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Effective communication and teamwork are crucial in all the areas of business operations such as health and management, social services, etc. It begins with leadership that sets appropriate standards and methods. Open communication along with sufficient allocation of task assist to bring successful teamwork and deliver quality work.
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Communication is defined as the process of transmitting and receiving information that includes exchanging facts, opinions, ideas or emotions to people by a common behaviour or system. Communication in an organisation aims to ensure commercial benefits. Communication assists the leaders, managers and employees of the company to perform and coordinate several functions including leading, organising, planning, financing and more (Radovic Markovic and Salamzadeh, 2018).





Slide 5




Theories relating to models of communication
Communication models are known as a systematic representation of the methods which assists the employees and leaders to understand how communication within the workplace can be done. It further helps to explain the human communication process (Radovic Markovic and Salamzadeh, 2018).

Transitional Model

Transitional is one of the most popular forms of the communication model. In this model, the senders send the message while the receiver tends to receive the message and are known as communicators. The receiver and sender play a significant and important role in communication. This model is adopted by several organisations and relates to communication with cultural up-bringing and social reality. This model enables both the sender and receiver to communicate with one another. The communication is followed by hand gestures and body language (Elleström, 2018).
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David Berlo proposed this theory of communication in 1960. It is also considered as SMCR model due to its four key elements which include a message, source, receiver and channel (Najafi et al., 2018).

Source: The source is known as the sender that aims to deliver the message to the receiver.

Receiver:  The receiver intents to collect the information which is transmitted by the source.

The aspects which affect the information between sender and receiver includes communication skills which define how effectively the sender has sent the message to the receiver, attitude, knowledge which indicates that the receiver must know and understand what the sender is trying to say and culture and social systems which relate to values, beliefs and language that can assist or hinder the delivery of the communication.
Message: The information that is sent from sender to receiver.it may be in the form of information, text, video or more. It also includes body language and the effectiveness of the information.

Channel: It is the means of sending the information. The most common forms of the channel include mobile phones and letters (Najafi et al., 2018).

Organisations utilise this model in order to ensure effective interaction among employees, team leaders and employees and leaders and managers. The leaders assign the task to the employees by sending the work by mail and coordinating with the employees. Here the effective teamwork and communication help the employees to work effectively to meet the organisational goals.
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This model was proposed by Frank Dance which describes that the process of communication is based on the structure of the helix. In the case of the helix, the bottom of the loop is very small and it increases gradually. The process of communication begins very slowly in small circles. The communicators first interact with each other and try to develop a strong bond by taking the communication to another step. Organisations and businesses utilise this model to ensure proper and effective interaction within the workplace so that employees can develop a strong bond with leaders and vice versa to enhance productivity and allow the employees to finish their work on time (Novosáková et al., 2018).
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Communication channels are the means by which individuals in the workplace interact and communicate with each other.  Implementing the proper and right amount of communication channel in a company is significant to keeping the workforce productive, aligned and engaged with the goals and objectives of the organisation. The communication channels used at the organisations also have a direct influence on the employees' experience they deliver, the capability of employees to enhance their productivity through communication and leadership and employee engagement (Takagi et al., 2020).
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Depending upon the people and medium of interaction, the communication channel is further classified into the following categories that include formal, unofficial and informal.

Formal communication- It includes the exchange of information like policies, objectives and goals of a company. Here the managers are required to communicate with each other along with the board members to discuss the strategies both verbally and in the written form in the conference or business meetings. The common examples of formal communication in the organisation include strategy, business plans, agreements, annual reports, board presentation etc.

Informal communication channel- it is utilised to provide an official message in business in an informal manner. Some of the most common examples of informal communication include break conversation with peers, conversation at the work by addressing several challenges, and continuous collaboration among team members either through mobile phones or face to face (Takagi et al., 2020).

Unofficial Communication channel- Apart from the official communication channel, there are unofficial channels of communication which is found to be most common in the workplace. It includes the interaction among the employees outside the office environment in the areas which are not related to the work.
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In addition to formality, communication channels can be further classified by means. It includes the tool and the mode of the medium used by the individuals to communicate with each other.  The other channels of communication are defined below.

Digital communication channels- These are known as the electronic means of communication which comprises several online tools which enable individuals to stay connected with each other on a regular basis.  It helps them to keep updated about any sort of news or information.  Today, digital channels are known as one of the most popular accessed channels in the organisation. It includes communication through the internet, email, intranets and employee collaboration software (Ivasyshyna and Pylchenko, 2019).

