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[bookmark: _Toc5875]Introduction
[bookmark: _Toc5876]Specifically, we will discuss what communication is, effective communication strategies, and the various types of communication skills that an individual should learn to have friendly communication at work and be successful in their career, and what teamwork is an effective teamwork strategy.
Definition:
To put it simply, communication is the act of transmitting information from one person or group to another, whether through telephone, fax machine, or electronic mail.
Individuals who communicate with each other are called communicators. Effective communication requires at least two persons. In this case, the sender is the receiver of the communication.
To operate as a team, you must make a concerted effort as a group to accomplish a shared objective as effectively and efficiently as possible.
To reach a shared goal, individuals in a team must coordinate their activities (Marlow et al., 2017). 
[bookmark: _Toc5877]Importance of Communication:
When it comes to operating a business, communication is essential. It serves as the organization's backbone since, without effective communication, a firm cannot express the tasks that must be accomplished to maintain the successful and flawless operation of the business (Wu et al., 2017).
[bookmark: _Toc5878]Importance of Effective Communication and Team Work:
A company's productivity and long-term relationships depend on its employees' ability to communicate effectively at all levels. Employers that put in the time and effort to establish open channels of communication with their employees will rapidly gain the trust of their staff.
 Build and maintain relationships: genuine and effective communication may help build a solid group. As a result of their interactions, workers grow more enthusiastic about working together (Link, 2018).
For example, when employees fear getting fired, they tend to become less innovative and less productive. No matter how it happens, managers and employees should encourage one another to speak out in the workplace, where they may come up with creative solutions to problems.
Business development may be achieved by bringing together professionals via exceptional communication. Improves the strategy-making process and removes weaknesses to ensure a smooth flow of activities. When it comes to effective staff management, effective communication is increasingly about getting to know and engaging with other people. It is common for objectives to be improved when groups are locked into a particular organizational structure (Bambaeeroo and Shokrpour, 2017).
Effective communication is essential to developing a business, and this development is intrinsically related to one's vocation. It eliminates defects and improves the approach process to guarantee that activities are completed without error (Howarth and Morse-Jones, 2019).
The importance of collaboration in achieving success: Because an organization's success is dependent on practical cooperation, A workplace that encourages innovation is a place where employees are more likely to learn and grow. The company and its employees both benefit from innovation (Bucăţa and Rizescu, 2017).
By aiding organizations and people in collaborating and working toward a common objective, we may share workloads. Because it facilitates communication within the group, making things easier for everyone.
Everyone can make the most of their inherent talents: Cooperation also requires an awareness of the differences in size and shape among individuals. When all of the factors mentioned earlier are considered together, shared residual burden helps the business, develops a more creative environment, and boosts the efficiency of the whole organization. As more functional responsibilities are introduced, profitability soars.
Strong work ethics and teamwork are promoted when a group's members take pride in their job and support the company's mission. To meet company goals and produce outstanding results, effective teamwork is a need (Jung et al., 2018).
[bookmark: _Toc5879]Methods of Communication:
Soft skills such as communication are critical for a productive and happy workplace. It's a way for one person to reach out to another or a group of people and exchange information. Information may be delivered in various ways via various forms of communication.
The following sections discuss a wide range of communication skills:
Word-for-word dialogue: Verbal communication refers to the exchange of information between a sender and a receiver via words and sounds. In phone calls, one-on-one chats, presentations, videoconferences, and meetings, it is most often employed. This is the best way to get your point across.
Verbal communication includes both written and spoken forms.
Gestures, body language, and facial expressions are all used in the process of nonverbal communication (Dhawan and Chamorro-Premuzic, 2018). It might be done consciously or unconsciously. When you hear of a beautiful idea or piece of excellent news, it's as if a grin came over your face—observing body language, such as crossed arms indicating anxiety or arched shoulders showing fury or disquiet, assists in the comprehension of others. Nonverbal cues include facial expressions, body language, and eye contact.
[bookmark: _Toc5880]Theories of communication:
The following forms of communication may best describe the communication process: Understanding the communication process is made more accessible by the Shannon and Weaver communication model. It can demonstrate how information may be mishandled throughout the communication process is one of its most notable features. Message encoding, channel or medium noise, message decoding, and message reception and feedback all occur in the S&W Model of communication, which begins with the sender and ends with the receiver.
