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 INTRODUCTION

Teamwork
According to business directory, “teamwork can be defined as the process by which a group of people work collaboratively to achieve a set or given goal/ task” (Definition, 2014). This means individuals within a team will try to cooperate, utilising their individual talent and skills to give valuable feedback regardless of the personal conflict among themselves. This means that teamwork unites the ideologies of different individuals, with different set of skills to achieve a target goal. Working in a team will allow the outstanding workload to be shared similarly among members and be distributed according to each member's strengths and skills. More hands solving one problem makes tasks to be completed fast and efficiently. This will increase efficiency and productivity to the company (Definition, 2014). The significance of teamwork isn't restricted to the work environment, but also the service provided to clients. In general, individuals tend to avoid organisations with unhappy employees and will lean towards doing business with organisations whose workers display team spirit and work ethic (Definition, 2014). This means that teams that work well together will essentially, improve service and help in addressing customer needs.
Communication
According to Brown, “Communication is transfer of information from one person to another, whether or not it elicits confidence. But the information transferred must be understandable to the receiver” (Brown, 2019). Communication can be empowering groups or individual, to seek information, to give information exchanging or receiving, ideas, messages or signals through appropriate media. Communicating is not all about talking (Bosworth, 2019). It has to do with people connecting. A dominant advantage of good communication in the work environment is that employees are engaged. This shows employees will be engaged in their work and can line up with the organisation's objectives and goals. Communicating good in the work environment will make employers to understand employees' skills and talents that was unnoticed. It will also allow the company to understand what fulfils and motivates the employee (Bosworth, 2019). Good communication is good for businesses that have customer facing employees, since interacting with customers will determine if they disgruntled and satisfied. If an employee is trained to communicate effectively, they will be able to associate well with customers. They will be able to can resolve and mitigate a conflict, understanding customer needs, make customers feel welcomed, and give new information in a manner by which customers will be receptive (Bosworth, 2019). 
I work at Regency Security Service, is a security agency that operates within the UK. I work on shifts. I confirm my availability through the mobile app. My shift starts by arriving and contacting the manager of the venue. Some shifts, we use walkie-talkie to communicate between ourselves and the manager of the venue. The shifts are usually standing by the door, greeting customers while they move in and out and to make sure no one causes any problem. This job is about communication. For example, when someone is drunk and misbehaving, the manager will call me to get the person out of the premises. I will have to approach the person gently and walk him outside. I will calmly explain to the person that his actions are not allowed, and the person must leave immediately. This shows that communication is key in my line of work.  
 TYPES OF COMMUNICATION 
There different types of communication used in the workplace environment. In view on the kind of receivers and senders, one can have different kinds of communication. Communication within a team can be formal, while within friends can be informal. 
 VERBAL COMMUNICATION
According to Bhasin, “any communication that happens orally between people is known as verbal communication” (Bhasin, 2019). This form of communication ensures that individuals understand what you want to pass on. Due to its very nature, verbal communication is precise and quicker than email communication. In companies, people communicate verbally through speech, presentation, dialogues etc (Bhasin, 2019). The tone used by speaker, the quality and pitch of words play are vital in verbal communication. The speaker must be clear and loud for the content to be defined properly. Unorganised thoughts and ideas mostly lead to misunderstandings and confusions between people. In verbal communication, a person must comprehend the significance of words and putting them across (Bhasin, 2019). This means clear verbal communication among employees is required for them to work efficiently. For example, If I call my boss when am sick and let her/him know I can’t make it to a shift. I communicate verbally and politely to let her/him know my condition. The verbal communication I will utilise will be polite and formal. 
 NON-VERBAL COMMUNICATION
According to Nordquist, “Nonverbal communication is the process of sending and receiving messages without using words, either spoken or written” (Nordquist, 2019). Interpersonal skills and non-verbal a communication play a huge role in a customer service environment (Nordquist, 2019). Envision a customer with a purchased product and went to the customer service department. Rather than understanding the concern, the customer service official gives a negative reply and body language. Even though the customer visits them repeatedly and the issue is not solved, there won't be a satisfactory answer. Differentiate this to a customer service department smiles when the customer comes in. They show the customer through non-verbal communication (body language) that they are on top of the issue. The employees look proactive and update the customer themselves on when to expect the issue to be solved. Afterwards, they follow up by asking if the customer is happy with response and anything they can do. Listening ability, body language of reassurance, and smile are examples of non-verbal communication (Bhasin, 2019). Customer service executives should ensure that customers leave satisfied and monitor these types of situations. Companies who hire customer service executives that are good with interpersonal skills, is an indication of an organisation which is focused around customer satisfaction (Bhasin, 2019). We use a lot of non-verbal communication in my security line of work. For instance, my shift manager usually stares at me for some time and gives me instruction through deliberate signals and movement. He can point his finger to a situation. He also uses his fingers to count numerically, indicating the number of people I should keep an eye on during the event. 
