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Introduction: 
This report will be focused on some skills for workplace such as Effective Team Work and communication and how they affect work places will be discussed. Organizations or any work places are becoming increasingly vibrant and unstable and to deal with this situation good team work and effective communication is very essential. 
Team work is a very important component of achieving goals in any organisation. Effective team work and communication is very essential to be a successful organisation in complex environment. It helps to prevent mistakes and increase productivity. Any organisation should have standardised communication tools and an open environment in which anybody can stand up and speak up any concern to alert team members about any unsafe or harmful situation for the organisation or the society. 
Effective teams need to work together to achieve organisational goals. A team leader should be able to work with the team to bring them together and that is how building a relationship between team members. If communication skills are strong, there are higher chances that good ideas and best practices will be openly shared among team members. Teams that establish a supportive environment among themselves are in a better position to learn from the best practice of the group.
On the other hand, organisations even with highly skilled and dedicated staffs can proved to be unsuccessful due to unacceptably high level of communication gaps and can cause adverse result. Failure in team work and communication are among the leading cause of adverse events in any organisation. Therefore, it is clear that communication is assumed to be an immense importance at present time in any organization (little john, 2002, p29)
[bookmark: _Toc513021618]Effective Team work at workplace: 
Team work is when workers in the work place combine their skills in order to achieve a goal which is generally a product of the company’s mission. For example working in a supermarket as a retail assistant and there are so many staffs, supervisor, manager which makes a team. If any of the team members is absent then other member of the team come forward to help each other to achieve the common goal of the organization. 
[bookmark: _Toc513021619]Communication:
 Communication is a two-way process of exchanging ideas, feelings, information, thoughts, messages to express oneself in such a way that one is readily and clearly understood ( (Andrew Maund, 2017). In other words, communication is the exchange or expression of information by gesture, speech, writing, conduct or electronic or social media. Communication is sharing information between people within and outside of an organization that is done for the benefit of the institution. In other words, it means relaying of information within a business or any organization by its people or employees. Business communication also means how a company shares information to potential customers to promote its products and services.
Communication Process:
 Communication process needs at least one sender and one receiver. Senders encodes their massage and send it to the receiver by different type of channel like face to face communication, by phone, by email, written communication, verbal communication, non-verbal communication etc (Andrew Maund, 2017). The receiver decodes the massage when they receive massage accurately (Andrew Maund, 2017).
Sometimes communication distract by some noise than it can create misunderstanding between senders and receivers such as languages, network problem, hearing difficulties and poor team work etc.    

[image: Image result for communication process diagram]
Figure 1Communication process. Source: (Anon., n.d.)

      
[bookmark: _Toc513021620]Communication channel at work place: Communication channels can be categorized different ways as follows: 
[bookmark: _Toc513021621]Face to face communication: Face to face communication or meeting is good and can boast efficiency. At our workplace we communicate with our managers or supervisors face to face to sort out any problems of our work place. To communicate with overseas clients and business partners, company use web video conferencing, Gomeetnow etc as a very effective medium. It helps business to reduce travel cost.
[bookmark: _Toc513021622]
[bookmark: _GoBack]Written communication: 
Written communication can be formal or informal with the help of letters, reports etc in order to communicate with internal and external stake holders of an organisation. To be successful in written communication factors such as words, sentences, paragraphs needed to be used very clearly, accurately and being brief. Most jobs involve some degrees of written communication between the employees and take writing into account when hiring for any position, not just professional-level ones (Flink, 2007, p39)
[bookmark: _Toc513021623]Verbal communication: It is the communication by a mixture of approaches such as explanation, comparison etc with the help of examples and pictures.
[bookmark: _Toc513021624]Non- Verbal communication: What we say or speak is verbal communication but what we don’t say but Communicate by body language with the use of eyes, face, gestures, postures, proximity etc is non-verbal communication. 
To be in effective in communication we need to align our body language, appearance and tone with the words we are trying to convey. Research shows that when individuals are lying, they are more likely to blink more frequently, shift their weight and shrug (Siegman, 1985, p352).
[bookmark: _Toc513021625]Technology: Technology is easiest and quicker channel to communicate at workplace. For example, at our work place, we communicate by email and smart phone with our colleagues. Email is a very common communication channel at work place. At work place company send email to their staffs to let them know and to fill their over time. 
[bookmark: _Toc513021626]Noise at workplace: Team can work properly and effectively if they get accurate massage from sender. Many kinds of noise can distract us to get a correct massage. 
[bookmark: _Toc513021627]Language: Some people they speak their native accent which is difficult to understand for another person. In that case we need to listen carefully what the sender speaking.
[bookmark: _Toc513021628]Network problem: Because of poor network sometimes senders are not able to convey the full massage to the receivers to make them understand the accurate massage.
In that case we need to fix network as soon as possible or we can use another channel like phone, email etc.
[bookmark: _Toc513021629]Poor team work: Poor team work can misguide the whole team by communicating the information incorrectly.
[bookmark: _Toc513021630]Physical problem: Physical problems also can distract us to listen any massage such as having head ache we cannot have concentred to receive the massage from our sender correctly.  
   