[image: ]
Sender: A person who wants to exchange information with others. As soon as the sender decides on a medium to distribute the message, they've begun the process.
For example, a message may be conveyed verbally, in writing, or by body language. To ensure that only the intended recipient can decode the message, it is necessary to encrypt it. Encoding is the process of transforming digital data into electrical signals that may be sent from one device to another. This Model depicts how binary codes and radio waves encode and decode words in telephones and computers (Stucky et al., 2020).
Messages are transmitted via a channel or medium, such as a phone call or email. 'Medium' is another name for it. When a message is being sent between a sender and a receiver, noise interrupts that message transmission. It's called "noise" because it might interfere with someone's ability to grasp what's being spoken. Internal and exterior are the two main varieties. Both the transmitter and the receiver are involved in encoding and decoding the message. Communication between sender and receiver might be disrupted by external factors, such as a sluggish internet connection or weak network. By contrast, it's an antithesis. A device or person is frequently required to decode the sender's message so that the recipient may interpret it. This is called "decoding." In a face-to-face interaction, decoding is possible without the use of technology. As a receiver, you're the point of contact between the sender and the recipient. The end of a conversation is signified by responding to the information that the sender has shared with the recipient. An appropriate answer helps a sender define what they have received and how they have interpreted what they have received (Akman and Turhan, 2018).
Berlo Model of Communication: The J&W Model is the same. Encoding and decoding communications before and after transmission and reception are also handled by this communication architecture (Nieuwoudt, Hutchinson, and Nicholson, 2021.). The sender, message, channel, and receiver are all necessary parts of this communication process, influenced by a wide range of variables. As outlined by the Derols Communication Model, the following is the flow of communication:
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Sender: The originator, initiator, or initiating point of the communication process. 
Borel's approach identifies the following variables as being relevant to the sender and receiver:
· Communication Skills
· Attitude
· Knowledge
· Social system
· Culture
Message: The variables impacting a communication are the information delivered by the sender and received by the recipient.
· Content
· Elements
· Structure
· Channel
· receiver
Schramm model of communication:
It assumes two-way communication between a sender and a receiver in this scenario. Communication is not a one-way street but rather a two-way street in which messages are sent back and forth between several participants in turn.
Components of the Schramm model of communication model are simple:
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Sender: By encoding the message, the initiator commences the process.
Message: This section provides the data that is exchanged between the parties.
Receiver: The individual at the opposite end of the communication chain receives and decodes the message.
Semantic barriers: The sender's and receiver's influences, such as their backgrounds, experiences, views, and values.
[bookmark: _Toc5881]Strategies for effective teamwork:
Teamwork is essential in organizations because it enables the company to achieve its objectives via collaboration and coordination.
Cooperative efforts may be aided by the following:
Clearly defined objectives: Each member of the team must understand precisely what is expected of them, how long the project will take, and when they can expect to be done with it. As a result, team members may learn from one another's experiences. Recognize and reward exceptional performance: Recognition and appreciation for on-time completion of tasks will drive team members to keep up the excellent work. Disagreements between team members may be quickly resolved if this goal is met. Disputes within the group must be dealt with openly and honestly. In the event of a crisis, members frequently find themselves unsure of what to do next. What's the best place to begin? To maintain a productive working environment, certain behaviors and standards must be set up from the beginning of a project (Marlow et al., 2018).
[bookmark: _Toc5882]Effective communication at my workplace:
I gained a variety of advantages from working at a place where I could communicate effectively, including the following: For example, I explained my unique ideas to the company by using effective communication techniques such as face-to-face meetings. Growth is promoted because I can connect with superiors and explain my job, thanks to my excellent communication skills. They were pleased with my ability to communicate, and as a result, my performance at work improved significantly. Having effective lines of communication helps both the organization and myself in being more productive. Now that I'm aware of my obligations and know precisely what I must do (Harris and Sherblom, 2018).
[bookmark: _Toc5883]Conclusion:
A wide range of advantages accrues both the person and the organization when communication is effective. Aside from giving us the ability to communicate better what we think about various topics, group chats also help us build and maintain connections, which improves the quality of our work and our ability to accomplish more as a team. In the end, every disagreement may be resolved via effective communication. Organizational objectives may be easily met via teamwork among those tasked to fulfill them. It's possible to save time and effort by effectively using the unique skillsets that each team member brings to the table.
[bookmark: _Toc5884]
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