 THEORIES OF COMMUNICATION
The simplest theory of communication reflects the work of Shannon and Weaver. I am also familiar with the theories of Berlo and Schramm model communication. 
SHANNON-WEAVER MODEL OF COMMUNICATION
This was developed by Shannon and Weaver, designed specifically to build up good communication between receiver and sender. They discovered a factor interfering the communication process called noise (Communicationstheory, 2017). The process of this model entails the sender encoding the message before sending it to the receiver through a technological channel like telegraph or telephone. The sender will then convert the message into codes that will the machine understands (Businesstopia, 2018). The messages are sent through a medium in codes. The recipient needs to understand the message by decoding and interpreting it. Receptor machines sometimes act as decoders sometimes. The channel might be noisy, and receiver probably won't be able to decode which may cause issues in communication process (Businesstopia, 2018). In a work-place environment, communication can be achieved with this model using telephone. Any noise that disrupts the receiver from decoding the message from the sender will affect productivity. 
BERLO’S MODEL OF COMMUNICATION
Berlo's SMCR Model of Communication portrays the different elements that structure the basics of communication. SMCR represents Sender, Message, Channel, and Receiver (Janse, 2018). These components also place emphasis on decoding and coding the message, which is useful for communicating efficiently. In this theory, Sender is the person or source who starts conversation or message. The source/person will have to send the decoded message to the receiver. Any person sending a message should have good communication skills, knowledge (Businesstopia, 2018). The second component is the message, which is considered the substance that is being to the receiver by the sender. This can be in text, video, audio or other media. Their characteristics should include content, structure, code etc. The third component is Channel, medium utilised to send the message (Businesstopia, 2018). Communication and mass communication, telephone and technical machines (internet) might be utilised as a medium for communication. The last component is the Receiver. This is an individual who starts the process of sending the message. This model accepts that thinking pattern, factor referenced in this article must be in sync to that of the sender so that communication can be effective (Businesstopia, 2018). Messages will lack the intended impact of the sender if they are different from the receiver.  Receiver of the message must have great knowledge, communication skills and culture of the environment. According to this theory, communication can be achieved when the manager of a company sends out email to employees about new regulations in the environment. The manager is the sender, the message is about the new rules while internet is the channel. The receivers are the employees who complete this process. 
 SCHRAMM’S MODEL OF COMMUNICATION
The Schramm Communication is a cyclical model of communication containing the fundamental factors of communication (Janse, 2018). Communication is a procedure which requires the sender to compose suitable signs and symbols (encoder) to be disseminated to the receiver who will at that point give meaning to the received message (interpreting and decoding) before sending another message back to the sender (feedback) and the procedure repeats itself.  Whereby different theories and models in communication are linear, the Schramm Communication Model is circular in nature (Janse, 2018). This implies that in any event, parties involved are required to receive and send back a message. The two parties (sender and the receiver) must decode and encode the message for it to be interpreted effectively. This model also has three components which are Source (Encoder), Recipient (Decoder) and Message. In this model, sender is the source of the message; or group of people that generated the message. In the process of sending the message, sources should make sure the receiver understand the message. They should be loud and clear when sending the message. This is because sender of the message needs to ensure that the data or information, he is providing is useful, accurate and relevant (Janse 2018). The receiver of the message is the individual whom the message was intended for. Regardless, if the receiver can decode the message relies on various elements. Example, how much content does the person know about the theme of the intended message, their openness about the message, and whether they trust the source. A message may contain verbal substance, for example, emails, speech, sign language, phone calls etc (Businesstopia, 2018).  A message can likewise comprise of non-verbal content, for example, body language, eye-contact, gestures etc. In this model, a manager can call the security department of a company to enquire about the situation. He will be the source; he will send his message to the security department who are the recipient and give him feedback to his questions. 
 CONCLUSION
In conclusion, teamwork and communication in the workplace environment can increase productivity and efficiency. Employees that are happy within a team will have a positive effect on consumers. Communication between one party to the other is considered verbal while sign language is a non-verbal form of communication. Employees need to be familiar with the skills in verbal and non-verbal for them to be effective in a workplace environment. Using the theories of communication will aid in understanding the communication processes in a workplace. The Shannon-Weaver model focuses around receiver and sender. Berlo’s model focuses on SMCR components of communication process and Schramm’s model is a cyclical process that repeats the use of factors in the communication process. 

