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[bookmark: _Toc17586156]1.0 Introduction
Teamwork refers to work in a cooperative form to gain a common task. It is commonly referred to as the willingness of the team member to work in a cooperative form to attain a common goal. It is a crucial part of the business as it motivates unity at the workplace as well provides feedback of the work along with efficiency in productivity, provides a learning opportunity to the team members and produce workplace synergy (Yang, 2019). Communication refers to transferring information from one place or person to another as it needs to have at least one sender and receiver to complete the communication. Communication is needed to complete the management functions and perform responsibilities (Harris, 2017). Communication promotes motivation and transfer information and helps in socializing and assist in controlling process. 
[image: ]
The selected workplace is Universe Group and Universe Group plc is an innovative and profitable British financial technology company. It was founded in 1970 and it is a technology retail shop headquartered in the European Union that is funded by IPO. It has 5700 retail sites that process 6 billion transactions every year by its data centers by its design and installation of technology items. It provides a solution to Enterprise Software & Network services to its customer (Universe-group.co.uk, 2019). It operates through HTEC that works in electronic transaction systems for oil and gas retailers. HTEC has provided service to a client like Chevron, Total, and Wal-Mart and much other businesses.


[bookmark: _Toc17586157]2.0 Types of Communication
There are many types of communication and these are discussed below: 
Verbal Communication: Verbal communication that is done by talking face to face or via using any kind of media to continue the communication.
Non-Verbal Communication: This communication is done by using body movement and other nonverbal acts to communicate with others (Angeli, 2017).
Written Communication: This is another type of communication that is done through a written form of communication and this is done by using any written document to conduct the communication.
[bookmark: _Toc17586158]2.1Explaining how verbal communication is used at Universe Group.
Verbal communication is the communication that is done through using the sound and words to express themselves in front of others. There are many types of communication but this is the communication that needs direct communication with others by expressing own self in front of others. To run a business successfully, one business needs to handle the verbal communication of the business to make sure that the business is doing great in this age of information technology (Thomson, 2018). As Universe Group plc is a technology-based business, it needs to make sure that the organization is doing great in this competitive era by utilizing verbal communication effectively. The managers of this business are doing the work properly by communicating with the staff to continue the operation. The productivity of this business is dependent on direct supervision of the managers as the direct verbal communication with the staff as the efficiency of production depends on direct verbal communication of the manager of this business with the staff to run its retail shop of this business (Hofert et al., 2015). As a big business of the UK, it needs to call a meeting with the employees that is a big example of verbal communication as well as presenting the company’s overall activities via presentation is an example of verbal communication in this business. It is the most efficient way of correcting wrong of the employees and that’s why the Universe group does this communication very appropriately to make sure that it remains competitive in this era.
[bookmark: _Toc17586159]2.2Explaining how non-verbal communication is used at Universe Group.
Nonverbal communication is the communication that is done through using the nonverbal gesture such as body movement, gesture, posture eye contact to continue the communication of the business. Almost 80% of the total communication is done through the nonverbal communication channel of a business to run the business (BULLOWA, 2015). These communications help reinforce communication as it is used to make communication easier in the organization. It is very tough communication media as it is possible that the sender is sending a message to the receiver and the receiver is interpreting another thing that is a problem for this communication media. In the Universe group, nonverbal communication is done to make sure that another communication is interpreted properly (Hofert et al., 2015). The body movement of the employees is kept within a maintained framework to make sure that there is a good friendly environment within the organization to make sure that the work environment is ready to take any action with a cooperative form. A positive body movement towards the staff by the managers and other staff of the Universe group is helping it to maintain the positive business environment in its operating area to make sure that it remains competitive in the competition by cooperating with each other’s (Harris, 2017).
[bookmark: _Toc17586160]3.0 Theories of communication to explain how communication can be used at Universe Group.
There are several communication theoriesof communication and three of these models are: 
· Shannon and Weaver Model of Communication
· Berlo’s SMCR Model of Communication
· Schramm’s Model of Communication
These theories are discussed below: 
[bookmark: _Toc17586161]3.1 Shannon and Weaver Model of Communication
This theory was introduced by Shannon in 1948 who is an American mathematician and electronic engineer and Weaver was an American scientist who jointly wrote an article on mathematical theory communication and this article was known as Shannon and Weaver Model of Communication (Golding and Murdock, 2016). The main reason behind this model was to increase the effectiveness of the communication between the sender and receiver along with some affecting factors of effective communication.  The affecting factor named noise was their findings that were needed to control the communication to technically improving the communication that was applied in the communication field in later times (Al-Fedaghi, 2012). The concepts like information source, transmitter, noise, receiver and communication channel and destination and encoder and decoder of the communication medium. 
