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Terms of Reference:  This report is requested by James Squire-Wood for the effective team workplace and communication to be submitted by 16/11/2023.






Procedure: Web sites.


























Introduction
Communication at workplace:
Communication refers to the exchange of information among workers in a working environment. This means that information is transmitted at work via face-to-face conversations, electronic communications, chat messages, videoconferencing, phone calls and other methods. Another important aspect of workplace communications is not verbal communication, such as contact between eyes, body language and tone of voice.
Effective communication in the workplace will ensure that employees receive information they must perform well, create a favorable working environment, and eliminate inefficiencies. To maintain or strengthen human relationships, information should be accurately communicated in an efficient manner. Coursera (2023). https://www.coursera.org/.
Communication, as an administrative function, is a process of creating, communicating, and interpreting ideas, facts, opinions, or feelings relating to work performance, organizational efficiency, and effectiveness to achieve organizational objectives. A manager must be an effective communicator and no organization can succeed or progress, build up reputation without effective communication skills. (Aidin Salamzadeh 2018). https://www.ssrn.com/.

There are several diverse ways in which information is transmitted and received at work. The following types of communication are widely used in the workplace: Words, nonverbal, visual, and written. To work more effectively in the workplace, there are some suggestions to consider: Body language, tone of voice, listening, positive feedback, and face to face meetings.
(Indeed, Editorial Team 2019). https://www.indeed.com/career-advice.
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Main findings:
Effective communication at all levels of an organization is a necessary tool in the achievement of productivity and retention of good working relationships. When working toward effective communication in the workplace, there are some tips to be considered: body language, tone of voice, listening, positive feedback and meetings face to face.
Listen and show empathy – Communication is a twofold process and if companies or individuals do not listen, engage in dialogue with the other party they will be unable to survive long. Listening is a sign of respect and allows you to gain information on any issues that may become your employer's responsibility.
https://www.michaelpage.co.uk/.
Effective communication in the workplace is all about where, how, and when you are communicating, Communication happens in many different forms, face-to-face, over email, via instant messages, and in work management platforms, collaboration, body language and tone of the voice, listening, stick to the fact not the story and speaking to the right person. 
(Julia Martins 2022) Asana (2019). https://asana.com/?noredirect.

‌Effective communication is based on several factors, but the seven Cs of effective communication are as follows: clear, concise, complete, succinct, concrete, coherence, and cohesion.
(Zeshan Naz 2023). https://www.knowledgehut.com/_
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Meredith Belbin's research showed that the most successful teams were made up of a diverse mix of behaviors.
[bookmark: _Int_m9lNcBaM] Each of the nine roles of the Belbin team needs to be represented in order to build a high performing team: resource investigator, team worker, coordinator, plant manager, monitoring. Evaluator, Specialist, Shaper, Implementer and Completer Finisher. There are strengths and weaknesses to every role in Belbin's team. All roles have an equal importance for the success of a team.

Resource Investigator

They use their curiosity to produce ideas for the team. 
Strengths: Look for opportunities and establish contacts. 
weaknesses: Might be over-optimistic and can lose interest once the initial enthusiasm has passed. 
Team worker
Help the group gel by using their different strengths to find out what tasks are required and complete them on behalf of the team. 
Strengths: cooperative, sensitive, and diplomatic. Listens and averts friction. 
Weaknesses: In crisis situations, he is unable to be decisive and prefers avoiding
 confrontation. Co-Ordinator
It is necessary to focus on the objectives of the team, to draw up the team members and to delegate tasks in an appropriate manner. 
Strengths: mature, confident, and capable of identifying talent. Clarifies goals. 
Weaknesses: They can be seen as manipulative and could reduce themselves to a small part of the work.
 Plant
He will be highly inventive and resourceful in dealing with the problems on an unorthodox basis. 
Strengths: creativity, imagination, freedom of thought, generating ideas and solving difficult problems. 
Weaknesses: it could ignore irrelevant things and might be too busy for effective communication.

Monitor Evaluator
She ensures a logical perspective, making objective decisions as required and weighing the team's options in an unbiased manner. 
Strengths: sober, strategic, and observant. He can see all possibilities and judges in a fully accurate way.
Weakness sometimes, he does not have the drive to motivate others and can be too critical. 

Specialist
Develops an in-depth understanding of a fundamental area that contributes to the team. 
Strengths: single-headedness, independence, and determination. They will give you expert knowledge and skills. 
Weaknesses: makes contributions on a limited level and is prone to talk about technical issues.
 Shaper
It provides the necessary drive to keep the team on track and not lose focus or momentum. 
Strengths: High energy, dynamic, thrives under pressure. He has a sense of drive and courage to overcome obstacles.
 Weaknesses: can be prone to provocation, which might have the effect of upsetting people's feelings. 
Implementer
It was necessary to establish an effective strategy and make its implementation as efficient as possible.
 Strengths: practical, reliable, effective. Turning thoughts into action and organising tasks that must be done. 
Weaknesses: It may take too long to react to new options and be a bit rigid. 
Completer Finisher
[bookmark: _Int_lrorrEWd]It can be used most effectively at the end of a mission to clean and control work that contains errors, subjecting it to high standards of quality control. Strengths: Painstaking, conscientious, anxious. Searches out errors. Polishes and perfects. Weaknesses: He may be prone to concern himself and is not able to delegate. 
(Belbin 2019). https://www.belbin.com/.
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Conclusion:

I'll be able to do it after studying this course: Explain different types of communications and their uses in the workplace recognise the skills that are necessary for effective communication Understand the impact that communication has on how people are perceived by others Assess how effective communication has been able to overcome workplace challenges Think about what is currently available in terms of communication skills and how they can be improved and applied more effectively. 
(The open University 2020). https://www.open.edu/openlearn.
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I am working for a big company, sometimes we have miscommunication in the workplace, I have benefited from the lecture, and now we are using it in the real world.
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What makes teams effective?
Discussion
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Nonverbal

Notice how your emotions feel physically.
Be intentional about your nonverbal communications.
Mimic nonverbal communications you find effective.
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Ask others before including visuals.
Consider your audience.

Only use visuals if they add value.

Make them clear and easy-to-understand.
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Written

Strive for simplicity.

Don't rely on tone.
Take time to review your written communications.
Keep a file of writing you find effective or enjoyable.





