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[bookmark: _Toc39485538]Introduction
In workplace, it is always an environment of collaborative working. Therefore, in order to grow in professional environment proper and effective teamwork is necessary. Moreover, for effective team activities, communication holds a key point. Communication helps in offering better credibility in terms of coordination among the teammates ensuring better efficacy. In this study, the discussion will lead to the demonstration of a detailed understanding of skill related to communication associated with teamwork within workplace, taking COOK Trading Ltd. as reference. Further discussion will discuss the effectiveness of teamwork in workplace. In the final section of the study, a range of suggestions will be provided for improvement of communication.
COOK Trading Ltd is one among the known names in restaurant industry in UK, was come to existence in 1997. In UK, the concerned organisation is well known for their delicious and quality foods with excellent service quality. COOK Trading Ltd has their head office in Sittingbourne in UK (cookfood.net, 2020). 


[bookmark: _Toc39485539]Demonstrate an understanding of communication skills
Communication can be defined the sharing of information or thoughts and ideas using the medium such as writing, speaking or sharing of gestures. Based on the definition provides, it can be assessed that communication is of majorly two kinds such as verbal communication and non-verbal communication. As the name suggests the term, verbal communication can be defined as the mode of communication where the people share words and use auditory languages to exchange information among each other. This includes sounds, words and so on. The tone, pitch of the voice and the words determines the quality and eagerness of a communication through verbal method (Garcia, 2019). Therefore, the features of verbal communication include the clarity of language and selection of words. Additionally, the language using which the conversation is going on is much important. On the other hand, as commented by Hubbard and Burgoon (2019), nonverbal communication can be characterised as a mode of communication where the use of words does not get that much of importance.
In turn, this kind of communication is heavily relied on the body language, gesture, hand-eye coordination, position of hand, facial expression and so on. Along with that position of eyes are also important factor in the process of non-verbal communication. Therefore, in such kind of communication, it is always required to have a close look of the body language that reveals a lot of person. Therefore, in order to summarise the basic difference between verbal and nonverbal communication it can be mentioned that verbal communication is what is spoken on the other hand, nonverbal communication is about what is not spoken but expressed. Additionally, written communication is another form of communication, where no such exchange of words or language takes place; also there is no the scope of sharing body language.
In this communication process the written message are conveyed to the target person. Therefore In case of any situation such as school, colleges or workplace right selection of words and appropriate posture is always important. In professional context, these range of communication techniques are widely important as together allows better assessment of an individual in every stages irrespective of their selection procedures or during the tenure of working as a professional. During the time of job interview these communication reveals a lot of an individual, which helps the concerned selection board reach to the final decision of human sourcing.
[bookmark: _Toc39485540]Briefly analyse communication in workplace
Communication plays a major role in every organisation, as Cook Trading is not an exception to this rule. The free flow of smooth communication results in the mitigating the issues as well as eradication of the false (McNair, 2017). Moreover, it introduces in effective team building and escalation of praiseworthy work. Furthermore, for effective communication the encoding and decoding of messages plays a vital role. The clear transformation of the message from the sender to the receiver helps in transfer of the thoughts and ideas. This results in creation of healthy and fruitful work culture in Cook Trading Company.
The Shannon and Weaver model of communication can help in escalation of the information from the encoder to the decoder via channel or any medium (Kubota, 2019). The major drawback of the application of this theory is the introduction of the noise. This is an external or barrier to the communication in the workplace.
Communications are of two types- verbal and nonverbal. Verbal communication is the oral interaction among the workers in Cook Trading organisation. The free flow of the thoughts and ideas in oral format helps in articulation in easy manner. Moreover, these facts help in the transformation of clear innovation ideas that takes the shape of lucrative shape to attract the customers. Non-verbal communication can be defined as the transform of thought into understandable form by the non-verbal means of action. In this scenario, both the sender and the receiver indulge in the gestures, narration via means of body language along with the written format. In context to Cook Trading Company, the senior body connect to the lower managerial section in non-verbal format via written adaptation (Rueschet al., 2017).  The prime drawback of this mode of communication is time consuming along with the proper understanding of message.
In case of effective communication, the assertiveness, attentive nature and clear hearing plays supreme role in the Cook Trading firm. These above mentioned three attributes results in execution of enhanced customer service. Moreover, the judicious application of these traits leads to increment in the customers, escalation of the finance in the firm along with development of the organisation in global format. The active nature of the workers introduces an assertive teamwork and the clear listening nature pushes the staffs in the accomplishment of the mission of the firm.
In context to Cook Trading Company, The body language and the postures helps the senior managerial body and the leaders of the esteemed company to articulate the problems and the level of comfort of the workers in the firm(Chan et al., 2018).Posturing is the psychological aspect related to communication, which deals in the conveying of the message through the body language, movement, distances and behavioural aspect. In case of Cook Trading organisation, the workers show the required body posture in an interpersonal conversation. Moreover, this provides the clear idea about the status of the staff related to the teamwork and colleagues dynamic and culture in the firm.
Centralization and De-centralization are the prime two aspect of the communication in any private firm and Cook Trading cannot abide from these sections of communication. Centralization is related to business that defines as the gathering of the stakeholders of the firm in a single place. This results in transformation of the news to the stakeholders of the above-mentioned company. On other hand, De-centralization stands opposite to centralize communication, which results in transformation of the news in an interpersonal format (Dardanelliet al., 2019).  In this particular scenario, the Berlos Model communication addresses similarity and proactive nature. These five segments of this communication model results in the active transformation of the message from the sender to the receiver (Turaga, 2016). This contains the body communication skill, medium of transfer of message along with the presence of receiver.  
Virtual communication is an external factor of communication in Cook Trading Company. This particular mode of communication advocates on the problem-solving nature, self-motivation along with sharing of the knowledge among the workers in the team (Hill et al., 2018). Furthermore, this results in the escalation of the growth level of the workers of Cook Trading organisation.  In context to motivation, leaders are the prime body in terms of motivating the workers. The verbal communication and clear encoding as well as decoding of the message aids in escalation of praiseworthy service to the clients of the Cook Trading Company. In addition, this provides the clear picture of the target of the firms that the staffs need to accomplish. 
Communication in selection 
The employees are the pillar of the company who are responsible for earning of the profit and the generation of the revenue of the firm. The HR of Cook Trading Organisation selects the candidates and provides the required training to make them fit for the firm. In context to communication, the candidate’s first impression creates a huge impact on the interviewer. The mode of nonverbal communication like the body postures and body languages acts both as positive and negative ways in the eyes of the interviewers. The Schramms model of communication is these scenarios deem fit with the entire process. As per the context, the model discusses about the encoder message and the decoder (Lim, 2017). The interviewee and the interviewer establish the relationship with each other on the mode of communication and the exchange of information with each other. 
Speaking of the selection process in the interview the following procedure is maintain for the selection of the candidates.
1) Group Discussion- In this process an open topic is given where the candidates keep their point of view related to the topic.
2) Written Examination- In written examination, the interviewer answers the set of question provided by the interviewee and the selection occurs based on that test.
3) Personal Interview- This is the last around of the recruitment process where the employer and employee communicate on a personal level and the final selection happens.
Written exam


