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[bookmark: _Toc500968376]Introduction 
In every work environment, teamwork has become the most essential component which has help to advance discovery that is a result of critical thinking, communication, co-operation and also joint effort. Inside any organisation, the role of cooperation among people helps to adequately provide results and in addition it conveys a fruitful learning plan. To maintain team work and cooperation, sufficient communication with the person alongside the whole group is fundamentally required.
[bookmark: _Toc500968377]Literature Review
With the aim to analyse the communication processes, there have been many attempts and literatures that consider communication skills as an important starting point. The following diagram helps to understand the communication process between two parties.
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Figure: Process of Communication
(Source: (van den Eertwegh et al. 2013))
From the diagram, it can be seen that communication is a two way process (van den Eertwegh et al. 2013). The sender of the message expresses the thoughts by encoding the message into the required form (words), and then transfers the message to the receiver. Once the message is received, the receiver interprets the message by decoding the words and prepares a reply. This completes the communication process. The various aspects of the communication process and its interruption are explained in detail below: 
Distractions: There are many circumstances situated between the sender and receiver. These circumstances may hamper for the effective communication of message leading the misinterpretations and are termed distractions (van den Eertwegh et al. 2015). Distractions can be noise disturbance, impairment of hearing, stress, lack of privacy or discomfort. 
Insufficient Timing: The untimely process of communication can lead to the incorrect transfer of message thus hampering the communication process (Anderson et al. 2015).  In such cases, the receiver can lose interest in listening to the message or it can happen that the sender of the message sends a message that is not required at that time. This can also cause distractions in the process of communication. 
Emotions: Emotions of the parties involved can play an important part in miscommunication (Cahn and Abigail, 2014). There are times that the sender may want to say something but because of his or her emotional condition such as anxiety, sorrow, excitement, etc, the message sent is wrong (Gluyas, 2015). Similarly, if the receiver is not in the right emotional state, the message can be misread and hence cause distractions in communications.
Different Background: One of the most common reasons of distractions in communication is the diverse nature of the message. This can happen due to many reasons such as inadequate knowledge, lack of proper education, experience with the language used for encoding, etc. It is important for the message to be understood correctly for proper communication. 

[bookmark: _Toc499768705][bookmark: _Toc500968378]Knowledge and Understanding of Subject
For a communication process to be effective there are several skills required from both he sender and the receiver (Holmes and Stubbe, 2015).  Keeping this in mind, there are a few important processes to be considered for proper communication: 
Verbal Communication
In verbal communication, the words spoken form the basis of the communication. It is obligatory to pick the right words alongside fitting vocabulary. In this procedure certain components need to be clearly explained: 
· The message should in the form of a coherent sentence 
· Attention of the customer in important 
· Message must be divided into different sub headings
· The message should be justifiable for the receiver
· It should to be conveyed in conscious sense of mind
i. [image: C:\Users\open\Pictures\communication-skills-26-638.jpg]Message should be delivered in respectful manner

Figure: Verbal Communications
(Source: Kersley et al. 2013)
Listening: For communication to be effective, appropriate understanding must be established between sender and receiver of the messages (Kersley et al. 2013). Thus it can be said that sending message falls in the same category as receiving in this respect. Listening refers to hearing the message and comprehending it so that a reply can be elaborated. Some effective listening skills are listed below: 
i. Mirroring: Mirroring is the process of re stating important parts of the message with the correct words. 
ii. Paraphrasing: Paraphrasing is the technique of understanding the essential message to be conveyed and framing it into original words (Körner et al. 2015). However the meaning must not change in paraphrasing.
iii. Summarizing: Summary is giving the brief form of the message including only the essential points
iv. Self-Disclosing: Expression of the speakers personal feelings as well as to ensure that the sender of the message is in compliance of the message. 
Non-Verbal Communication
Non verbal communication refers to the form of communication that doesn’t require any words. Messages are framed on the basis of the body language of the sender. Since Non verbal communication does not use any specific language it can be easily misunderstood. This can leads to confusions and thus poor communication. However, correct interpretation of non verbal communication can be an effective tool to understand voluntary as well as involuntary messages conveyed from the receiver (Martin and Nakayama, 2015).  Non verbal communication makes use of the following body parts to communicate:
i. Eye Contact: Eye contact is believed to be one of the most honest forms of communication. It is said that the eyes is the window to the soul. Hence using eye contact is a very powerful and effective tool for communication especially when it is coupled with verbal communication (Skovholt, Grønning and Kankaanranta, 2014). Avoiding eye contact during a conversation can means that the sender is possibly lying about the message or is unconfident about it. 
ii. Facial Expression: A persons facial expressions reveal a lot about the person. It also helps to communicate certain message. For example, a smile may infer a pleasant message and a frown can mean some bad news. Similar to eyes, the face can reveal a lot about a person – his attitudes and emotions. 
iii. Physical Space: Every individual has a personal space that must not be crossed until the permission for the same is given. At the time of a conversation, maintaining physical space is essential in formal communication. Research states that the distance maintained between people during a conversation can be helpful to understand the relationship between them (Gluyas, 2015). For instance, family and friends may be closer to such other during a conversation but business colleagues will maintain a respectable distance while speaking to each other. 
iv. Gestures: Gestures refer to certain bodily indications that help to convey some meaning. For example, waving hands signifies saying goodbye. Gestures are used by people to express certain feelings. A tensed person may play with their hair, bite their nails or fidget with some object that unconsciously says that they are nervous. 
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Figure: Types of Non-Verbal Communication
(Source: Gluyas, 2015)

