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1. Communication module introduction

The art of communication is one of the problems that we do not encounter day in and day out and does not raise most of the problems. Whenever we want to express something, to do certain things or to attract the attention of other people, we do nothing but communicate. However, human communication encounters great difficulties. Not many times we have been put in the situation where, trying to tell a story to a friend or even parents, they do not understand us and do not look amazed. All these situations express our communication with the rest of the people around us. Mark Twain said, "It takes you more than three weeks to prepare a good spontaneous speech."

The communication is based on four objectives that must be pursued, namely:
· To be received (heard or read).
· Let's be clear.
· Let's be accepted.
· Let's provoke a reaction (a change of behaviour whether it is for better or for worse, thus proving that we have made ourselves understood, and the message sent has been received).


2. Models of Communication
Fragmentation and interdisciplinary perspective issues have generated a wide range of discussions about how communication takes place and the processes involved. Most speculations on these issues acknowledge, in one way or another, that the task of the communication theorist is to answer as clearly as possible the question "Who says what to whom with what effect?" (This question was originally asked by the American political scientist Harold D. Lasswell.) Obviously, all the critical elements of this question can be interpreted differently by researchers and writers in different disciplines.

Linear models
One of the most productive schematic models of a communications system that was proposed in response to Lasswell's question emerged in the late 1940s, largely from the speculation of two American mathematicians, Claude Shannon and Warren Weaver. The simplicity of their model, its clarity and the generality of its surface have proved attractive to many students in communication in a number of disciplines, although it is not the only model of the existing communication process nor is it universally accepted. 

Entropy, negative entropy and redundancy
Another concept, first called Shannon's noise source, but later associated with the notion of entropy (a principle derived from physics), was imposed on the communication model. Entropy is analogous in most communication to audio or visual statics - that is, to external influences that diminish the integrity of the communication and possibly distort the message to the receiver. either due to the receiver's ability to fill in missing details or to recognize, despite distortion or lack of information, both the intent and the content of the communication.

Opinion
To correct this flaw, the principle of feedback was added to the model and provided a closer approximation of human-to-human interaction than previously known. This construction was derived from the studies of Norbert Wiener, the so-called father of cybernetics. Wiener's cybernetic models, some of which provide the basis for today's computer technology, were designed to respond to his own behaviour; that is, they audited their own performance mathematically or electronically to avoid entropy errors, unnecessary redundancy, or other simple dangers.

3. Elements of Communication

The communication process is dynamic, continuous, irreversible and contextual. It is not possible to participate in any element of the process without acknowledging the existence and functioning of the other elements. The word communication comes from the Latin word "communication", which is "to share something or to share it". Communication means the exchange of information between people in order to exchange meanings that are common to each other and, in turn, to be able to share them with others and thus be able to relate. If communication takes place through spoken or written language, it is verbal. If it appears through symbols, signs, gestures, sounds, etc., it is non-verbal. These interactions are performed through a series of steps to convey a message and that it is understood.

4. Written Communication

Associated written communication is a component of human communication. The rule that should be the basis of any written communication is: you should not write in such a way as to make sense, but in such a way that you do not leave, in any way, room for a possible misunderstanding.
We can communicate in writing through several means:
* mail,
* fax,
* email,
* the Internet.
In order to have effective written communication, there are a few rules to follow:
► Adopts a responsible attitude towards the content of the message;
► Focus on the ideas in the message;
► Find the answers to the questions such as: what do I mean, to whom, what responsibilities do I have, what arguments can I use, etc .;
► Use your own style;
► Uses appropriate vocabulary;
► Use the plural instead of the singular in the first and second person (please…);
► Uses forms of politeness;
► Use the present tense instead of the future (the product is packaged);
► Avoid regionalisms and popular expressions;
► Avoid slang and jargon;
► Use short sentences and sentences;
► Use direct order in sentences and phrases;
► Reread before sending the message;
► Avoid writing negatively, be positive.

5. Communication in the Workplace

There are many studies that show that open dialogue at work is even more important for employees than personalized pay packages. 81% of millennials say they would rather work in a company that communicates honestly, clearly and consistently than one that fails to provide free room or lunch. And at the same time, only 15% know that they have a sincere communication at work. Those in the boomer generation also want a good exchange of feedback, but they are less willing to really communicate what they have said.
Communication at work reduces confusion
According to statistics, about 57% of employees say they do not receive clear instructions for performing daily tasks. With clear communication and honest feedback, tasks can be completed much faster and more accurately.
Good communication at work builds trust
All parties involved in an organization spend a lot of time and energy for their own good and for the good of the company. If the hours spent at work every day have doubts behind them, then the long-term goals will not be achieved.
The ability to actively listen and accept different points of view are assigned that each member of a team must master. Thus, the confidence will increase, and at the end of the meetings it will be possible to say that decisions have been made analyzing every aspect and implicitly the well-being of all is in the first place.
Workplace productivity is enhanced through communication
When all team members understand what role they need to play and what they should expect from those around them, they can focus on the tasks they have. There will be no distractions or unproductive discussions and they will know exactly who to turn to when appropriate.
Communication prevents or resolves conflicts
The most important aspect in effective communication dedicated to preventing potential conflicts or resolving existing ones is listening to all parties involved. Accepting different points of view and finding a solution that reconciles the authors' points of view will bring good results in the long run.

