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 A report on effective teamwork and communication
Teamwork
 is the collaborative effort of a group to achieve a common goal or to complete a task in the most effective and efficient way. This concept is seen within the greater framework of a team, which is a group of interdependent individuals who work together towards a common goal. The four key characteristics of a team include a s…
communication
 a process by which information is exchanged between individuals through a common system of symbols, signs, or behaviour the function of pheromones in insect communication also: exchange of information. b: personal rapport a lack of communication between old and young persons.
 Types of communication
[image: ]







 SENDER: where he decides that the information to be transmitted be it as an idea, option or hard to do
 TRANSMITTER: This is about technology, or any type of equipment with which the idea can be transmitted. (phone, tv, radio, etc)     
 Noise: is the type of sound unpleasant ,which can disturb year to get information adequate.      
 Decoder: is the opposite to the encoder, where it transferees’ information through good signal to be understanding, the one who receives the message, the receiver.                                                                      Destination: this place and the person where the message is sent                                                                                              
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· Sender. The sender of the message is the source who creates and sends the message to the receiver. ...
· Message. The message is the package of information or meaning that is sent from sender to receiver. ...
· Channel. The channel is the medium used to send the message. ...
· Receiver. The receiver is the person who receives and subsequently decodes the coded message. ...












Elements of communication
Source The source is the person who is conveying the message. The intention of the source is to pass information or ideas to others. The source can also be referred to as the sender or the encoder. The source decides on the message and the most effective method to send it. The source will decide if the message should be delivered in-person, in a letter, an email or another form of communication.
Message The message is the subject of the communication. The message can be an order, suggestion, opinion, feelings, attitude or views. The message can be in several forms. For example it can be a letter, a speech, an email or text. The source takes in to consideration the meaning of the message, who it’s being delivered to and how it needs to be represented. That will help the sender decide the best delivery that will make the message easiest for the receiver to understand and is most appropriate.
encoding is the is the act of assembling the message. The information, thoughts and ideas are put together in a way for the receiver to understand the message. The key to communication is that the encoder sends a message that is understood in the same way by both the encoder and receiver. If someone is known as a great communicator, then they are a great encoder. Great encoders know how to deliver their message in a way that the intended audience can understand.
Channel The encoder chooses the channel that will be used for communicating the message. The channel is responsible for delivering the message. The message can be verbal or non-verbal. The channel can be a letter, an email, a phone call or in-person. The encoder can use the content and purpose of the message to decide the channel to use for delivery.
Receiver The receiver is who the message is intended for. The receiver is also known as the decoder. The receiver is responsible for decoding or interpreting the message.
Decoding Decoding is the process of the receiver interpreting the message. Reading or listening are a part of decoding the message. Then the receiver must understand the message in the way it was meant to be interpreted. The decoder may not always interpret the message in the way the encoder intended the message to be understood. If the decoder doesn’t understand the message, it was communicated in a poor way.
Feedback Feedback ensures that the receiver understood the message in the way the sender wanted the message to be understood. Feedback is also known as reaction and responses. The source can judge by the reaction if the message was received correctly.
Context Context is where the message is received. The environment can change the meaning of the message. A message delivered in a boardroom may not have the same meaning as message delivered at a convention. The audiences and their frame of mind differ in the environment they are in.









Types of  communication 
four ways to communicate
1. Verbal. Verbal communication means using speech to share information with other people. ...
2. Nonverbal. Nonverbal communication means exchanging information face to face without using speech. Nonverbal communication includes things like smiling, hand gestures and posture.
3. Written. Written communication means exchanging information with others using words and numbers. ...
4. Visual. Visual communication uses aids such as graphs and charts to communicate information to people. ...

Barriers in communication
Language barriers involve miscommunications related to vernacular differences or translation difficulties.
Even when speaking the same language, dialects, accents, and unique communication quirks can all result in misunderstandings and other unintended consequences. 
Likewise, people in the same organization may struggle with differences in vocabulary. If you’ve ever been asked if you have the bandwidth to think outside the box, can step up to the plate and swing for the fences, synergize efforts to pick the low-hanging fruit, or disrupt the conversation, you may be familiar with this frustration.





