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The purpose of this report is to explain, compare, compile as well as understand the effectiveness of communication and teamwork at the workplace, equally to understand the theorist’s points of view why, where, who, when this communication needs to be done to improve the quality and efficiency of a service.
Communication is been defined as a simply act transferring information from one place or person to another, communication involves at least one sender, a message, and a recipient to be effective. Although, communication can be done in different methods such as verbal, non-verbal, and visual.  


[bookmark: _Toc58444353]Effective Communication
Although everyone is aware that communication can cause conflict and confrontation if not effective and to avoid such thing theorists such as Tuckman and Belbin, they argued that communication should be divide into stage, for instance Tuckman (1965) created four stages called forming, storming, norming and performing. Each of the stages has their positive and negative impact when working as a group in organisations.  
Effective communication and teamwork are processes that helps people maintain business in a positive environment as well as permeates throughout all areas of business operations environment of work to be happier and employees can interact with the public and consumers (k. Leonard, 2019).
On the other hand, Tuckman’s theory describes that working with a team of social psychologists, he noticed that were two types of characteristics in groups such as interpersonal, group structure and task activity, from this he identified that group evolves into teams via the four common stages. Firstly, an orientation testing phase led to a period indicated to a degree of conflict such as clash of personalities in general it resolves itself, leading to a more socially cohesive phase and finally the groups settle to a work phase. 

[bookmark: _Toc58444354]Stages of Communication
The stages are forming, storming, norming and performing, for instance forming is the initial stage of team development during the developed together, where everybody is busy finding their place in team as well as sizing each other up and try to understand why there are there.
Storming is the second stage where individual begin to see themselves as part of a team, however at this stage they may face few challenges with each other in terms of allocations in the team as well as how things so be done. Although conflict and confrontation still occur at this stage as this may affect the task performance.
Norming is the stage where people are more united and team members start to come together by developing progress, establishing ground rules, and clarifying who does what by growing sense of “togetherness”.
Performing is the final stage of Tuckman’s where the focus on both tasks increased the performance as well as improving through people working effectively together. However, Tuckman’s theory indicates clearly that it takes time to reach to performing stage and it is normal for these teams to go through ups and downs as they expand relationships, especially in an early period such as the storming phase.
On the other hand, according to Perkins (2008) she credits that the universe is an equal opportunity employer by giving us all the exact same vocation to create our lives.
Additionally, she believes on a staircase ability to use effective communication as primary tool of purposeful action, the workplace communication can be one of the most difficult abilities to master the formula for success, although daily communication experience can affect people relationships, career, and family as well as every aspect of their personal, social, and professional wellbeing!
 Moreover, communication is a primary tool of organisation effectiveness, for instance the interpersonal communication is to set the tone for the rest of the day, the behavioural communication impacts the daily success, the non-verbal steps have assess on how communication works with others using the behaviour that people see and feel, although all this skills in small groups experience and defines the productivity at work by having the ability to comfortably and competently in front of their co-workers.