Face to face communication- Although people are more into the use of electronic platforms for interaction, face to face communication is still considered to be important and essential in the workplace and holds significant value as compared to the other forms of communication. For example, in the organisation, the face to face interaction is done among employees, leaders and employees and managers and board of directors to share essential information related to work or business strategies and maintain effective coordination among the different departments (Ivasyshyna and Pylchenko, 2019).

Written communication- The other form of communication includes written communication where interaction between the individuals is done in the form of a letter, notes, manuals, notices etc. The organisation uses this form of communication for developing significant policies, code of conduct and strategies and forwarding them to the employees. The company also prepares newsletters or leaflets to ensure effective communication with the customers in order to engage them towards the products or services.

Mobile communication- In this type of communication, the individuals communicate with each other through text or phone calls. It is generally considered an informal way of communication and avoided in organisations.

Broadcast- it aims to cover a broad range of distinct communication methods that comprises radio, television, blogs, advertising, digital journalism, online streaming, websites and more. It intends to offer valuable information to a large audience in the form of public service announcements, interviews, daily news etc. The organisation utilise this channel of communication in the form of advertising on platforms such as print media, social media platforms and more to attract customers from different areas and regions (Ivasyshyna and Pylchenko, 2019).
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The presentation further concluded that the main purpose behind effective communication is to enhance the organisational practices, avoid silos, reducing the possibilities of errors and keeps the employees informed about the organisational strategies, objectives and targets and work. The organisations use Berlo, helical and transitional models to interact within the workplace followed by the key channels such as digital, written broadcast and face to face communication.
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	Teamwork Evaluation ​
	Team responses. ​

	Who was in your team? ​
	​Cherelle Sutherland
Kristisha Downer Thomas

	What were the key strengths of your team? ​
​
	​Communication 

	What were the challenges that you  over came as a team?​
​
	​‘personal problems’ 

	What would you do differently if you worked as a team again?​
​
	​Nothing really, everything was fine.

	How would you rate your team working? Out of 10? ​
	 ​9/10
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Communication is defined as the process of transmitting and receiving information that includes exchanging facts, opinions, ideas or emotions to people by a common behaviour or system. Communication in an organisation aims to ensure commercial benefits. Communication assists the leaders, managers and employees of the company to perform and coordinate several functions including leading, organising, planning, financing and more (Radovic Markovic and Salamzadeh, 2018).



4



image2.png









Business Communication

e
W





image5.emf
Theories Relating to Models of 

Communication 

 


Microsoft_PowerPoint_Slide4.sldx
Theories Relating to Models of Communication
















Theories relating to models of communication

Communication models are known as a systematic representation of the methods which assists the employees and leaders to understand how communication within the workplace can be done. It further helps to explain the human communication process (Radovic Markovic and Salamzadeh, 2018).



Transitional Model



Transitional is one of the most popular forms of the communication model. In this model, the senders send the message while the receiver tends to receive the message and are known as communicators. The receiver and sender play a significant and important role in communication. This model is adopted by several organisations and relates to communication with cultural up-bringing and social reality. This model enables both the sender and receiver to communicate with one another. The communication is followed by hand gestures and body language (Elleström, 2018).
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David Berlo proposed this theory of communication in 1960. It is also considered as SMCR model due to its four key elements which include a message, source, receiver and channel (Najafi et al., 2018).



Source: The source is known as the sender that aims to deliver the message to the receiver. 



Receiver:  The receiver intents to collect the information which is transmitted by the source. 



The aspects which affect the information between sender and receiver includes communication skills which define how effectively the sender has sent the message to the receiver, attitude, knowledge which indicates that the receiver must know and understand what the sender is trying to say and culture and social systems which relate to values, beliefs and language that can assist or hinder the delivery of the communication. 

Message: The information that is sent from sender to receiver.it may be in the form of information, text, video or more. It also includes body language and the effectiveness of the information. 

 

Channel: It is the means of sending the information. The most common forms of the channel include mobile phones and letters (Najafi et al., 2018).