Figure 2 noise at workplace

[bookmark: _Toc513021631]Communication Models: 
A communication model is a process in which information is imparted by the sender to the receiver through a channel or medium. When the receiver receives the information decodes the message and gives a feedback to the sender.  There are some widely used models of communication that explain human communication process and the way we communicate. Among the models are:
[bookmark: _Toc513021632]The Shannon-Weaver Mathematical Model:
 The first major model of communication invented by Claude Elwood Shannon and Warren Weaver in 1949 which is based on basic concept of communication and is the process of sending and receiving messages or information from one part to another (Shannon, n.d.). This model is considered as the mother of all models and widely used by the social scientists to refer to an integrated model of the concepts of information source, message, transmitter, signal, channel, noise and receiver. At the same time it has been subject to so much criticism as inappropriate to represent social processes.
[bookmark: _Toc513021633]Berlo’s Model of Communication:
 In 1960, David Berlo created a model named SMCR model of communication by expanding Shannon-Weaver’s (1949) linear model of communication (Berlo, 1960). This model has been divided into four parts such as Sender-Message-Channel-Receiver and describes factors affecting the individual components in the communication that makes the communication more efficient. This model is easy to understand. But there are some drawbacks in Berol’s SMCR model such as feedback, barriers in communication etc not considered (Berlo, 1960). Also, this model omits the usage of sixth sense as a part of communication which is a very important part of human communication.
[bookmark: _Toc513021634]Benefits of good communication in a team: 
Team members feel important and confident if there is an effective communication in the organisation and it is a great source of motivation and satisfaction for the employees to continue adding input to achieve organisational objectives. In the long run, the team is able to utilise all of its resources to complete task on time.
The quantity and quality of communication with and from managers or team leaders can affect team work of subordinates in positive and negative ways. The more collaboration that any project requires the more assertive and intentional the communication needed to be. Every member in the team should have the mentality to take initiative to communicate with each other.  Without active communication between team members no organisation can reach their target. Therefore, it is the duty of every member of the organisation to learn effective communication in order to work effectively and achieve organisational goals.
[bookmark: _Toc513021635]Importance of listening to others attentively:
 A good speaker has to be a good listener as well and taking more notice. Any form of communication begins and ends with listening and it is very important to take time in order to understand what the other people are saying and what they mean. It is very important not to interrupt others while they are talking and encourage others for feedbacks. 
[bookmark: _Toc513021636]How to improve Listening Skills:
If possible physically attending and listening carefully with purpose and create Attentive eye-contact. We should stay in the topic of conversation and confirm understanding and try to exchange of feedback and asking related intelligent question to clarify and confirm.
[bookmark: _Toc513021637]Being meaningful:
 It is very important to be careful when using language and not to use words that make other team members feel critical and verbal abuse. Therefore, staying on topic and using correct words is very crucial to effective communication and to avoid misunderstanding. To be effective in communication it is also important to speak slowly and clearly and in appropriate volume. Good teamwork starts with a shared understanding of its importance. Effective communication can bring teams together and it needs to be practised to ensure a team is working efficiently and effectively.
[bookmark: _Toc513021638]Tools to improve communication:

 There are a range of tools and methods exist to help ensure that communication effective, practical and timely and they include: The SBAR: The method developed in the nuclear submarine service. Safety briefings: It helps to establish patient safety as a regular topic of conversation and consideration within the health care organisations.

[bookmark: _Toc513021639]Conclusion: 
To be successful, today’s managers must be good team members as well as good team leaders. Managing groups and teams is a key component of leadership. A team performs well if it is well organized and well designed. Teamwork plays an important role of workplace success. Just like a football team work together to setup a perfect shot and every member of the team has a specific task to score a goal. Although it looks like a particular player has scored a goal but it was possible by the whole team’s teamwork, planning, cooperation and coordination. The same thing happens in any work place if all the employees work together with the same goal and mission the organisation must be successful. And good communication is an essential tool to be an effective team in any business organisation or work place.
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