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This report will be focused on the importance of effective team work and communication skills in the workplace. A team is a group of people working together to achieve a common goal and complete specific tasks relevant to that goal. For example, in retail a company’s goal can be to meet their target sales daily. Employees can achieve this through working together to attract customers and promote their business through marketing and advertising as well as successfully carrying out customer transactions whilst ensuring customer satisfaction. Communication skills are the ways in which team members or colleagues share their ideas, thoughts and feelings in an effective and efficient manner. Communication skills and effective teamwork are dependent on each other; therefore, it is necessary to have excellent communication skills to have teamwork and vice versa. 
[bookmark: _Toc512999704]Communication
To understand how effective communication works, it is first important to understand the communication process. The first step is to identify the information that needs to be shared which is either put into code i.e. words. Different countries or cultural groups will have different codes for communicating (Morgan, 2017). However, workplaces with diversity may even have more than one codes of communication. For example, a workplace such as Royal Mail has employees from various cultures and countries. This results in various modes of communication amongst the employees and between the mangers and the employees. Despite this, it can be challenging for those that are monolingual to others that might not speak the same language as them. This can cause barriers between working relationships and poor communication which then affects the overall work being completed. 
[bookmark: _Toc512999705]Non-Verbal Communication
Non-Verbal communication is that which occurs through one’s body language, facial expressions and gestures. During a conversation or a discussion, facial expressions give away a lot about a person’s feelings and their thoughts (Morgan, 2017). For example, a manager will use direct eye contact whilst engaging in a conversation with employees as a sign of confidence and authority. Similarly, employers may also show seriousness whilst talking about a certain topic such as dividing up tasks through limited smiling and solemn expressions. One thing to also consider is that due to cultural differences, different people may interpret them differently. Where eye contact may be considered a sign of confidence in western cultures, it is often viewed as a sign of disrespect in eastern cultures such as India, Pakistan and China.  It is also vital that during a conversation, body gestures and postures are kept in check as to not convey the wrong message. For example, a slouched posture may indicate disinterest in the conversation or discussion; crossed arms may also indicate aggressiveness and hostility towards others involved in the discussion. These actions can cause obstacles when trying to build rapport with a client or other colleagues. 
Other aspects of non-verbal communication are para-linguistic cues. These cues are used alongside verbal communication and a varied use of these cues can often change the meaning behind verbal communication as well how it is interpreted. One of the main cues is speed of speech. An increased speed may indicate nervousness whereas slower speed may indicate confidence and contemplation. For example, a person attending their first interview may speak at an increased speed to quickly get over the questions. Speaking at an increased speed may cause the listener to misinterpret some information due to not being able to hear the information properly. Therefore, it is important to have a steady pace and rhythm when speaking. 
Another para-linguistic cue is the pitch and tone of the speaker. A person’s tone of voice and pitch varies throughout the conversation which may imply seriousness or the emotions the speaker may feel towards the subject at hand. A lower tone of voice will be used to indicate towards the severity of a topic whereas a higher pitch will be used to indicate strong emotions or humor. The last cue is the volume of the speaker. A loud volume is often used if the listener is unable to hear properly or when addressing a large audience. It is also used to express emotions such as anger, for example a manger may have an increased volume when reprimanding an employee which indicates annoyance and irritancy.
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Verbal communication is divided into two parts – written and oral. Written communication is information that is written down before being shared with others through letters, fax, emails or text messages for example a manager may share the week’s Rota or deliver updates through a WhatsApp group. Written communication is crucial to a business’s success as it is required from drawing up contracts for new employees to creating promotional materials such as leaflets and advertisements.  This type of verbal communication has many advantages such as keeping a permanent record of all communications; it is precise and clear; it improves the business’s reputation and it is extremely useful in allocating tasks to employees in an efficient and professional manner.  However, there can also be many disadvantages to written communication such as delayed responses; it is demanding as the message must be received, carefully read and correctly interpreted and then a reply must be composed; it requires a high level of the chosen language as errors can cause the message to be misinterpreted thus negatively impacting on the business (Juneja, 2018).
Oral Communication that which occurs through spoken words between two or more individuals, which can range from a telephone conversation, a group discussion to a staff meeting. Other examples of oral communication include addressing a large audience through a speech or a presentation. It is essential as daily interaction is required at work for progress to happen.  There are many advantages of this type of communication as the feedback is instantaneous which allows for quick decision making; it is quick and effective as it allows for less misinterpretations and any that do occur can be quickly resolved; it is necessary for teamwork to occur. Despite having many benefits, it also has a few disadvantages as it is hard to keep a record of oral communication; it also tends be informal and disorganized at times; not everyone is able to hold a conversation; for oral communication to be successful it is vital that the audience or the individual receiving that information has great listening skills (Juneja, 2018).
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Team work is the method used by two or more individuals working together to accomplish a shared goal. This is a fundamental skill vital to the success of any business which is why it is extremely desirable by employers. They are less likely to hire an individual who is unable to be a team player and my fail their team and the business or company. It is important that all employees cooperate with each other and aim to avoid any conflict as well as being able to handle constructive feedback. Failure from one part of the team can cause delays and setbacks to another. For example, at a Royal Mail sorting warehouse, Mail is first sorted at a primary frame which consists of all destinations in the UK. Workers at the primary frame need to generate work for workers at a secondary frame which consists of destinations within a common area such as southeast England. Once the mail has been sorted at the secondary frame it is then readied for dispatch. These three teams (primary, secondary and dispatch) must work together as one unit and constantly generate work for the other. An obstruction or setback from one team can have negative implications for the other. Therefore, managers must ensure that all team work efficiently as efficient teamwork promotes companionship and provides a sense of accomplishment. Teams also makes use of each team member’s key skills to improve themselves. 
Teamwork has many benefits as it allows a small group to complete difficult and intense tasks that require different perspectives. Each member’s distinct perceptions encourage others to think out of the box whilst promoting creativity. This in turn helps to boost the company’s overall performance. Some negative aspects to teamwork can be that not all members will participate adequately in the discussions and pitching ideas; not all individuals can be team players. To build a successful team it is vital that all individuals involved have varying skills that will benefit other team members; that all try to be team players and try to be as involved in the discussions and decisions. For effective teamwork, all members need to avid listeners, try to build a supportive atmosphere for others as well as motivating each other. 
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In the workplace effective team work and communication are reliant on the other. To achieve effective team work it is first necessary to have great communication skills. The presence of both is necessary to be a successful employee as well as an employer. It is vital that employers have great communication skills as they need to hire the best employees to make their business successful. They also need to consider their employees their team members as well as sharing mutual respect to motivate and encourage them. If the employer can lead by example, then the employees will also become motivated to help make their company successful.
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