 

Organisations utilise this model in order to ensure effective interaction among employees, team leaders and employees and leaders and managers. The leaders assign the task to the employees by sending the work by mail and coordinating with the employees. Here the effective teamwork and communication help the employees to work effectively to meet the organisational goals.  
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This model was proposed by Frank Dance which describes that the process of communication is based on the structure of the helix. In the case of the helix, the bottom of the loop is very small and it increases gradually. The process of communication begins very slowly in small circles. The communicators first interact with each other and try to develop a strong bond by taking the communication to another step. Organisations and businesses utilise this model to ensure proper and effective interaction within the workplace so that employees can develop a strong bond with leaders and vice versa to enhance productivity and allow the employees to finish their work on time (Novosáková et al., 2018).
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Communication channels are the means by which individuals in the workplace interact and communicate with each other.  Implementing the proper and right amount of communication channel in a company is significant to keeping the workforce productive, aligned and engaged with the goals and objectives of the organisation. The communication channels used at the organisations also have a direct influence on the employees' experience they deliver, the capability of employees to enhance their productivity through communication and leadership and employee engagement (Takagi et al., 2020).
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Depending upon the people and medium of interaction, the communication channel is further classified into the following categories that include formal, unofficial and informal. 

 

Formal communication- It includes the exchange of information like policies, objectives and goals of a company. Here the managers are required to communicate with each other along with the board members to discuss the strategies both verbally and in the written form in the conference or business meetings. The common examples of formal communication in the organisation include strategy, business plans, agreements, annual reports, board presentation etc. 



Informal communication channel- it is utilised to provide an official message in business in an informal manner. Some of the most common examples of informal communication include break conversation with peers, conversation at the work by addressing several challenges, and continuous collaboration among team members either through mobile phones or face to face (Takagi et al., 2020).



Unofficial Communication channel- Apart from the official communication channel, there are unofficial channels of communication which is found to be most common in the workplace. It includes the interaction among the employees outside the office environment in the areas which are not related to the work. 
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In addition to formality, communication channels can be further classified by means. It includes the tool and the mode of the medium used by the individuals to communicate with each other.  The other channels of communication are defined below.



 Digital communication channels- These are known as the electronic means of communication which comprises several online tools which enable individuals to stay connected with each other on a regular basis.  It helps them to keep updated about any sort of news or information.  Today, digital channels are known as one of the most popular accessed channels in the organisation. It includes communication through the internet, email, intranets and employee collaboration software (Ivasyshyna and Pylchenko, 2019).



Face to face communication- Although people are more into the use of electronic platforms for interaction, face to face communication is still considered to be important and essential in the workplace and holds significant value as compared to the other forms of communication. For example, in the organisation, the face to face interaction is done among employees, leaders and employees and managers and board of directors to share essential information related to work or business strategies and maintain effective coordination among the different departments (Ivasyshyna and Pylchenko, 2019).



Written communication- The other form of communication includes written communication where interaction between the individuals is done in the form of a letter, notes, manuals, notices etc. The organisation uses this form of communication for developing significant policies, code of conduct and strategies and forwarding them to the employees. The company also prepares newsletters or leaflets to ensure effective communication with the customers in order to engage them towards the products or services.



Mobile communication- In this type of communication, the individuals communicate with each other through text or phone calls. It is generally considered an informal way of communication and avoided in organisations.



Broadcast- it aims to cover a broad range of distinct communication methods that comprises radio, television, blogs, advertising, digital journalism, online streaming, websites and more. It intends to offer valuable information to a large audience in the form of public service announcements, interviews, daily news etc. The organisation utilise this channel of communication in the form of advertising on platforms such as print media, social media platforms and more to attract customers from different areas and regions (Ivasyshyna and Pylchenko, 2019).
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From this presentation, it has been concluded that teamwork together with communication assists the management and employees to effectively interact with each other in order to meet the organisational objectives and goals and get aligned with the business values. The presentation discussed the core models of communication along with the channels of communication used in the organisation. 















The presentation further concluded that the main purpose behind effective communication is to enhance the organisational practices, avoid silos, reducing the possibilities of errors and keeps the employees informed about the organisational strategies, objectives and targets and work. The organisations use Berlo, helical and transitional models to interact within the workplace followed by the key channels such as digital, written broadcast and face to face communication. 
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Introduction 

 

Communication and teamwork aims to serve as the foundation for 

every facet of the business. Teamwork and communication together 

assist the organisation to develop and maintain a positive work 

environment. It is crucial for businesses to adopt the best practices of 

teamwork in order to ensure seamless operation and working 

environment (Holmes, 2018). This presentation describes the 

importance of teamwork and communication in the organisation 

followed by different models and channels of communication.  
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Effective communication and teamwork are crucial in all the areas of business operations such as health and management, social services, etc. It begins with leadership that sets appropriate standards and methods. Open communication along with sufficient allocation of task assist to bring successful teamwork and deliver quality work. 
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