Group Discussion


Personal Interview


This above-mentioned process is the easiest and the quickest way for the selection of the employees in an organisation. This helps the interviewer to get a clear picture of the interviewee. Furthermore, this helps in escalation of the desired candidates along with the strength and weakness of the staff. Moreover, the direct and group communication along with the body language aids the owner to understand the characteristics of the individual in terms of leadership quality and many more attributes. 
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As discussed in the above section, communication is the primary key to any task irrespective of any concerned area such as work, school, and home. In order to have effective communication leading to the shedding effectiveness over team working a range of techniques can be followed. The below mentions are some of the suggestion that might be followed for the improvement of communication and teamwork,
Active listening
The term “active listening” can be defined as an activity during communication that is related to the listening activity with providing better attention and appropriate responses (‌Jonsdottir and Fridriksdottir, 2019). This is a kind of activity, which can be developed and acquired through practice and training. In the concerned organisation, in order enhance the effectiveness of communication in order to improve teamwork, active listening would be highly helpful.
Be specific
In communication the compact and specific the message is, the better it is for the audience to capture the entire information (Apodaca, 2020). Therefore, in communication the sender of a message must keep the message short compact and simple, rather providing huge introduction, which is rather irrelevant. This would save time and enhance the effectiveness of working as a team.
Use of common medium for message
While undergoing communication, it is recommended always that the individuals into communication opt for same mode of communication. This ensures speed of the communication resulting enhancement of the effectiveness of the entire communication. Use of same mode of communication reduces the additional complexities in the process improving the effective information sharing empowering teamwork in the concerned workplace.
More use of open-ended question
Another effective key factor of any communication is the both way communication, this ensures better information sharing and increasing the effectiveness of working as team. In this context, use of open-ended questions help in resolving the same. An open-ended question allows the listeners to share their point view in a better and perspective way so that the communication can be doneinboth ways (nngroup.com, 2016). In case of the concerned organisation as an assistant manager, use of open-ended question would be highly interactive in communication process.

[bookmark: _Toc39485542]Conclusion
It has been witnessed from the study that communication holds a key part within an organisation in offering effective working environment for the employees. The study has discussed about the ranges of communication techniques that helps in various aspects of team management or employee selection and other aspects. Verbal and non-verbal communications are the two major type of communication method. Further progression of the study has discussed various aspects of communication at workplace using relevant theory models, which is analysed every fundamental in detailed and precise manner. In the later part of the study, a range of suggestions has been provided that would be helpful in offering areas of improvement in communication at workplace for the enhancement of teamwork.
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