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[bookmark: _Toc59101979]Introduction 
Effective teamwork and communication are one of the key essential components within a firm in order to ensure overall success. The current portfolio is associated with focusing on a wide range of communication skills. In terms of in-class activity, several aspects of emails are going to be discussed in this essay. In addition to that, a large range of theoretical frameworks is applied in the essay to ensure the in-depth analysis of group dynamics, teamwork, as well as, communication. Apart from that, strategies for effective team-working are one of the major discussing areas in the essay. 
[bookmark: _Toc59101980]Discussion on effective teamwork and communication 
Range and basic aspects of communication skills 
Communication skills help individuals to maintain an effective interaction in both personal and professional life. In the views of Khan et al. (2017), it can be stated that communication skills are indicative towards the ability to share or conveying feelings and ideas effectively. According to Karnieli-Miller (2020), the key communication skills include listening, straight-forward talking, non-verbal communication, emotion control, and stress management. On the contrary, as influenced by Griffin (2017), the main skills of communication cover cohesion and clarity, confidence, friendliness, respect, empathy, tone of voice, open-mindedness, and asking good questions. Compared to personal life, the effects of communication skills are more impactful in professional life. At the workplace, individuals need to maintain more developed and improved communication skills so that a healthy bonding can be established among employees. 
As stated by Khan et al. (2017), managerial positions are required to have a strong grip on communication skills for keeping subordinates follow their instructions and guidelines. However, as opined by Karnieli-Miller (2020), good communication skills are one of the key employee competencies and not only managers but also employees have to develop communication skills. In case of workplace communication, along with verbal communication, non-verbal communication is equivalently important. According to Griffin (2017), non-verbal communication can be about written communication, facial expression or body language. On that note, it is to bring in highlights that emails are one of the examples of written communication that takes place by the means of the usage of a computer system or mobile phone and internet connectivity. 
Emails - A communication medium  
Emails come in the category of non-verbal or written communication and it is used at workplaces. This is one of the in-class activities related to communication skills. Through the use of emails, not only academic sessions but also workplace activities are executed by maintaining smooth interaction. As per the opinions of Chang et al. (2019), it can be mentioned that emails help to conduct electronic communication in both groups and individually. In more precise words, it can be said that along with individuals, teams or groups are associated with using this communication medium to share updated information. From an organizational context, it can be exemplified that in the team of HR, the HR manager can update HR executives on the latest information by sending emails. 
On the other hand, from an academic context, it is to exemplify that in a team of students, who are involved in preparing a group assignment, can share updated information on progress through emails (Al-Rahmi et al. 2020). It is also considered as one of the mediums of digital communication. As influenced by Lapidoth (2017), emails are used as a digital marketing medium to target potential customers in a small number. For instance, to sell a new premium product to the limited number of potential customers directly, the marketing manager can effectively send them emails that include entire product specification along with price tags. Moreover, emails play an important role in sustaining workplace communication (Chang et al. 2019).   
Workplace communication 
In order to make an in-depth discussion on professional communication, my workplace is considered, significantly. According to workplace communication, employees and managers are associated with using both traditional and digital communication techniques. Based on the views of Hall (2016), it can be stated that the traditional communication technique includes an individual interview and face-to-face team meetings. On another hand, as opined by Alyammahi et al. (2020), the digital communication techniques cover social media platforms and emails. At my workplace, all of these mentioned communication techniques are utilised for sharing updated information among employees, employees and managers, as well as, business and customers. By the means of the individual interview, operational managers understand individual employees and their needs. Through the usage of face-to-face meetings, operational teams share perceptions on how to meet business goals more efficiently (Bonaccio et al. 2016). 
Emails help the sales and marketing managers to target the segment of most loyal customers with new premium products and services. On the other hand, social media platforms, such as, Facebook, Instagram, and Twitter, are used to ensure uninterrupted and 24/7 communication with the customers (Hall, 2016). Hence, by reviewing my friend’s workplace communication, it can be identified that to build employee or employee-manager communication, face-to-face interaction is utilized. Precisely, it can be specified that digital communication is the less focusing area within the organization to maintain interaction between employees and operational leaders. However, according to Alyammahi et al. (2020), usage of digital communication in this technological era is vital for employee-manager communication as it helps developing group dynamics or teamwork.   
Theory related to group dynamics 
Tuckman’s Team Development Model: In accordance to this theoretical concept, a team or group is developed by the means of the five key stages. As stated by Black et al. (2019), the stages cover forming, storming, norming, performing, and adjourning in a consecutive manner (Refer to Appendix 1). By utilizing this framework of team development, organizations can help operational teams to perform better. The stages are discussed based on workplace teams or organizational operational groups. 
Forming, in this stage, team members introduce themselves in a pleasant and polite manner. The members get excited to start something new (Largent, 2016). Storming, in the stage, team members understand the reality of completing the tasks within deadlines. However, the key observing area in this stage is that the personalities of team members may clash. Norming, according to this particular stage, the team members start noticing and appreciating the strengths of each other’s. Moreover, members contribute to team objectives by working as a unit (van Geffen, 2020). Performing, this is the stage, in which, members are motivated, confident, and familiar enough with project tasks and team goals. This is the reason, for which, they can operate without any supervision. Adjourning, after the completion of the project, the team is dismantled. This is a stage, where the team members feel low as their experience of executing a project is over (Black et al. 2019). 
