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1. INTRODUCTION

Why is communication not as simple as we think? Many people think that communication is just the ability to transmit or make someone understand an idea or thought.

This report studies the importance of the elements of communication, how you can use them in your workplace and the way it is going to affect teamwork. Some factors that can affect an effective teamwork are the differences of ideas or lack of communication, this can provoke a conflict. In that moment a great leader must manage the conflict to have a successful team development.



0. BACKGROUND 

Regarding the introduction, I am going to write about the types of communication for effective teamwork and communication.

One of the types of communication is the verbal and non-verbal communication. In verbal communication we use words, do sounds, talk, or just write something. But in the non-verbal communication, this is the way to express yourself by signals or body language. It is crazy, all the things that we can express only with some movements with our body.

The body language is a non-verbal communication, and is most focused on expressions, movements, or signals. Is very important to have an effective body language because for this reason we can express something with other meaning without knowing it.

At the same time, a good listening is the key for all effective communication. We confuse the listening with the hearing.

What are their main differences? Hearing is a physical ability and listening is a skill that we can improve by just putting more attention on what we are hearing. Two keys for having a better listening are to have an open-mind and to involve yourself into the conversation.

Almost, in this type of communication we can find some “barriers to listen”. This barrier can affect our communication. We can classificatory them in specific barriers, this depends on what their effect is. We have the barriers to reception (receiver’s attitudes and values), barriers to understanding (languages, ability to listen and receive), barriers to acceptable (interpersonal conflicts between sender and receiver) and the last one but not less important the barrier to communication, it is made up of their status effects, semantic problems, cultural difference, etc.

Another thing that we should pay attention to is in our speech. For example, the Spanish people speak very loud and fast. That is not a good way to let the others understand you. That is a bad way of communication. I usually had the same problem.

Another type is written communication. This involves all the ways to inform by writing some words. It is essential for many businesses to develop. We can divide this in formal and informal.

The formal communication is a language that does not use colloquialisms, or contractions or first-person pronouns, this is mostly used for formal informs, professional staff or letters. And informal communication is used for personal staff, like when we write WhatsApp.

Like I just wrote before, an effective written communication is essential for many businesses. There are some draw lines that can distinguish excellent communication in the workplace. These guidelines are some keys for effective communication like some organisational communication or the methods of communication in the organisation.

Before I write this guideline, I would like to leave understanding that to have effective communication skills you will need to be clear in expressing your ideas, be empathy, be sincere, just relax before you speak, always keep eye contact, be aware of your appearance it must be professional and to have a good posture all the time. 

Knowing these keys for effective communication are understanded, we can continue with the types of organisational communication. Every organisation must fit out their communication in several directions. This are:

The principal direction of this type of organisational communication is vertical communication, in which you can have downward communication (manager until employee) and upward communication (employee to manager). later we have horizontal communication, this is a way to change their main ideas in the same organisation and for the last we have the diagonal communication, is a direct communication between managers and employees without needing help.

Then the next guideline is the method of communication in an organisation. In this method we have some structure. It is confirmed by the internal, when the communication happens inside the business and the external, when it takes place between the business and outside. Then like I said before we have the formal and informal, this depends on what you are sending the messages. And for the end we have verbal and nonverbal communication.

In class our lecture asked us “what is the difference between team and group?”. And the answer was the following:

A team is formed by different individuals working together, sharing their main ideas, hypothesis, or disagreements. On the other hand, inside a group the individuals just divide the work and put it all together when everyone has finished.

T = TOGETHER
E = EVERYONE
A = ACHIEVES
M = MORE

It is very important to know yourself and understand the people that you are working with. This will help to express and understand the necessities of everyone.

Continuing with the last point of introduction of teams and team working we can have some team development by the analysed study of Tuckman, who separate his work in some special stages.

