Effective Team Working and Communication Skills 
Introduction 
Communication is the mutual exchange of understanding, verbally or written. It plays an essential role in business management since it is actively used within an organization. In this task I will discuss how communication is a vital part of business, what effective communication is, the models and theories of communication and the importance of it.  Effective communication can be used in an organization through how employees and management interact with one another to reach goals and targets for the company.  
Importance of communication in management  
Communication in management is important because good communication in an organization can result in an increase in morale and efficiency within teams and a better relationship between individuals in the business. Under the circumstances of bad communication, synergy and efficiency are negatively impacted and consequently a business will function slower at a slower pace and to a lower standard. In comparison, good communication will result in the opposite, meaning better teamwork and morale in a business, reaching targets faster due to a reduced amount of miscommunication and errors. There are many essential elements for successful business communication –  
Structure: 
The structure of the way you communicate is a vital part of how well your point is understood by people you are communicating to. There is a structural rule, and it is relevant to all ways of communication. This rule is that every good communication should have three parts to it, which is an opening, a body and a close. It can apply even when talking to a number of people, national or global, or to a single individual, the rule will still remain relevant.
Clarity: 
Clarity is about how easily understood the message you are communicating is to the audience. To make the way you communicate clear, you need to talk about the main subject and not get side-tracked about little details which are irrelevant. For instance, if you are talking about a product, do not begin to talk about other products, stick to the one product until you are done with it.
Consistency: 
Consistency within communication is a key part of trust between a person and audience. In order for any type of audience to believe you, there needs to be consistency in the story you are telling and the point you are trying to get across. Do not contradict yourself when talking about something, otherwise it breaches consistency in your communication.
Medium: 
A Medium is a tool you can use to improve the way you communicate your message to your audience.You could create a PowerPoint to make it easier for the audience you are speaking to, to comprehend the information. To decide the right type of medium you should use, you should factor in which type of medium communicates your message with the most accuracy, to a level your audience can understand, with the lowest time cost and actual cost. 
Relevancy: 
To keep your audience interested in the message you are trying to get across, keep it simple and do not stray from the main subject, this is what relevancy is about. In reality, your audience will not stay focused on your message if you are talking pages on pages about a single thing. By keeping it simple, you are able to grab their attention. You can keep it simple by summarizing important points and using a medium to help with more complex points. 
Primacy/recency: 
Primacy and recency both relate to each other and help when in used in communication. Primacy is remembering the first few points made when communicating and recency is remembering the most recent points made when communication. Individuals may have primacy or recency as a dominant part in the way they remember things so keeping a strong introduction and a conclusion increases chances of your audience remembering what you are communicating as it covers both primacy and recency. 



Psychological Rule of 7 plus/minus 2: 
This rule refers to how the human brain retains information in clusters and on average will only absorb seven distinctive points made during communication between people. This 7 main point system is an average and if you want to communicate a message to become memorable, the optimal amount of important points made within that message needs to be between 5-9 points (2 above 7 or 2 below 7) for the human brain to retain the information. 
















‘Essential elements for successful business communication.’ (Online) available from:
https://www.businessknowhow.com/growth/bizcomm.htm 
Communication models and theories 
Shannon and weaver model of communication 
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The Shannon and weaver model of communication is designed to develop the effective communication between an individual and the person the individual is communicating to, a sender and a receiver in simple. It finds factors which affects the communication process which is classified in the model under the title “noise”. The model factors in concepts such as information source, transmitter, reception and destination etc. These are all displayed on the visual explanation of the model above.  
It starts with sender, which is where the information is coming from, the information source. Then, the 2nd part to the model is encoder, also known as the transmitter, this convers the message into signals, for example, the sender’s message can be converted into sound waves by telephone through wave signals in the cable. The decoder is the place where the transmitted signal, the message, is converted into language which is understandable which then will go onto the receiver, the final destination of the message from the sender. During the encoding and decoding, there is noise, mentioned earlier, this may disrupt the message and make the message unclear to the receiver.  

ADVANTAGES: 
· The concept of noise in the model increases the effectiveness of communication as you can identify it and remove it from the process 
· The model displays communication as a thing which can be expressed as a quantity. 
DISADVANTAGES: 
· It is a simple model and very general in the way it explains communication 
· The model assumes communication is a one-way process 
· The model is more effective with one to one communication rather than communication to groups and masses. 










‘Shannon and Weaver model of communication’ (Online) available from:
https://www.communicationtheory.org/shannon-and-weaver-model-of-communication/ https://www.businesstopia.net/communication/shannon-and-weaver-model-communication 
https://michellemathiasfsp.blogspot.com/2018/11/shannon-and-weavers-model-of.html
https://pt.slideshare.net/shiikha/mktg-comm-models/16

Wilber Schramm’s model of communication 
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The Wilber Schramm model of communication is a two-way circular form of communication between the sender and receiver as portrayed in the picture above. The model teaches that a message is only sent when it is encoded by the sen00der and decoded after being received by the decoder, also known as the receiver, therefore, encoding and decoding are considered the most important parts of effective communication and also that communication runs two ways so a sender will require feedback from the receiver for effective communication. Simplified, it explains that if a message is not decoded it is of no use as it is not understood by the receiver and as a result communication between the sender and the receiver will not flow hence the circular formation of the model.  
Schramm’s model also indicates that we should examine the impact that the message sent has on the receiver. Also, the model prioritizes feedback from the parties which are communicating as it lets the sender know if the receiver has interpreted their message to their liking. With feedback, the sender can find out if the message has become redundant if the receiver does not understand it by giving unexpected feedback. 