6. Introduction to Teams and Teamworking

The ability to know how to work in a team is often one of the points mentioned in the employment resume, but also one of the aspects most appreciated by employers. Regardless of the field of activity in which you work, you certainly do not work alone, and what you do influences the final result of the work done by the whole team. Any organization or company is like a mechanism, and its proper functioning depends on the efficiency of each piece, that is, on that of each employee.
For a team to function and be productive, its members must have common goals, support each other, communicate, collaborate. Only in this way will the team be able to reach its goal, and you, as part of the team, will be able to enjoy success.

· How do you know you know how to work in a team?
· The stages of forming a team
· Team roles
· Types of teams
· Why work in a team – advantages

7. Stages of Team Development
When you decide to build a team, you need to be aware of the development stages of a team. Jumping one of the steps, you will later feel the repercussions. You have to understand that these stages are normal and lead in a clear direction, namely the formation of high-performing teams!
Also, if you are not the one who forms a team, but only one of the team members, you will understand more easily what is happening around you, if you want to do something to make the team more efficient, you can successfully move on to the next stage!
Why are teams important?
The team = a group of members influence each other to achieve an organization's goal.
Why are teams important?
· are to solve most complex problems that require different opinions and knowledge
· provides an excellent learning environment
· they are much more goal-oriented than the organization as a whole, and they more easily establish their own vision and purpose.
· make better use of each member's resources
· are more flexible than organizational groups because they can be more easily formed, dissolved, reorganized, resized
· cultivate loyalty and work on the principle: "all for one and one for all"
· favors the delegation of responsibilities in order to guarantee a rule of control over the conduct of its members by their own

8. Belbin role types, assignment discussion

British researcher and theorist Meredith Belbin became famous for the role modelling team developed in the late 1970s. Belbin demonstrated that balanced teams of people with different skills outperform unbalanced teams. Today, its model is used by more than 40% of successful companies in the UK, as well as thousands of other companies worldwide.
At first Belbin identified a set of eight roles that, present in a team, are supposed to provide balance and increase the chances of success. To these was added another role, that of the expert. There is no good or bad role; every role is important for the success of the whole team. But Belbin says that some roles have a more extroverted attitude, and others are more introverted, although today this dimension is not important.
The roles initially considered extroverted are the coordinator, trainer, factory and resource investigator. Over time, some roles have undergone name changes. Below we present the nine roles in the Belbin team, as they are known today, along with a brief description.

9. Managing Conflict

The term conflict comes from the Latin "conflictus" meaning love, shock, clash, a state characterized by the manifestation of tensions accumulated over time or determined by momentary factors, between two people or two groups who have the same interests or interests. . different that have no way to remove these tensions.
In general psychology, conflict is considered to be any clash of needs, motives, interests, thoughts, feelings, patterns of conduct directed in the opposite direction.
Conflict is a non-constructive way of expressing accumulated emotions.
It is accompanied by negative emotional processes, which disorganize the behavior and reduce the efficiency of the person's activities.
Conflict can have a positive role for the people involved in it or a negative role, degenerating into interpersonal disputes, the destructuring of social relationships.
The positive role is reflected in:
• reconsidering the position of the two subjects of the communication or between one and more subjects, reformulating the messages,
• improving feedback, self-knowledge on a personal level,
• future self-control,
• social recognition from others (for example, personal, social and psychological needs are better known, hierarchical position in an organization, social status, the roles of the person in question are transformed psychologically and socially, being prone to personal changes for the better, etc.).

10. Successful Team Development

All over the world, organizations are discovering the strengths of teams and their proper leadership. The world we live in is far too complicated, the change too fast and the problems too techniques to expect a leader or team of leaders not to solve all problems, much less to believe that we can fight alone! This is the reason for caring for others Better organizations create a culture of leadership and develop high-performing teams. We, through the practice of trainers specialized in group dynamics we have a professional opportunity to contribute to this process.
As organizations need to change what they do, they need to change the way they do things in which they do. It seems that people tend to codify past successful practices, to them turn it into rules for the future and consume energy to keep those rules even after they no longer apply. In other words, traditional procedures and practices are dying out hard! This is why the role of the leader is so important for the success of the organization: the leadership is I deal with vision, direction, effectiveness and results, focusing on ideas, inspiring myself from correct principles and values. Unfortunately, the reality shows that some leaders have vision but lack it team building talent, other leaders can inspire people and build teams but they lack the vision. Of course, there are happy cases where organizations are led by visionary leaders inspiration in motivating people to succeed.
Learning objectives
By studying this module, you will be able to:
1. present the role of groups and teams in organizations;
2. to identify the differences between the group and the team;
3. list the types of teams;
4. To argue the importance of leadership in the formation and development of teams.