These special stages from Bruce Tuckman are forming, when all the team members just meet for the first time and an introduction will be important. Second, we have the storming, which is a critical and difficult stage because it is a period of conflict whilst all the roles and responsibilities are divided up. Then is the norming, in this part we just focus on who is going to get the role of leader member in our team. Then performing, this is the time for teamwork and to find the solution for any problem. Finally, is de adjourning, this is when the team is completing their task.

Working in a team assessment is like being in the hunger games if you do not contribute and make it easy since the beginner is going to be hard to keep clear of all the ideas of the task.

We can find a lack of communication in the teams that does not have any coordination or understanding. It should be indicated that communication is the most important skill for assessment, but also for life. This can make you lose productivity in your task, but it can increase through teamwork. To not lose time and do not procrastinate is better to organize your time and tasks in your calendar.

This is a problem that many of the people have, like me, that is poor communication. “When everyone talks, and no one listens”. This is a big problem because this means that you just explain your points of views, but you do not listen to the other ideas. “This will happen unless there is a good communication”
 
In a team we can find many different types of persons. We can find interpersonal conflict because of the variety of persons in the team. And this will be an open conflict, so in this way the conflict will affect the progress of the assessment.

Also, if we have a poor leader, this can result in a poor team performance of the assessment. And this will make a not understanding of the team members.

There is another study that describes the roles of the members in teamwork. It is called the Belbin team role, this is used to identify the behaviour of their strengths and weaken the conflicts in the group, it improves the relationship, and the work will be rewarded effectively. 

But a conflict does not necessarily have to be bad. The cooperative conflicts can contribute to an effective problem solving and an important decision. This will motivate the people to analyse and try to do their best for the company.

The most important thing all the time is to have respect and willingness, because without this any method of manning conflict will not work. There will not be any method that can manage conflict and resolve the disagreements in the workplace. Belbin considers that the intelligence, dominance, extroversion/introversion A successful team development is divided in different lets; pre-talk preparation to be ready, handouts some papers so the audience can have some help to understand what are you talking about, be opening so you can catch their interest and attention, your speaking should be clear and with a natural rate of speech, your body language is important (please keep your eyes in the audience and use natural movements), at the end we can answer the questions from our audience and for the length, is better if you practise as much as possible so, and stability/anxiety of all the individuals that are on a team is important for the contribution of it. All this is based in eight different team roles. 

It is not hard to have a good team working, we just need to understand and analyse the situation of each member on the team.

Belbin describes who should tend to behave on a team role, so all the persons in the team can contribute and interrelate. He separated the eight different team roles in different three principal stages, and each one has some secondary stages.

The principal stages with their secondary stages are: three action-oriented roles (Shaper, Implementer and Completer Finisher), three people-oriented roles (Co-ordinator, Team worker and Resource Investigator) and two cerebral roles (Plant and Monitor Evaluator).

Separating the roles in that way we can find some benefits of effective communication teamwork. It will reduce. Each person on the team must be willing to: listen, acknowledge, respond and to resolve differences. Everyone must put on their part so that can work.

To resolve differences, you must define the real problem by looking at what is causing the disagreement. To manage a conflict, you can use a competition, collaboration, compromise, avoidance, or an accommodation instead.

you try to end early for let give some time for the questions. 
 
Your behaviour might be a good one so you can involve your audience when you are speaking. There can be some noises around, but do not get stress or distracted by them, this is not professional. If you are losing yourself explaining just recover it by asking the audience if they have any questions.



0. KEY WORDS 

The communication, the teamwork, and the managing conflicts.



0. CONCLUSION 

In summary I want to admit that I have bad communication skills. I am having a lot of help with this type of subject. Because this let me have some more information to try to improve that skill.

I realize that I have a lot of mistakes regarding this topic, but at the same time I try to do my best to improve my skills. It was weird to me to understand that I have a lot of lack of communication, someone just told me that I really must pay more attention to this subject. but I just accept my mistakes and know I am trying to improve it. 

I have bought a little book to write my new goals. Is going to be a bit hard, but I want to improve this for me.
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