ADVANTAGES: 
· The model is dynamic and keeps in mind that a situation can change during communication 
· Assumes communication goes in circular process looping back to and from sender and receiver 
· Communication is portrayed with feedback as a vital part of the model 

DISADVANTAGES: 
· The model of communication assumes that both parties in communication are equal and doesn’t factor in circumstances where one party who is a figure of authority is talking to another party. 









‘Wilber Schramm’s model of communication’ (Online) available from:
https://www.managementstudyguide.com/schramm-model-of-communication.htm https://studyrotunda.blogspot.com/2017/12/wilbur-schramm-model-1954.html https://www.communicationtheory.org/osgood-schramm-model-of-communication/ 
https://etechmethod.wordpress.com/2016/10/11/berlos-smcr-model-of-communication/



Berlo’s SMCR model of communication 
[image: Related image] 
Berlo’s SMCR (source, message, channel, receiver) model includes several factors under each of its main elements, which are named within the acronym in the model's title, that affect the effectiveness of communication between the parties involved. Under source, the factors that affect communication are communication skills, attitude towards the audience and to oneself, knowledge on the topic, social aspects and cultural factors. These all factor in on how effective the source communicates its message to the receiver’s. 
Factors which affect the message are: 
· Content – the body of the message 
· Elements – meaning language, gestures, body language etc. 
· Treatment – the way in which the message portrayed or delivered 
· Structure – the way the message is structured and arranged 
· Code – the form in which the message is sent meaning message sent through language, text, video etc. And only when the code is clear, the message is understandable for the receiver. 
Factors affecting the channeling of the message, as taught through the SCMR model of communication, is the five senses. Communication is portrayed to occur through 1 or more of these channels, which can be hearing, seeing touching, smelling and finally, tasting. And through the medium of the senses, it decodes the message from the sender to the receiver. However, the person who receives the decoded can understand the message only to the level that they can. The factors which affect the receiver’s understanding of the message is the same as the factors which affect, they sender’s ability to communicate effectively. 
ADVANTAGES: 
· It is very solid and popular model of communication that it is basic knowledge in any discussion relating to communication 
· The model clearly states that the message and medium in the process are both aligned with the receiver. 
DISADVANTAGES: 
· The model of communication lacks a feedback loop in the process, which means it assumes that the message the sender is sending will only have 1 meaning and expected reaction. The receiver may take in the message differently to how the sender wants them to. 
· The model does not mention barriers to communication between sender and receiver. 
· The model can be considered complex by people and hard to understand 
· It is a linear model of communication, so it assumes that communication is 1 way. 
· Teaches that people need to be same level for communication to be effective but can differ in reality. 



‘Berlo’s SMCR model of communication’ (Online) available from:
https://www.communicationtheory.org/berlos-smcr-model-of-communication/ https://www.toolshero.com/communication-skills/berlos-smcr-model-of-communication/ 
https://www.coursehero.com/file/p5tv2rp/Criticism-of-berlos-smcr-model-of-communication-1-Nofeedback-dont-know-about/ 
IMPORTANCE OF EFFECTIVE COMMUNICATION 
The importance of effective communication in business is that it is an essential part of getting your message and point across to your audience and this can be the difference to becoming a successful businessman or a failing businessman.   
Effective communication can make or break you selling a product to a customer or making a big-time deal with a supplier or company. Additionally, it can also create good relationships between you and staff or even other companies which can prove to be useful to your reputation and a business itself.  
METHODS OF COMMUNICATION 
There are many methods of communication, some of which I have mentioned previously in my work... 
Some other methods of communication are: 
· Verbal communication – is the usage of words to deliver a message. Can be one to one, over the phone, to a group etc. 
· Written communication – is communication using written word. Can be through text, email, electronic documents, pen and paper etc. 
· Face-to-face communication – is communication where the parties involved are face to face whilst communicating. This also includes facetime and video call since you are technically face to face. 
· Visual communication – is communication using visual aid such as graphs, illustrations, pictures, color etc. 
· Paralanguage – is the way something is said. Paralanguage focuses on the delivery of the message in order to find the meaning of the message and takes into mind the speaking tone, emotion, stress, pitch etc. 
‘Methods of communication’ (Online) available from: 
https://www.business.qld.gov.au/running-business/marketing-sales/managingrelationships/communicating-effectively
https://www.educba.com/different-methods-of-communication/ 

COMMUNICATION BETWEEN MANAGEMENT AND EMPLOYEES 
Communication between management and employees is one of the most vital parts in how a business works, without it, a business would fail. Managers talk to employees and tell them the task they need to complete. Managers and employees should be coherent and effective in understanding the set goals of a business and therefore teamwork and communication are both vital part for achieving their targets leading to a successful organization. Without these qualities, an organization would not function successfully and lead to a downfall of the organization.
CONCLUSION 
In conclusion, communication can be very complex to break down and simplify. In the task I have shown the models of communication which I discuss how effective communication works and what the process is to achieve effective communication. Additionally, I have discussed the various aspects which are thought to be important in business communication and explained the elements that contribute to how to communicate effectively to audiences. Furthermore, I have discussed the importance of effective communication in my work and have given examples of the methods of communication that can be used in business. And finally, I have discussed how communication between management and employees work in a business. 
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