Application of Shannon and Weaver Model of Communication in Universe group Plc
[image: https://www.communicationtheory.org/wp-content/uploads/2011/06/shannon_weaver_model.jpg]
[bookmark: _Toc17584513]Figure 1: Shannon and Weaver Model of Communication (Garban, 2017)
This is a widely used model in the field of communication and Universe group Plc makes sure that the noise in the communication is reduced to continue efficient communication within the organization (Al-Fedaghi, 2018). It makes sure that the sender of the message sends a message with proper information transmitter and via using right channel that converts the binary data into the message to send it and the decoder of the communication channel receives the binary signal and convert it into message to make it clear and understandable to the receiver (Angeli, 2017). Universe Group Plc makes sure that the data are transmitted to the receiver without much distortion of information by reducing the noise of information to the highest extent. The noise in the communication channel of this business will harm the overall communication as it will hamper the communication by distorting the message and sometimes damaging the message that will result in the communication gap within the organization (Universe-group.co.uk, 2019). So Universe Group Plc focuses on maintaining a focused communication within its retail shop to make sure the employees are getting the proper message from their colleagues and bosses without any distortion of messages to make sure that the effectiveness of the communication increases within the business operation.
[bookmark: _Toc17586162]3.2 Berlo’s SMCR Model of Communication
This model was introduced by David Berlo in 1960 by building the SMCR (Sender-Message-Channel-Receiver) communication model that was made from the model introduced by Shannon in 1948. He made a further discussion on the factors affect the communication by describing by their individual components and some steps to make the communication more effective by identifying them (Stead, 2014). The main focus of this theory was the encoding and decoding that was done before the sending and receiving of the message by the communication parties. It has four parts those are the sender, the receiver and the message that will be sent via a receiver. Many factors can affect these four factors in communication (Thomson, 2018).
[image: berlo's model of communication]
[bookmark: _Toc17584514]Figure 2: Berlo’s SMCR Model of Communication (Harris, 2017)
Application of Berlo’s SMCR Model of Communication in Universe group Plc
Sender receiver: While doing the communication process, there must be a sender that person start the message and the person receiving the message is the receiver here those are affected by the communication skills of the employees of this business those will act as a receiver and the sender (Saud et al., 2014). So Universe Group make sure that the employees are smart enough to continue the communication and attitude of the parties involved in the communication are quite friendlies in this business as they are both knowledgeable about the communication and their social values and culture are controlled to make a uniform and effective communication (Chang and Ju, 2014).
Message: There are several kind of message that can be sent to the receiver those are voice mail, audio message, text message, video or another kind of media and the content of the message are kept in a prescribed form of this business and it may contain nonverbal gesture and posture to make it more relevant and how the message will be sent is a big issue in this business (Littlejohn and Jabusch, 2015).
Channel: The medium used in this business are telephones, social media and another kind of platform that uses internet and five senses of communication are kept within concentration of the participants to make it more effective and efficient and that’s why hearing, touching, seeing, tasting and smelling are used as a channel in direct communication in this business like the theory of the writer (Stead, 2014).
[bookmark: _Toc17586163]3.3 Schramm’s Model of Communication
This model was introduced by Schramm in 1954 that was also an extended version of Shannon’s model as it was the root behind many modern communication models as several writers continuously worked on improving the model made by Shannon and this model was one of those models. According to this theory, the message will remain useless unless it is put into a format to convey it to others (Garban, 2017). Encoding plays a vital role as it converts the message into the real message and the receiver focuses on understand the speaker's message and the understanding of the receiver plays a vital role as it will be useless if he can’t decode and read it. So that’s the encoding and decoding are two important components of communication in this model (Golding and Murdock, 2016). This theory implies the feedback process that was absent in Shannon’s theory to make it a complete model as the receiver's response is needed to make the communication a successful one.
Application of Schramm’s Model of Communication in Universe group Plc
In the Universe group Plc, the communication is done in a two-way system to make sure that the communication is done properly by providing feedback to the sender. It makes a two-way communication within the sender and receiver of the message and increases the participation of the employees by introducing feedback of the message received (Harris, 2017).
[image: ]
[bookmark: _Toc17584515]Figure 3: Schramm’s Model of Communication (Hofert et al., 2015)
This business makes sure that communication is done appropriately to increase the relation within the organizational employees (Al-Fedaghi, 2018). That’s why the business is flourishing by increasing the communication within the organization to make a synergic effort within the employees as it enables the employees to provide feedback to the message sender and it strengthened the relationship between the employees within the organization. 

