communication model, it has been developed in 1960. It is for short also called the SMCR model, where S stands for sender, or simply said where the message is coming from. M is for message, or the information that needs to be passed to the other person. C is for channel, or the path that the message needs to travel so it will reach the receiver. It can be visual, where the message can be seen, auditory, where the message can be heard or audio-visual, where the message is both heard and see. And R stands for receiver, simply said the person receiving the information. It is the simplest model of communication, and it is often used to introduce students to the communication skill. While most understandable for the students, the Berlo model has some flows as well. For example, because it does not includes receiving feedback from the receiver it may often lead to misinterpretation or noise making it impossible of receiving a clear message.

Laswell model of communication

A bit more complex model of communication is the Laswell model of communication, it is often introduced as model of communication of meaning. In simple words, to explain the model, we ask a few questions. Who sends the message? – that will be the sender. Says what? – will be the message. Inn what channel? – will be the path of the message. To whom? – that will be the receiver. And here there is an additional step With what effect? – that will be the effect of the message when the receiver gets the information.  While a bit more explanatory, Laswell model of communication can be a more complicated for understanding from the students, specifically the ones that are just introduced to communication skill. 



Shannon- Weaver model of communication

The Shannon- Weaver model of communication is very similar to the Berlo model, but a little bit more upgraded. They acknowledge that when the sender sends the information, it is encoded in certain way, for example written words, symbols, or similar. Then the message goes through a channel, or how the information travels to the receiver. Here they also acknowledge the noise that can interfere with the message. The noise can be any sort of disturbance that can lead to the information not being received properly. Then the decoding must take place, so the receiver can take the information from the message, for example reading the symbols so they will make sense in words. And lastly the receiver takes the decoded message. Very important part of the Shanon- Weaver model is the feedback. Receiver giving back feedback will ensure that the information will be correctly understood and will limit the mistakes inn communication. As a linear model of communication, the Shanon- Weaver model is very understandable for the students and because it requires feedback is a great way of introducing communication skill to them. 



Problems that can occur because of miscommunication

In the modern world with cell phones taking a huge part in our lives a lot of miscommunications is happening due to different reasons. Sometimes the noise during a call may be the reason for not receiving a clear message. In other cases, just because the sender has not asked for feedback from the receiver can lead to miscommunication.
For example, a wife called her husband and asks him to go to the shop after work: - Hi, honey, can you please pass to the shop on your way back from work. Take some bread and check if there are any eggs, if there is, please take six. Husband comes home with six breads, because there where eggs in the shop. Wife asks him why he took six breads, and he says: - Because there where eggs in the shop.
While there was no noise to disturb the conversation and the husband heard the message very well, during the decoding process he understood his wife wrong. Wife never asked for feedback from her husband, if he understood her instructions correctly. If she asked about it, probably the husband would have realised that he did not decode the first message right, and miscommunication would have been avoided. 
In other cases, a miscommunication can happen when the receiver, because of some noise or disturbance cannot hear the whole message, or the wrong person assumes he is the receiver. It is a very interesting case as even though the sender made sure that he gives the message to the correct person, sometimes especially in teamworking environment mistakes can happen. 
For example, a team of five members working on a project for a company. The team leader made sure to make a Teams group as well as WhatsApp group for the members and gave the team all the necessary means, so they communicate properly. In the process of work all is going well, the team is supposed to acquire a Christmas tree for a big charity event. One of the team members has such tree in the family farm. It is a very big, Royal kind of Christmas tree. It has been planted by the mother of the team member before she passed away years ago. He is willing to give up the tree for the event in the name of the cause that the charity event supports. When everything is discussed, and the delivery is ready to taka place the team leader starts a personal conversation with another of the team members in the group chat by mistake. He explains how there will be a huge promotion because of the excellent finishing of the task, and he will move to work for a bigger company. 
Prior to this, there was another conversation where the team leader explains that this event can be of great importance for the company, but he does not feel it right as all the benefits of completing the task will be for him as a team leader, instead of the team member who is giving up a heritage. Because of that he plans to resign from the job and move to another company, a bigger company, but he will start on lower position, in order to promotion can go to the correct team member. 
The team member that will give up the tree is only aware of the second part of the conversation, where the leader explains about the promotion and moving into bigger company because of the tree and feels betrayed. In the last minute he changes his mind and says he will not give the tree and that he will not give up his heritage so that someone else will take the benefits from it. 
In this case, while not exactly the disturbance or noise is the reason of miscommunication is a clear example of how personal communication must not be included in a teamwork communication. It is mainly the team leader mistake in this case and shows not only poor communication but also a mistake of leading the team into right direction. In this case if he team leader has explained, even after the mistake with the wrong place for a personal communication, probably the team would still have completed the task. A proper management is always needed, even in the smallest team, and even if the task seems easy at first. 



Conclusion

The communication skill is of great importance for the student, even more, the proper teamwork communication is in the foundation of the path to successful career. In the modern business world, more and more companies started using teams to complete different tasks, instead of giving small tasks to individuals. It is more productive for the company, which leads to the need of properly learning the communication and teamworking skills. Learning how to communicate in the right way in both verbal and nonverbal way may be of great use for the student in their personal life as well as the future career choices. Verbal communication and knowing how to use the words correctly may lead to getting better job, better performance in an interview for example, or even growing up in a company. On the other hand, nonverbal communication is equally important, posture, looks, gestures during the conversation are the first thing that makes an impression in a job interview, or when a person speaks with their manager on an important subject. It is the same in personal life as well, first impressions are of significant importance in everybody lives. That is why all students must do their best to learn as much as possible about these skills and how to use them in their favour.
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