Written Communication
Written communication is one of the most effective tools of communication in a formal as well as informal setting. The measures that help in effective communication of the written form can be preparation of records, charts and reports with the help of letters, emails and notices.
Writing is considered as one of the most challenging types of communication. Written communication is more effective than the verbal or non verbal communication because it has less chance of confusions and errors (van den Eertwegh et al. 2013).  From this context, written communication provides a form of record of permanency and hence it cannot be taken back. In written communication there are some components that need to be b considered: 
· Accuracy: The content of the written message has to precise and correct and should not have any errors. 
· Accessible: The written message should be conveyed at the right platform in order to accessible to the right audience. For example, an official message sent such as email should be addressed to the relevant persons. 
· Language of the written message of during a written conversation must be comprehensible for the sender as well as the receiver.  
· All Names of the related parties must be spelled correctly in the written form.  
· Written message should have proper use of grammar and punctuation is order to avoid misinterpretation of message. 
· Sentences in written form should be short and clear.
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Figure: Structure of Written Communication
(Source: van den Eertwegh et al. 2013)
[bookmark: _Toc499768706][bookmark: _Toc500968379]Analysis
Effective team work is reasonably essential inside an organisation in order to form an efficient workforce (Anderson et al. 2015). Actually, a group can be specified as a small group of individuals with compatible abilities and focused on a special objective with the aim to increase productivity. In a group, individuals from a foundations that have been seen to share responsibilities. 
Goals: With the aim to work effectively in an organization, a team should be able to comprehend the area of work, the accomplishments needed and the objectives to be achieved.  In this sense, the goals must be defined exactly in order to get results. 
Task and Roles: A task given to a team in an association can be more precise with the assistance of clear expression of the main goals. It is necessary for the group to finish the assignment at the given time and correctly (van den Eertwegh et al. 2015).  All things considered, part of the team is expected to take more responsibility and share the work evenly among the team members. Hence, communication is one of the critical angles that assist to comprehend the mental condition or the perspective of each member.
Share of Leadership: Cooperative team work among the team member’s results in achieving the goals of the team as a whole. Thus in order to get better results, all the team members must work together as a team in harmony with each other.  Hence it can be said that the decision making power must be shared with all the team members as well as share of leadership. This can only be achieved with proper communication among the team members. 
Communication: The role of effective communication with the team assumes a noteworthy part inside any organisation (Anderson et al. 2015). Team members need to speak with their leaders in connection with perspectives and choice about the work. With the assistance of correspondence, a satisfactory connection can be developed.
[bookmark: _Toc499768707][bookmark: _Toc500968380]Practical Application and Deployment
To form a team that it compatible, it requires a lot of work and research regarding the skills of each member of the team. Following are a few aspects to be kept in mind while forming a team: 
Forming: The team is formed when all the members of an organisation are brought together. It can be said that the most crucial time is when the team is told about the job description.  In this stage, the team members are gathered on the basis of their aptitudes and capacities. In this stage, communication assumes a noteworthy part to bond with all the colleagues (van den Eertwegh et al. 2015). With the assistance of sufficient correspondence, it must be guaranteed that all the colleagues partake in the work. Alternatively, the statement of purpose of the team needs to be elaborated.  
Storming:  Storming is a type of group advancement, where contradiction may emerge at times. Now and again, good manners can't be found in the team. The main thing that is significant is evident from the behavioural changes. Issues occur between the colleagues in connection to their collective objectives, pressure from the team leader and other pressures of the tasks. Employees may be asked to give some information about their group leaders. Sometimes team member may ask for help to resolve issues emerging within the team (van den Eertwegh et al. 2015). For this situation, the need of communication with the colleagues may resolve the emerging clash.
Norming: In this stage, a group is needed to be assimilated according to the requirements of the team tasks. In norming, a developed group began to fill in as a sufficient group. With the assistance of legitimate communication, clashes inside the group may be settled and also a bond is created between the team members. Additionally, hard working attitudes and good ethics of the team members would be more indicative. Then again, all the colleagues ought to be energized with the help of proper communication. The expertise of the group leader must to be shared with the entire group.

[bookmark: _Toc499768708][bookmark: _Toc500968381]Skills for Professional Practice 
For any organisation to be effective, it is imperative to have successful team work. Some aspects of an effective team are discussed below:  
Communication: Truthful and transparent communication is the basis of to achieve efficient team work. Team members must to be proficient in not just verbal but also non verbal and written communication to sync the skills of all the members of the team.  
Commitment: Co9mmitment to the work is necessary by each and every member of the team in order to meet the objectives of the organisation (Anderson et al. 2015). Lackadaisical attitude cannot be tolerated if the productivity of the group has to be increased. 
Co-operation: In order to maintain high work ethics, it is required that all members of the team work together in harmony and coordination. Thus all team members need to behave as a collective group and share their ideas and express their issue properly.


[bookmark: _Toc499768709][bookmark: _Toc500968382]Conclusion
As a method of investigating the whole report, it might be asserted that among a team is one of the crucial aspects to achieve a given task satisfactorily in any organisation.  Varying characteristics of different member of a team can result in conflicts within a team. All things considered, the most ideal approach to determine the contention is effective communication with the team members. Only with the assistance of appropriate communication, a strong bond can be developed between the team members. 
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Figure 1 Defining elements of non-verbal communication
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