Cultural barriers to communication stem from differences in social norms and values.
It’s important to be aware of ethnocentricity, or the assumption that all cultures share your values, beliefs, and lifestyle. Addressing ethnocentrism and emphasizing inclusion in your company culture will help team members feel valued and included, regardless of their background. Externally, you can educate your team on how to avoid business etiquette missteps in other cultures.

Distance is the most common physical barrier. As remote work becomes increasingly common, team members may find themselves sitting hundreds or even thousands of miles away from their colleagues. Without strong systems in place to keep them connected, they will struggle to communicate effectively.

Psychological barriers are caused by individual mindsets or mental health concerns.
Although disagreements are inevitable in most workplaces, sometimes these conflicts can cause serious problems. When employees with contrasting viewpoints and priorities also have clashing communication styles, their conflicts can negatively impact the whole team.




Technological barriers to communication emerge when people don’t have the right tools or right training to use them. 
There are three essential things your team needs to function effectively: up-to-date hardware, the right business communication tools, systems for their duties, and training in how to use these technologies effectively.

Organizational barriers to communication stem from a lack of understanding of your business structure and individual roles within it.
Organizational barriers can affect businesses of all sizes, and they often occur because employees are unaware of, or do not fully understand, an existing structure. Employees may not know how to share or request information. Communication silos and bottlenecks, meanwhile, are common symptoms of a structure that may need to be reorganized or clarified.









            

                      Benefits of Effective communication
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 1Building trust
Effective communication creates trust with others. Your ability to listen attentively and embrace different points of view helps others trust that you are a good person and care for their benefits.
2 Preventing or resolving problems
The ability to communicate effectively plays a large role in resolving conflicts and preventing potential ones from arising. People with great communication skills are calm and they can easily avoid conflicts.
3 Providing clarity and direction
With effective communication skills, you’re able to deliver clear expectations and objectives for your listeners or target audience.
4 Creates better relationships
Good communication also improves relationships, both in work area and in your personal life with friends and family members.
Listening carefully and offering quality feedback create an environment of mutual respect.
5 Increases engagement
When people trust us and they get the message clearly and no conflicts disturb their ego, then engagement is natural.
6 Improves productivity
Since great communication gives mental clarity, so productivity is immediately improved.
7 Promotes team building


The communication process is used in every kind of relationship. It could be in a friendship, an acquaintance, a significant other, a family, and many more. I found out these processes can be harder than you think three years ago. My father got remarried and I was forced to become up close and personal with complete strangers, my step family. The communication process language in my step family describes the concepts and ideas of the transactional communication model and the social penetration theory. The transactional communication model is used daily in my household. Although, the messages are not always successfully sent nor received along the channels due to major amounts of noise. It is hard to…show more content…
On the other hand I have a wonderful relationship with my father. He and I express our thoughts and feelings openly about everything. It wasn’t always so open though. Like most men, my dad had trouble disclosing his feelings. Fortunately, he and I overcame that obstacle together, because I wasn’t good at it either. It took a lot of time and effort to get our relationship to where it is today but it was worth it. The communication process is not yet perfected in my step family but then again is it perfected with any relationship? Who’s to say if it is or isn’t, as long as it works for the individual. I hope one day that everyone in my step family will be able to reach the point where we can disclose ourselves to each other. Until then, we will go on with our cycle of sending, receiving, encoding, decoding, and just trying to get along. 
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* MODELS of COMMUNICATION

* Shannon and Weaver (1948) tried to explain this by identifying physical noise as
the cause of mis-communication, as in the Case Study ‘Maria and Pedro’.

* Shramm (1954), building on this model, agreed that noise could distort the
message but argued that for communication to be complete, the receiver
should send feedback to the sender. In the case study above, for
communication to be complete, Pedro should have contacted Maria to ask
whether she meant ‘chicken’ or ‘kitchen’. Only then would communication be
complete according to Schramm.

* Berlo (1961) did not mention feedback but extended the definition of noise to
mean internal noise created by differences between sender and receiver. Such
differences could be knowledge, communication skills, education, culture and
differences in the senses. Case study — ‘The Professor and the Village People’.
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Berlo's Model of Communication
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