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1. INTRODUCTION
The purpose of this assignment is to present the understanding of effective team working and communication module. The task of the assignment is to discuss my own experience that what are the methods of employers to communicate in real life and how they can improve it.
To make a better understanding of everything we will start from the very beginning.

2. COMMUNICATION
The act of exchanging information between one another is called communication.
This exchange can take place through different source of medium depending on the availability of resources.
There are two types of communication.
· Verbal Communication
· Non-Verbal Communication
Verbal Communication 
It is the method of using sound and words to communicate and express the sharing of information between individuals is a verbal communication. As in general it is considered to be the best and effective way of communication. This method of communication helps individuals to understand the message in a better way.

Non-Verbal Communication
In simple term it is the opposite of verbal communication. Any method of exchanging information without using spoken words is a non-verbal communication.
There are many types of non verbal communication
· Facial Expressions
· Gestures
· Paralinguistic
· Body Language and Posture
· Eye Gaze
· Haptics
· Appearance 
· Proxemics  


3. COMMUNICATION METHODS
The source of sending and receiving the message with regards to effectiveness and efficiency is the best way of communication method. Below are the most commonly used methods of communication.

· Open Meetings
· Emails 
· One to One
· Use Presentations
· Communication via Training 
· Display Confidence and Seriousness 
· Use Simple Words
· Use Visuals
· Body Language

4. COMMUNCATION METHODS WITHIN MY WORKPLACE
As far as my own experience first of all I would like to introduce the company where I use to work. The company is called TECHACCESS PAKISTAN LTD. It is a multi-national IT firm providing IT solution to other organizations mainly the telecommunication companies. I use to work there as an Administrative Officer. When I joined that company there were different ways of communication within the company. I am going to discuss those methods below.
· One to One
· Phone Calls 
· Meetings
· Emails
· Posts
ONE TO ONE
This is one of the best ways of communication within a workplace to convey a message on one another. The reason of this methods being the best is that an individual can express make the other understand the message in an effective way.  This method is very effective and it can only take place with an environment. It is impossible for an individual to use this method if the receiver is not physically available at that place. Also in a workplace this will not be considered as an appropriate method because there is no record of this type of communication and anyone can forget or deny of that sort of communication.

PHONE CALLS
This method generally takes place for long distance communications. If an organization has more than one office as the place where I worked that was a multi-national company, requires an effective and efficient method of communication which is generally making a phone call. Because of modern technology this method of communication has revolutionized the world and has made long distance communication much easier. As much as this is the most general method but it has flaws in it. This method is lacking off expressions and will not be able to convey a complete message. For example some people naturally have a harsh tone of voice and communicate in such way. An unknown co-worker possibly will take it as a misbehaving or harsh tone and can be offended. In a workplace this method might be efficient and time saving but it is not the best method because this also does not have any record of communication. 

MEETINGS 
In an office environment this most done within a specific department or possibly between executive of the organization. This methods helps planning and organizing the task and fulfil them within the time frame or to solve a problem or making future plans. Normally when a meeting takes place it does have a record and attendance of the people attending the meeting.  It is probably a better one  if a meeting is considered to be within a workplace but it can consume a lot more time and money if individuals are take a part in the meeting and coming from a far distance. 

EMAILS
In this era email is another way of communication within an organization. This is considered to be the method which traceable. Generally in a workplace it might be not used in common but it is good for long distance communication with a record of it. The place where I use to work, we were given an organizational email ID which was secure and keeping a record in their own servers. This communication method might be the safest method in terms of record keeping but not considered to be the most effective. No matter how good or effective an individual writes, the words cannot be expressed. Sometimes I use to forget to read emails which might be one of the important one and on the other end the sender might be thinking that the receiver is not considering it as an important thing and making a mindset about the receiver. This method of communication also depends on the receivers reading prospective. 

POST
Post is possibly one of the oldest methods of communication within a workplace. This method is only used for a long distance communication or possibly for an acknowledgment. So far this method has many advantages but it is not considered to be the most efficient one. It consumes a lot more time and money. For example if there is an agreement which needs to be signed by an individual, the agreement needs to written by someone and then it requires to be printed out on a paper. This particular exercise has bound at least 2 people for the time being. And the cost of paper and ink and also requires some place to keep the record safe. And if this method is for far distance then it comes up with an extra cost of time and money. Paying the postal charges and relying to deliver it safe and efficient. 



5. WAYS TO IMPROVE THE COMMUNICATIONS
Technology has made thing easier, effective and efficient. As far as the above methods are concerned, they can be improved in several aspects. 

· Call Recording
· Video Conferencing
· Digital Record Keeping
· Augmented Reality Conferencing 
· Personal Devices

CALL RECORDING 
Now these days technology is playing an important role in our personal and professional life. It has a major influence in our lives. And as more as it is influenced, it is improving day by day. There is facility available called call recording which can keep a record of verbal communication in a case where individuals are contradicting. 

VIDEO CONFERENCING
This is another facility now these days because of modern technology. Now people really don’t need to travel far to a meeting which consumes a lot more time, money and efforts. With this technology, individuals from different departments, different cities and different countries can take a part in a meeting without being physically there. It can be considered as a best option but it depends on the available resources and technology.

DIGITAL RECORD KEEPING
As earlier mentioned, technology is revolutionizing the world. Another way of keeping a record it to make it digital. In this day and age there are many applications available online to make a digital record of a document and keep it safe online which can be retrieved as desired. In this way rather sending a post, this method can save a lot more time, money and efforts.

PERSONAL DEVICES
Organizations are now facilitating most with the employees with personal devices like smart phones and laptops to stay connected and make things more efficient. Having an excuse of not receiving an email or was not available at desk are the stories of old days. With the help of personal devices people can get notifications all the times when there is something important taking place within a workplace. 

AUGMENTED REALITY CONFERENCING
This is the most advance way of communication method which is not very common but it will definitely change the way week the communication medium. AR Conferencing is a virtual 3D image or an object using holographic technology. In this way an individual can have its virtual presence at a place. For Example if a CEO of the company wants to have a meeting with the executives of an office placed in another country, the CEO really don’t need to travel that far to call a meeting. He can virtually take a place in that meeting. Although this sort of methods may not be able to define the rules of a physical existence but it can definitely bring a change.


6. CONCLUSION
The methods which are used on Co-operate sector are possibly the best method of communication. Regardless of what ever method we use, there are some pros and cons to all of them.  The purpose should be fulfilled and communication should take place and that is what the most important thing is.
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