Introduction
I will be writing a report on the importance of effective communication whether being verbal or non-verbal within a team.   

What is communication
Communication is simply the act of transferring information from one place to another. Every communication involves one sender, a message and a recipient. This may seem simple, but communication can be a complex subject.

“Effective communication is about more than just exchanging information. It’s about understanding the emotion and intentions behind the information. As well as being able to clearly convey a message, you need to also listen in a way that gains the full meaning of what’s being said and makes the other person feel heard and understood.
Effective communication sounds like it should be instinctive. But all too often, when we try to communicate with others something goes astray. We say one thing, the other person hears something else, and misunderstandings, frustration, and conflicts ensue.  work relationships.
For many of us, communicating more clearly and effectively requires learning some important skills. Whether you’re trying to improve communication with your co-workers, learning these skills can deepen your connections to others, build greater trust and respect, and improve teamwork, problem solving, and your overall social and emotional health” (Jane,2019).

Why is it important in teamwork
Communication is important in a team because it makes you learn a lot of skills like Listening to show your giving your attention and understanding to when someone is speaking. It is vital to clear communication. 
Using the right words and the right tone is important to clear communication. For information to be understood communicated with the right diction and pronunciation so that whoever is recovering the information will understand.
Building rapport, is a good way to build communication connections this can be a verbal and non-verbal connection. It could by words or your body language.
Having Empathy is a way of understanding the emotion and perspective of another person. Empathy helps us communicate and Feel for the other person.

“The ability to communicate effectively with superiors, colleagues, and staff is essential, no matter what industry you work in. Workers in the digital age must know how to effectively convey and receive messages in person as well as via phone, email, and social media.
These communication skills will help you get hired, land promotions, and be a success throughout your career” (alison,2019).


What is my report going to show

My report is going to show that Giving good feedback will benefit the giver and the receiver. It helps in the communication process and it gives a positive and productive outcome. 

 effective communication is to exchange information thoughts and messages, ideas, between a group so that it understood by the receiver. Communication can be verbally, non-verbally, in writing, as well as by listening and giving feedback.

“Being able to communicate effectively is perhaps the most important of all life skills. It is what enables us to pass information to other people, and to understand what is said to us. You only must watch a baby listening intently to its mother and trying to repeat the sounds that she makes to understand how fundamental the urge is to communicate.

Communication, at its simplest, is the act of transferring information from one place to another. It may be vocally (using voice), written (using printed or digital media such as books, magazines, websites or emails), visually (using logos, maps, charts or graphs) or non-verbally (using body language, gestures and the tone and pitch of voice). In practice, it is often a combination of several of these” (Jain,2018).


In this report I will show

Effective and clear communication is a fundamental concept of an individual’s professional life. study shows that written and verbal communication is involved in 90% of all business transactions. This depends on how effectively one communicates.

Whether you’re in a team or having a casual talk or closing a deal, the art of communicating clearly and effectively is very important. good communication leads to great results.

“Developing your communication skills can help all aspects of your life.

The ability to communicate information accurately, clearly and as intended, is a vital life skill and something that should not be overlooked.

 It’s never too late to work on your communication skills and by doing so, you may well find that you improve your quality of life.

Professionally, if you are applying for jobs or looking for a promotion with your current employer, you will almost certainly need to demonstrate good communication skills.

Communication skills are needed to speak appropriately with a wide variety of people whilst maintaining good eye contact, demonstrate a varied vocabulary and tailor your language to your audience, listen effectively, present your ideas appropriately, write clearly and concisely, and work well in a group. Many of these are essential skills that most employers seek”(lan,2018).


My report will show

That no matter who you are communicating with it can be a daunting task. The conveyance of a message from carrier to receiver can be affected by a wide range of things. 

This could be emotions, the cultural situation, the way used to communicate, and even where you live communication skills are considered beneficial by employers worldwide accurate, effective and irrefutable communication. 

“As your career progresses, the importance of communication skills increases; the ability to speak, listen, question and write with clarity and conciseness are essential for most managers and leaders.

In your personal life, good communication skills can improve your personal relationships by helping you to understand others, and to be understood.

It is almost a cliché that personal relationships need communication. Failure to talk has been blamed for the breakdown of any number of partnerships but the ability to listen is also an important element” (Merriam,20140).


This is a report on

Communication and the process of sending and receiving messages through many channels this could include verbal communication hand and graphical representations such as diagram maps, and charts and signs, signals, and actions. communication is said to be the creation and exchange of meaning.  

communication has been defied as a symbolic process whereby reality is built, preserve, adjusted and transformed Communication as learning, positing that we define our reality via sharing our experience with others.



“Some people seem to understand how to communicate without even trying. They can tailor their language, tone and message to their audience, and get their point across quickly and succinctly, in a way that is heard.

They are also able to pick up the messages sent to them rapidly, understanding both what is said, and what has not been said.
This may seem effortless, but the chances are that they have spent plenty of time honing their skill.Verbal communication is all about what we say, which is an important way of getting our message across. 

Verbal communication can be both written and spoken the words that we choose can make a big difference to whether other people understand us.

Reflection and clarification are both common techniques used in verbal communication to ensure that what you have heard and understood is what was intended. 

Reflection is the process of paraphrasing and restating what the other person has just said, to check that you have understood. Clarification is the process of seeking more information to inform your understanding, for example, by asking questions. 

Questioning skills are one very important area of verbal communication, often used in clarification, but also to extract more information, and to maintain a conversation. 


We communicate far more information using Non-verbal Communication. This includes non-verbal signals, gestures, facial expression, body language, tone of voice, and even our appearance. These can serve to either reinforce or undermine the message of our spoken words, so are worth considering carefully” (Richard,2019).

The following is a report on communication obstacles at work

Emmanuel is a 28-year-old who works on a building site it was his first day at work so the site manager was showing him around and telling him what he will be doing for the day which was loading planks into the building.

In the background the machinery was making a lot of noise, so Emmanuel heard partly of what was being said. He started to lift the planks but was finding it hard to get them properly through the door this was very inconvenient and time wasting as he had to stay behind to finish the job.

When speaking to a co-worker Emmanuel realised that he was loading the planks the wrong way.

This shows that it's always good to ask questions if you are not sure or didn’t hear something, so you know exactly what you're doing to not waste your time. 

Shannon and Weaver communication model
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