 REFRENCES 

Brown, G. (2019). Definitions of Communication. (online) Communication Theory. Available at: https://www.communicationtheory.org/definitions-of-communication/ (Accessed 2 December. 2019).
Bosworth, P. (2019). The Power of Good Communication in the Workplace | Leadership Choice. [online] Leadership Choice. Available at: https://leadershipchoice.com/power-good-communication-workplace/ (Accessed 2 December. 2019).
Bhasin, H. (2019). Five Types of Communication - Types of Communication. (online) Marketing91. Available at: https://www.marketing91.com/five-types-of-communication/ (Accessed 2 December. 2019).
Businesstopia. (2018) "Berlo’s SMCR Model of Communication," in Businesstopia”. Available at https://www.businesstopia.net/communication/berlo-model-communication.
Businesstopia. (2018). Shannon and Weaver Model Of Communication - Businesstopia. (online) Available at: https://www.businesstopia.net/communication/shannon-and-weaver-model-communication (Accessed 3 December. 2019).
Communicationtheory. (2017). Shannon and Weaver Model of Communication. (online) Available at: https://www.communicationtheory.org/shannon-and-weaver-model-of-communication/ (Accessed 3 December. 2019).
Definition, T. (2014). Tips Archives - Teamwork Definition Information. (online) Teamwork Definition Information. Available at: http://teamworkdefinition.com/category/tips/ (Accessed 3 December. 2019).
Janse, B. (2018). Berlo’s SMCR Model of Communication. Retrieved [2019] from ToolsHero: https://www.toolshero.com/communication-skills/berlo’s-smcr-model-of-communication/
Janse, B. (2019). Schramm Communication Model, a communication theory | toolshero. (online) toolshero. Available at: https://www.toolshero.com/communication-skills/schramm-communication-model/ [Accessed 3 December. 2019].
Nordquist, R. (2019). What Is Nonverbal Communication?. (online) ThoughtCo. Available at: https://www.thoughtco.com/what-is-nonverbal-communication-1691351 (Accessed 3 December. 2019).






Appendix 
[image: https://apis.mail.yahoo.com/ws/v3/mailboxes/@.id==VjN-IuO21qLBo6ZYTeu0fboNDi65WTC75QiMD1F02dV6mdSTrHn9ds6PQ7SrwU3fWNKLOstHGQ2SvOzuBlPC52QM-g/messages/@.id==ADWR3L9Nz4uNXgYBQgrNoD8ymfY/content/parts/@.id==2/thumbnail?appId=YMailNorrin]
[image: https://apis.mail.yahoo.com/ws/v3/mailboxes/@.id==VjN-IuO21qLBo6ZYTeu0fboNDi65WTC75QiMD1F02dV6mdSTrHn9ds6PQ7SrwU3fWNKLOstHGQ2SvOzuBlPC52QM-g/messages/@.id==ADWR3L9Nz4uNXgYBQgrNoD8ymfY/content/parts/@.id==3/thumbnail?appId=YMailNorrin]
[image: https://apis.mail.yahoo.com/ws/v3/mailboxes/@.id==VjN-IuO21qLBo6ZYTeu0fboNDi65WTC75QiMD1F02dV6mdSTrHn9ds6PQ7SrwU3fWNKLOstHGQ2SvOzuBlPC52QM-g/messages/@.id==ADWR3L9Nz4uNXgYBQgrNoD8ymfY/content/parts/@.id==4/thumbnail?appId=YMailNorrin]
[image: https://apis.mail.yahoo.com/ws/v3/mailboxes/@.id==VjN-IuO21qLBo6ZYTeu0fboNDi65WTC75QiMD1F02dV6mdSTrHn9ds6PQ7SrwU3fWNKLOstHGQ2SvOzuBlPC52QM-g/messages/@.id==ADWR3L9Nz4uNXgYBQgrNoD8ymfY/content/parts/@.id==5/thumbnail?appId=YMailNorrin]
image1.jpeg




image2.jpeg




image3.jpeg
Stusdent 0/Group: L





image4.jpeg
Effctive Team Working and Cammurication ~Term 1
Baswao:
s et |

s, G174

o i St i o sl

Deav  mms

Ty e ity
et Res: SELEALG DOSe RO <
o el
beoratials EEnaG ‘,(,fjl/’

T Gou hecadaa it X

Prbie o ot 950~ 2
PEE R e e e st
Feltos u;megs_ﬁ_g.q.éﬁq»i o &

JORG  Sin Ce oy

27

D ecty

tecturer's sgnature 248 bate:





