	
	
	



Student Name: Tiganaseanu Elisabeta-Iuliana  
Student Number:2019784
Module Code: BMSW4002
Module Title: Effective Team Work and Communication
Assignment Title: Assessment One on Effective Team Work and Communication
Lecturer :AKINSEYE ALUKO













Table of Contents
Section 1	3
Introduction	3
Section 2	4
Discussion of Relevant Theories	5
Section 3	8
Communication Skills	8
Conclusion	10
References	11
Appendix	12













[bookmark: _Toc79529327]Section 1
[bookmark: _Toc79529328]Introduction
This report is going to show the importance of strategies and effective team working for developing awareness in the workplace and understanding of the models of communication, and various communication skills that help to discuss class materials. Communication is the act of transferring organized or disorganised information from individual to another person, a group from another group or it flows information to the workplace. Effective communication maximises the efficiency of managerial approaches and increase organisational collaboration with peace. For boosting moral aspects of employee's communication is important (Saud et al., 2014). There are many barriers in effective communication of messages that may result poor interaction and passing of information flow in workplace. Semantic barriers like wrong words, wrong interpretation, psychological barriers like emotional factors, the state of sender and receiver mind are some barriers of effective communication (Shehzed, 2003). Rigid rules, cumbersome organisational procedures are some lacking's that may result poor outcome in communication process. Organisational behaviour like structure, rules, regulations, managerial and leadership style positively and negatively impact communication process. Other personal barriers of individual for example, low level of confidence, lack of competencies of superior or supervisor, negative relationship with workplace staffs can cause poor communication and can affect message or information transmission negatively.   
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Models of Communication
Liner model: The originate of this model is from Shan-non and Weaver in 1948 in which the way a sender and speaker transmits information or messages to another receiver and listener parties. In this model sender is the main source of message and the message can be consisted of sound, words, characteristic, and another behavioural pattern. For transmitted messages sender utilise various channels, pathways or route so that the sender can easily communicate with the receiver. Obstacles in the process of transmission also occurred like distortion, noise, or channel interference but this model is simply conveying messages to receivers. In the communication exercise case Maria and Pedro is an example of liner model communication.
Interactional model: In this interactional model the communication channels are given more emphasise and two main communication channels are followed like communication and feedback flow between sender and receiver. For better understanding of sender whether the message is received by the receiver or not can be realised and focus are given on the flow and feedback as an ongoing process (Knapp et al., 2014). An example of this communication model is the workplace feedback that were given by my supervisor regularly. During my internship period at multinational company, I had assigned several tasks and responsibilities and after submitting those tasks superior responded about the performance and there was a flow of feedback from both my side as a receiver and from the supervisor as a sender of feedback.
Transactional model: According to this model communication is a cooperative approach which has process, outcome and efficiency. Like the previous two models this model not only emphasises on feedback but also focus on field of experience. Field of experience refers the degree of overlapping cultural aspects, language, and environmental factors as well. The professor and village people case were about the communication gap between two parties where educational background as a cultural aspect, and language was dissimilar and the degree of overlapping. According to this model people view communication as a dynamic process that must overlap the field of experience for building shared meaning and interdependent messages (Narula, 2006).
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Shannon and Weaver
Shannon and Weaver is called the mother of all models of communication because it is a mathematical theory of communication that argues on the concepts of human communication on the basis of six perspective. This model has divided the communication process into six key concepts which are sender, encoder, decoder, receiver, data transmission medium or channel, and noise. On the basis of this theory a new concept has been introduced by Norbert Weiner and included one more key element which is feedback and thus, this theory is differentiate from the model of linear communication. 
Important notes of Shannon and Weaver theory
This theory emphasise on the information source or sender and the sender can be a person, object or a thing who choose the channel to transmit the messages. Encoder or transmitter is considered as a machine or person that converts ideas into signals and sent them to receivers. Telephone, computers are used for encoding the words (Mishra, 2017). Noise is the most important element of this theory that interrupts a message at the time of transmitting and understanding. Two types of noise like internal and external noise create mistakes during encoding or decoding a message. By emphasising on individual roles on sender and receiver or primary or secondary role misunderstand can be eliminate ((Wang, and Le-Ngoc, 2009).
Example 
An example of external noise in the study was talking to the person in a busy highway and the receiver was troubled to hear the messages due to high noise or sound of cars. By using communication exercise the example of time and situation of physical noise can be given. In the communication exercise the example of noise has been given in which Maria and Pedro experienced external noise created by the building site. Maria said “Chicken” but for the interruption of external noise in communication system Pedro heard it “Kitchen” and misunderstanding raised.  
Schramm
Important points about Schramm
Wilbur Schramm is the popular communication theorist who introduced a new model of communication in the book of The Process and Effect of Mass Communication in 1954. In the model the theorist discussed about the three elements of communication which are source, message and destination. Assembling of messages into nature circular and feedback is the central feature of this theory. The communication is the two high way information passes in which sender also become a receiver. The model has four key points like communication process is circular, it has reciprocal features, messages need to decode or interpreted, and encoding, decoding and interpretation are three steps of communication process (Watzlawick et al., 2011).
Example
In the case of professor and the village people there has not created two-way communication as the nature of speaking or communicating of professor with the villagers were not similar. As the village people were uneducated, they did not understand the key points of professor saying and communication process and the house destroyed. 
Difference between Schramm and Shannon and Weaver theory
There are some differences between these two theories like though Schramm is the improved model but it has missed many elements of communication model. Schramm model is more comprehensive than Shannon and Weaver theory but Shannon and Weaver has lacking of feedback element. Shannon and Weaver is the two-way transactional model but Schramm is the circulation of message. In the case of Pedro and Maria both can change their communication model for the avoidance of miscommunication. From calling Maria can send text to Pedro for better understanding.
Berlo Communication theory
David Berlo is the founder of this communication model that reflects the simplest process of communication. It is also known as Berlo’s SMCR communication theory that stands for sender, message, channel, and receiver. In 1960 this model has been introduced and it has four components. Unlike two communication theories this theory particularly identifies five channels which are hearing, seeing, touching, smelling, and testing. The theory Berlo stated that the ultimate determiner in any communication is the understanding of the meaning of messages and this theory was initially developed for the improvement of technical communication back in 1948 (Singh, 2014). 
Factors influences sender messages
There are many factors that may influences sender messages to the receiver. The pattern of interpretation, effective communication skills like reading writing, listening and behavioural approaches influence the sender messages and the receiver information. One aspect that in not considered in this model is that noise can negatively influences the sender messages which is the lacking. As noise is not included this factor may impact communication process like internal noise and external noise. 
Workplace example
During the internship period I have sent many electronic mails to my colleague and supervisor about work related files. As an example, I was the sender of information source and the work files were the message content. The encodes process started after sending the files. As a channel computer screen was used for seeing and reading and computer software performed the decoding actions and finally my supervisor and colleague received those as a receiver. 
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Methods of communication
Verbal communication: Verbal communication occurs when individual share information in words by the way of spoken skill. Verbal communication can be both written or spoken and requires a speaker or writer and a listener or reader for interpretation of messages. Verbal communication methods can be face-to-face, talking over telephone, Zoom, Skype, tone, and choice of words (Keyton et al., 2013). 
Non-verbal communication: In non-verbal communication body language, facial expression, eye contact, gestures are important that conveys emotional message or contact information. According to the scientific research non-verbal communication was first introduced in 1872 with the publication of Charles Barwin’s book (McQuail, and Windahl, 2015). It is a way of evaluation how we convey messages and meaning to others and interpret them for group of actions. 
Listening: In listening communication receiver follows five key techniques to communicate with the sender for example, active listening, and empathetic listening. Some factors that help to collaborate in this method are paying active attention and acknowledgment, smile and other positive facial expression, and encouragement of speaker continuity. Research indicated that average 45% people spent in listening communication, 16% interact reading and 9% writing and 30% are prefer speaking in communication methods (Fursich and Roushanzamir, 2001).
Tools and approaches linked with communication skill
Electronic mail, telephones like landline, call phone, smartphone, internet calling like google voice are some popular modes and tools of communication (McKay et al., 2009). Text messaging, data plans, conferencing, seminars, social networking are also included in telephone communication. Approaches that are linked with communication skill are intrapersonal, interpersonal, and mass communication approach. Personal awareness and practices also included in effective communication skill. 



