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[bookmark: _Toc16094914]Introduction
In a workplace it is important to practice effective team working abilities and effective communication. This assignment will discuss about the significance of both these qualities. There are a number of strategies available for both effective team work and communication. Analysing these strategies will help to enhance the knowledge associated with these subjects. Every workplace aims to improve their productivity so that the over-all performance of the organisation is benefitted (Leonard et al, 2004). It has been notice that people study a number of theories related to diverse subject but it is important to know the correct approach to apply these theories in real life scenarios. This assignment will discuss about effective application of these theories in the workplace so that it can improve the performance of the individual and the organisation. Every organisation is associated with a business and the main aim of a business is to gain profits. Profits can be earned through a significant increase in productivity of the organisation. Hence, it is necessary to practice both effective team work and communication in a workplace scenario. There will be relevant examples presented in this assignment which will make it easier to relate to the theories that will be discussed.
[bookmark: _Toc16094915]Effective team-working
In order to be a successful employee it is necessary to possess the basic skills of effective team-working. When an employer looks for potential candidates for a vacant position team-working skills are the basic skills that they expect in the right candidate. Most of the tasks in a workplace are performed in a team and it is essential to have the aptitude to work effectively in a team. While working in a team it is necessary to understand that the entire team is working to get the same task done and hence there should be no place for competition within a team. Team-working can be quite challenging because it is difficult to find team members who are of the same mentality (Morison et al, 2007). Main objective of working as a team is to benefit the organisation in every possible way. Dr Belbin conducted a number of researches on this specific subject of team work. He observed a number of people working in different team roles to analyse this topic better. He defined team role to be a specific proneness to behave in a certain way to contribute and interrelate with the other team members in the team. He then classified these team roles into nine divisions.
These nine team roles were further categorised into three diverse groups which are People Oriented, Action Oriented and Thought Oriented. The categorisation has been done considering the basic behaviour and other interpersonal strong points associated with the team roles. Belbin highlights the weaknesses that are associated by each of these team roles. These weaknesses were referred to as allowable weaknesses, considering that there is always an option to change the particular behaviour in order to improve (Berry, 2011). The nine team roles are mentioned as follows:
[bookmark: _Toc16094916]People Oriented Roles
Coordinator: The traditional team-leaders are referred to as coordinators. They provide appropriate guidance to the team to reach the objectives that has been set for them. Being the  leader of the team they have the quality of being a good listener. They value team-member’s views and appreciate innovative ideas. They are positive and calm in nature and have good knowledge about how to perform a task effectively. These people may be manipulative in nature and that is considered to be the only weakness in this team role.
Resource Investigator: These people are usually curious and innovative in nature. They believe in exploring all the available options, and know how to get the resources to get a complex task done. These employees are highly enthusiastic and have the skill set to identify potential stakeholders and work with them to achieve the objectives set by them. They are extrovert in nature and it has been noticed that other team members get receptive to these employees (Hambley, 2007). The weak points include being highly optimistic and have the tendency to lose enthusiasm very fast.
Team Worker: These are the team members who effectively contribute towards providing appropriate support to the team and they further ensure that all the members in the team coordinate and work together effectively. They are perceptive, diplomatic and flexible in nature. These employees are the popular ones and are highly capable in nature. The weaknesses include the tendency to be uncommitted and to be indecisive.
[bookmark: _Toc16094917]Action Oriented Roles
Implementer: The people in the team who know how to get things done are the implementers. They effectively contribute towards converting an idea or a concept into real life practical works. They are sincere and disciplined in nature and are conservative as well. They prefer to get the work organised and them perform the task efficiently in a systematic manner. The weak points include their nature of being resistant to changes and their inflexibility.
Shaper: These are the team members who motivate the team members to improve their performance. They are extrovert and highly dynamic in nature. They are considered to find the best approaches for solving various problems (Mitchell et al, 2012). Shapers do not easily give up and see obstacles as challenges and enjoy solving these problems. The main weakness is that they are argumentative in nature which often ends up hurting people’s feelings.
Completer-finisher: These members of the team see that the projects are being completely thoroughly. The pay special attention to all the slightest details and ensure perfection while completion of the task. They contribute effectively towards motivating the team to work better. The weak point includes anxiety; they find it difficult to deal with anxiety.
[bookmark: _Toc16094918]Thought Oriented Roles
Monitor-Evaluator: These employees have the ability to analyse and evaluate other people’s ideas. These people are often shrewd in nature and have the ability to weigh the pros as well as the cons associated with all the decision making procedures (Cardon et al, 2015). They prefer strategic approaches and are critical thinkers as well. The weak point includes their lack of ability to motivate and instead they instigate people which are not effective towards the organisation.