Theory related to teamwork 
Belbin’s Team Roles Theory: On the basis of this theoretical concept, it can be said that team role acts as the tendency to contribute, behave, and interrelate with others by following a specific way. According to Omar et al. (2016), there is a total of nine roles in a team and they are segregated into three key categories, which include action-oriented, people-oriented, and thought-oriented roles (Refer to Appendix 2). In the category of action-oriented, the roles are shaper, implementer, and completer finisher (Ruch et al. 2018). Shaper, the managers challenge a team to improve. Implementer, they are involved in putting ideas into action, also. Completer Finisher, the operational leaders are responsible for ensuring thorough and timely completion of tasks. 
In case of the category of people-oriented, the roles are coordinator, team-worker, and resource investigator (Nair, 2020). Coordinator, a manager or leader can act as a chairperson of the team. Team-Worker, the managers are liable to encourage cooperation. Resource Investigator, such managers focus on exploring outside opportunities. On another hand, in turn of the category of thought-oriented, the roles are plant, monitor-evaluator, and specialist (Omar et al. 2016). The roles are discussed from the context of workplace teams or organizational operational groups. Plant, both a manager and an employee can present new ideas and approaches. Monitor-Evaluator, this kind of managers analyses the available options. Specialist, such operational leaders are responsible for providing specialized skills. 
Theory related to communication 
Shannon-Weaver Model of Communication: According to this theoretical concept, human communication is segregated into six key elements. In the views of Wang and Li (2017), it can be said that these six elements include sender, encoder, channel, noise, decoder, and, receiver (Refer to Appendix 3). The model is considered as a framework of linear communication model to analyses the ways, in which, messages are sent and received (Gillespie and Schiffman, 2018). The elements are discussed based on one of the most popular communication techniques, emails. 
Sender, a sender is also known as an information source because they start the main process of communication by sending information or sets of data (Talukdar, 2017). In case of emails, it can be exemplified that a marketing manager could be a sender due to forwarding marketing advertisement to the potential customers. Encoder, the encoder or transmitter refers to the machine that converts an idea into signals so that the information can be sent to someone. In emails, marketing advertisement can be encoded by a network into data packets. Channel, the channel or medium is the way, by which, information is encoded to send someone (Wang and Li, 2017). In emails, internet connectivity acts as the medium. 
Noise, it interrupts a message to be sent to someone and in case of sending emails, such issues occur in the internet connectivity (Gillespie and Schiffman, 2018). Decoder, as this is an exact opposite of encoder, the encoded messages are again turned into messages from data packets through the network in emailing. Receiver, the receiver is also called destination as someone receives the message, finally (Talukdar, 2017). In case of emails, the marketing message is received by the customers and thus they are receivers. 
Strategies for effective team-working 
Effective team-working is crucial for sustaining smooth communication within organisations. In order to ensure team-work, there is a significant requirement of building entrustment and respect among team members. It will support employees to give their best to reach team goals. Besides, it is important to encourage socialization so that the employees feel free at the workplace. According to Doulougeri and Montgomery (2019), open communication is the key to ensure effective teamwork and this is possible due to the promotion of brain-storming in operational teams. 
The roles and responsibilities of individual employees are to be outlined clearly to make them realize their value in teamwork. The team process needs to be organized to allow employees to avoid multi-tasking. A quality performance is required to be recognized for the continuation of good work within operational teams of a firm. Conflicting situations are to be managed efficiently and quickly for avoiding their impacts on team objectives (Cattermole, 2018). Each team member is to be allowed to undertake active part in group decision-making process, significantly. 
Suggestion for further improvement of workplace communication  
In order to improve communication at My workplace, there is a significant requirement of giving paramount importance to digital communication among employees and managers. On that note, it can be exemplified that within the organization, two of the most popular communication software systems, Zoho and Bitrix24, can be implemented. By the means of the usage of these two organisational communication technologies, the company will be more effective to ensure smooth and uninterrupted communication in the operational teams. As a whole, workplace communication will be improved.  
[bookmark: _Toc59101981]Conclusion 
Based on the overall discussion on effective teamwork and communication, it can be concluded that effective communication can lead to effective teamwork within organizations. In the current portfolio, the significance of communication skills is discussed elaborately. As a major technique of communication, the importance and usage of emails are highlighted, throughout. Various aspects related to workplace communication have been one of the vital areas to discuss the techniques of communication in an in-depth way. In terms of the theoretical analysis, Tuckman’s Team Development Model (group dynamics), Tuckman’s Team Development Model (teamwork), and, Shannon-Weaver Model (communication) have been applied. 
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Figure 1: Tuckman’s Team Development Model
(Source: Largent, 2016)
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Figure 2: Belbin’s Team Roles Theory
(Source: Nair, 2020)
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Figure 3: Shannon-Weaver Model of Communication
(Source: Talukdar, 2017)
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