Effective communication in business organisation
Effective communication refers the process of sharing information between two or more parties in a structured way for achieving organisational goal and objectives (Saud et al., 2014). Effective communication in business organisation is important for taking faster decision and good working relationship among the managers and workers. 
For effective communication business organisation needs to develop a formal structure in which every level of employees will be able to contact with the line managers and can express problems. Elimination of assumption is an approach for making business communication more effective. Clarity in order and passing information will reflect the main point with conciseness effort. Propriety in communication language and ton is also important. Credibility or the level of trustworthy of communication system is the indication of effectiveness that may create good interaction in business (Morreale et al., 2000). 
Example of effective communication in the workplace
As I have work experience in a multinational company as an internship employee, I have experienced the importance of effective communication at workplace. One day the manager of the office head of marketing department organised a formal meeting for assigning a project to us. At the meeting the order chain of manager and head of marketing was different because they did not communicate with one another. Manager gave instruction in a very professional nature and language which was quite difficult for many of us who were the intern employee. Also, there was no clarity and specification of the meeting and marketing head give us some responsibility that were not properly understood by us for the language and business term. The assigned project’s terms and cultural aspects were new and hard and we were not able to communicate with them for gap of the system. Which is similar to the case of professor and village people and in the case professor’s nature of communication was wrong and in my workplace case the language, nature, cultural factors were main issues. 
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This report is about the effective communication in the study and business company that includes three models of communication which are linear, interactional and transactional. On the basis of case study three relevant theories like Schramm, Berlo, and Shannon and Weaver are discussed. For effective communication in business organisation clarity, preciseness, consistency and level of trustworthiness is imperative. 
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Figure 1: Linear Model of Communication (Watzlawick, 2011)
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Figure 2: Schramm Communication Theory (Singh, 2014)






[image: ]Figure 3:  Shannon and Weaver theory (Mishra, 2017)
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Figure 4: Communication Methods (Keyton et al., 2013)
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Figure 5:  Features of Effective Communication (McQuail and Windahl, 2015)
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