On the other hand, intercultural communication works comfortably and effectively with others in the organisation with different perspective. The key to create an effective team is the opportunity exploit to their full potential of creating and sustaining effective teams required persistent renewal and discovery of good practice, such as flexible team members, flexible team processes and flexible organizational for this effectiveness to happen.
 For instance, team reflectivity involves regular reviews towards their fulfilment, team members vigilance for external changes could affect the teamwork such as awareness and improving performance, creativity, flexibility, and adaptability, in addition team members valuing different perspectives such as knowledge bases, skills and experience.
Although teams operate in varied organizations settings such as multinational companies, healthcare organizations as well as military, they are often composed of people with quite different culture, backgrounds, ages, role expertise and personalities. Additionally, teams work in different patterns such as part-time, flexitime, and contract working. According to West (2000), Widmer Schippers (2009) they proposed that the extent of team members collectively reflect on team objectives, strategies, processes, and performance for the teams to become more productive, effective, and innovative. 
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According to Belbin(2009) he credits that hierarchical organization has the merit of operating on a simple model where comprehensive to all parties know their place, on the other hand alternative forms of organisation rest on larger bodies of information that can be rapidly processed to offer more refined and more generally acceptable for recommendation ,moreover the problem became one of how best to manage the new range of information and advice, additionally in due course the disadvantages of that communication sharply differentiated the territories in terms of well order organisation threatened to outweigh the advantages.
However, responsibilities become fragmented and the communication barriers has grown, and the bureaucracy resulted in a more difficult and tackled holistic fashion, furthermore vitality of groups depend on interdependence and cooperation between members; communication in team roles has grown in responses to this demand and nature mechanism and implications. In addition, according to (Coombs, 2018; Miller and Heath, 2009) they argued that organizational crisis is unexpected in event of ambiguity and uncertainties to regain control within an organisation. 
Besides organisations sometimes intensify impact of crisis through poor communication between employees end up, resulting in delusion and cynicism from the end (Goodman and Hirsch, 2010; Mazzei and Ravazzani, 2011). Communication behaviours can have a particular impact in internal and external in social networks, although this misinterpretation can cure crisis in the organisations (Heide and Simonsson, 2014; Mazzei and Ravazzani, 2011). Additionally (Strandberg and Vigso, 2016) he also agrees that communication is vital where there is a high level of communications ambiguity and sensemaking.
On the other hand, effective internal communication, reduces the uncertainty and ambiguity between management and employees. (Heide and Simonsson, 2014). Furthermore, studies have been conducted to dominate the protection of organisations in terms of external public images (customers) not internal public (employees)during crisis (Mazzei and Ravazzani, 2015). 
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Advantages and Disadvantages of body language in intercultural communication ((M. Damanhouri) communication development rapid developed globally as people had to communicate between them as well as cultures and linguistic backgrounds, communications varies in different elements of every culture such as beliefs, values, norms, symbols and languages they all are successfully transmitted as verbal and non-verbal .Non- verbal communication is essential a process of face-to face interaction as it constitutes two- thirds of communication (McNeill, 2000). On the other hand (Aghayeva, 2011) credits that communications refer to all intentional and unintentional between parties. In addition, according to (Gulsunler and Fidan, 2011) the enlargement of eyeballs while being interested in something such as touching mouth, nose, expression of insecurity and gesture of unconscious to express discontentment action of threaten someone by fist up.   
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 According to a study conducted in communication challenges communication barriers is considered that influences at workplace on business communication process in general hypothesis personal characteristics, affects the people on that same environment as well as a huge impact in relationship at works with bosses and other colleagues. Although the impact can interfere on the quality and effectiveness of communication establish.
Communication is a process that individuals exchange information between them, through a common system of symbols, signs, or behaviour (Webster, 2011). On the other hand, communication is a two-way two process by giving and receiving information from another person needs such as desires, perceptions, and knowledge. 
However, communication may be intentional or unintentional, may involve conventional or unconventional signs for instance linguistic or non-linguistic form and may occur through spoken as well as other modes (Asha, 1992).
Additionally, many experts such as (LS, 2002) (Meesala, 2007) argued that communication is a key process that motivates all aspects of organization operations. Furthermore, as it says the theory of Chester Barnard where he states that” The structure, extent, and scope of the organisation almost entirely communication techniques (Barnard, (Belbin, 2009) (Coombd, 2009) (Wester, 2011) (-weaver, 1949)1938).
On the other hand, other barriers of communication can be language, disability, deaf, lack of communication, non- verbal, verbal communication with customers, written communication, and safeguarding procedures. How can these communication a benefit for all, by using the pictures for deaf people, writing notes for disable people such as learning difficulty using simple communication such as Shannon- weaver (1949) has used tools to reduce barriers in the communication .When communication is applied verbal, non- verbal or written these methods should be consider speed, volume, pitch, and tone of voice, for instance the sign language in British sign language is macatron for deaf people or braille for blind people, body language method is the eye contact or facial expressions, in case of being in a different culture is good to adapt to avoid any conflicts.
In addition, in class activities we have a look at case study Maria and Pedro which they are husband and wife, Pedro works on a building site, one day Maria called Pedro while he was working. The dialogue starts like ‘hello Pedro when are coming home, see you can get a chicken’ then When Pedro reach home he asked where you are Maria, she replayed, here in the sitting room, when he went to the sitting room she asked where the chicken is, what chicken asked Pedro the one I asked to get on the way home. Oh no, I thought you said I will see in the kitchen. The communication has failed in this occasion due to high level of noise in the building site in this case this is the model of Shannon- Weaver (1949) physical noise was applied. On the other hand, Maria could have prevented this confusion if she used the text message option to communicate her husband more effective or using Berlo’s (1960) where the process of feedback could be applied by asking Pedro to go to a quiet place to receive the correct instructions an asked her which kind or which shop, he should buy it from.
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Effective communication in the workplace it helps individuals to increase growth, productivity, and long-term sustainability of the organization, although communication has a vital role in the organization where employees give the importance of learning this skill to invest time and effort in organization assets, as well as contributes to provide a great customer services experience which in turn increase the efficiency in their work.
[bookmark: _Toc58444359]Communication Theories 
I have learnt some of the communication theories in activity classes such as the Shannon- weaver mathematical (1949) he credits that communication should have the following procedure, such as:
Information is the source -Transmitter is the encoder signal – channel is the noise(source) – receiver received the signal -destination is the decoder. On the other hand, Alexander Graham Bell in the telephone where his linear system was:
Information -sender-transmitter- message- encoder- channel- noise- decoder- message- receiver- feedback.
Moreover Schram’s (1954) model of communication believes that the combination of encoder- interpret-decoder links to the message and the link of the decoder- interpret- encoder- message feedback.
Berlo’s (1960) model of communication were distributed in the different procedure such as source- communication skills- knowledge- attitudes – culture as well as the link of encoder-sender-decoder-receiver-channel-media (sending the message)- noise- physical noises. 
Nonetheless, some of these theories has a feedback and some did not such as Shannon- weaver (1948-1949) mathematical model there was no feedback as well as Berlo’s (1960). On the other hand, Schram’s (1954) had feedback implemented to found out if the receiver, receive and understand the message. 
Furthermore, communication can be practice in many ways such as non- verbal, body language, sign languages, written by emails, letters, text messages, facial eye contact, reports, essays, and memos. In written communication for instance exists two types formal and informal, the formal type can be Academic, unknow or senior people, and the informal is family or friends people close to us. 
[bookmark: _Toc58444360]Conclusion
In conclusion of the report, I have learnt that communication is a way of communication that people needs for essential matters such as communicate with other such as verbal, non- verbal, written to make communication effectively. On the hand communication have different theorists where they argued different aspects of communication such as theorists like Shannon- Weaver (1949) where in his mathematical theory says that communication with no feedback, on the other hand Berlo’s (1960) he credits that feedback is essential to avoid any frustration and misunderstood. Nonetheless the report is divided in different sectors such as information, effective communication, stages communication, communication in the organisation, advantages and disadvantages in communication, barriers in communication within organisation, importance of effective communication at workplace and communication theories. 
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