[bookmark: _Toc17586164]4.0Conclusion
Team working and increasing communication is an important factor for the business in this era to increase the profitability of the business as well as survival. Increasing communication among the employees is the key to the success of the business. As the employees will use a synergic force and the management will be able to complete the task more efficiently if they are energized with proper communication with the management. The verbal and nonverbal communication channels are both important for the business as these works as a complementary medium of exchanging information. There are several models of communication of which Shannon was the first to provide a model with sender-receiver, encoder-decoder and channel, after some period Berlo and Schramm remodified the theory to make it more efficient and this business is doing well by utilizing these theories properly.
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G 6 In-class exercise 2 - RESIT

% UNIERSITY OF WALES Effective Team Working and Communication - Term 1
B

Student Name: N.EK’A‘N)S Ra- )&OBQ&OEEMU Student ID: /{%FH—HH

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned to you
at the next session. You will need to include a scanned copy of this exercise in the form of an appendix together
with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following passage and answer the questions on the next page.

Improve Your Communication Skills

Successful leaders are able to meaningfully communicate with others. Steve Jobs inspired
his employees to strive for perfect hardware products. Jack Welch mentored the senior leadership
team of GE to new heights. Jeff Bezos is known for articulating the Amazon ethos clearly to
employees and the world. How can you improve your communication skills in order to become a
more effective leader?

One study found that nonverbal communication accounted for 55 percent of how an
audience perceived a presenter. That means that the majority of what you say is communicated not
through words, but through physical cues. As with most leadership skills, receiving honest feedback
from peers, managers and members of your team is critical to becoming a better communicator. If
you regularly solicit feedback, others will help you to discover areas for improvement that you might
have otherwise overlooked.

Engage the audience in discussion. Regardless of how compelling the speaker is, all
audiences have limited attention spans. To become a more effective communicator, make
presentations and discussions interactive. Ask the audience a question, encourage people to call out
their thoughts during a brainstorming session or at the very least ask hypothetical questions to
stimulate the audience.

Master the art of timing. While some of their jokes might not be appropriate for the
workplace, stand-up comedians are certainly effective communicators. Comedians like Louis CK,
Chris Rock and Dave Chappelle are able to host compelling 90-minute comedy shows, in part
because they are able to feel out their audience to determine when to move on to a new topic or
when to reiterate an idea.

A recent study revealed that people generally retain more information when presented with
novel, as opposed to routine, situations. To help audience members retain information, consider
injecting some sort of novel event into a presentation. This might be something funny, or something
that simply catches people by surprise.

“Listen more than you talk.” This is what Richard Branson tells business people who want to
connect with others. To communicate effectively, first listen to what others have to say. Then you
can provide a thoughtful answer that shows you have taken those ideas into account.
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% el Effective Team Working and Communication — Term 1
)

1. In your own words, what is nonverbal communication? B
2. According to the text, why is it important to engage the audience in discussion? \ C/M
“‘l/ (297

3. Which advice do you find most useful and why? OBL
4. How could you improve your own communication skills?
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