Plant: They are the innovators who encourage new approaches. They enjoy praises but are poor at handling criticism. They are usually introvert in nature and are poor team players. Furthermore they are impractical as well. They lack in communication skills as well. 
Specialist: These are the ones who possess specific knowledge needed to get the task done successfully. They are proud of the skills and abilities that they possess. They work just to maintain the relationships at the professional levels. In a team they work on the field that they expertise in and put in extra efforts to get the job done. The weak point includes their limitations in contribution.
[bookmark: _Toc16094919]Effective Communication
Effective communication is considered to be a basic criterion that every employee should possess in order to work in an organisation. There are few job roles that require effective communication skills like positions as a public relation officer, as a sales man, as an insurance advisor. Poor communication skills can lead to inefficiency in completing a task (Cramton et al, 2005). Effective communication is considered to be an integral part of effective team-working. The information needs to be communicated clearly and effectively so that the other person can understand it easily. On the other hand, often communication skill is referred to as the ability to speak effectively but it includes both the aspects of speaking as well as listening. Communication cannot be a one way thing and usually there are two or more parties involved in communication. If the person is not a good listener then he or she will not be able to interpret what the other person is trying to convey as a result of which the main objective of communicating will be ruined. There are 7 types of communication theories which are mentioned as follows:
· Communication accommodation theory: Motivation plays a significant role in effective communication and this theory deals with this aspect of motivation. Researchers suggest the people usually communicate through two ways which are divergence and convergence. People who are powerless will communicate in the convergent style, whereas, people with stronger ethnic background will follow the divergent style of communication.
· Cultural approach: People use the aspect of culture to communicate effectively. Here culture refers to the workplace culture of an organisation.
· Social penetration theory: This theory states that the development of relationships is quite unpredictable in nature. The primary way to contribute towards the progress of a relationship is through self-disclosure. 
· Uncertainly reduction theory: This theory states that effective communication can be initiated only when the uncertainties associated with it can be eliminated successfully.
· Expectancy violations theory: Nonverbal communication has the efficiency and this theory highlights that part and associates it with effective communication.
· Cognitive dissonance theory: This ideology states that it is important to avoid the dissonance experience. 
· Authoritarian theory: This theory states that all forms of communication is being actively controlled by the higher authority.
[bookmark: _Toc16094920]Impact of effective communication and team-working
[bookmark: _GoBack]In every aspect of life there is requirement of effective communication as well as effective team-working skill sets. These skills will help the individual to perform the task successfully. The main objective of working in a team is to discuss the ideas, consider the creative ideas from the team members, co-ordinating to get the job done at the earliest (Schlenkrich et al, 2009). Hence, lack of these basic skills will lead to inefficiency in the professional front of one’s life. Let us take an example to understand the impact it has on the organisation. One of my friends used to work as a business developer. He worked for a start-up advertising organisation. One fine day he received a call from one of the service users who wanted to make a deal and was in a rush to accomplish it in that call itself. My friend has a supervisor and these tasks are done by him, however, he was not present in the office at that point in time. So, my friend first tried to convince the service user to wait till his supervisor arrives but the user refused to his proposal. Finally my friend decided to take the call all by him. He analysed the deal and found it beneficial for the organisation and without thinking twice accepted the deal. Later when the supervisor got to know about it, he appreciated my friend’s decision and was highly impressed by his work. This example is an excellent example of effective communication and decision making skills. 
Similarly, team working can help to increase the productivity of the organisation significantly. This will reduce the amount of time used by the employees to get a task done and will ensure perfection in terms of completing the task successfully. The competition in the market is quite high and hence it is essential for an individual to ensure that they possess all these skill sets in order to have an advantage from the others. The chance of getting a job increases with the possession of these specific skill sets.
[bookmark: _Toc16094921]Conclusion
This assignment provides detailed information about effective communication and team-working. These aspects effectively contribute towards improving the performance of an organisation. The competition in the market is increasing with every passing day and hence it is necessary for the organisations to ensure that they work effectively towards sustaining the competition effortlessly. Team-working is beneficial to the employee as well; it provides them with the opportunity to improve their skill sets by leaning the strategies from the other team members. Working in a team is an excellent opportunity to lean. The problem solving capabilities and the decision making abilities can be easily enhanced through team-working. On the other hand effective communication is needed in every aspect of life and hence it is better to practice the same on a regular basis to ensure that it comes to the person automatically. This assignment provides appropriate knowledge about the two most significant aspects associated with workplace. 
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