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1.0 Introduction

Communication is a process by which information is exchanged between individuals through a common system of language, behaviour or signs. Every person has a unique communication style, a way in which they interact and exchange information with others. Effective communication in the workplace is an integral part of an efficient and successful business. It ensures everyone understands their duties and responsibilities, helps build quality client and employee relationships and keeps employees engaged and productive. It build strong business and personal relationship. 

Poor workplace communication occurs when there is a discrepancy between what is said and what is heard, whether it be between colleagues or between an employee and a manager.  When employees struggle to get clear answers, instructions and direction, they become more likely to disengage from leadership and fellow employees. This often leads to poor productivity, poor quality work, low job satisfaction and employee retention problems. It causes problem and misunderstanding and conflicts among teammates. Poor communication not only causes conflict; it also decreases productivity and employee morale.


2.0 Models of Communication 

2.1 Shannon and Weaver (1948/49)
The primary value of this model is in explaining the basic building blocks of communication, the flow of communication and how messages are lost and distorted in the process of communication. 
It is best known for its ability to explain how messages can be mixed up and misinterpreted in the process between sending and receiving the message. Shannon and Weaver's model offers a mathematical approach for communication models, which is very useful in understanding the process of encoding and decoding messages from the source. 
Being clear and concise, and avoiding confusing the issue by including irrelevant details or wandering off the topic. 


2.2 Schramm (1954)
Schramm's model of communication is known as a circular model because it indicates that messages can go in two directions. Hence, once a person decodes a message, then they can encode it and send a message back to the sender.

This model holds that communication between a sender and a receiver occurs in a cyclical rather than linear way. By checking whether it is a good time and place to communicate with the person, being clear and using language that the person understands, communicating one thing at a time, respecting a person's desire to not communicate, checking that the person has understood you correctly could avoid the interference in communication. 



2.3 Berlo (1964)
The Berlo's SMCR model is useful for human communication not caring about encoding, decoding, noise/errors, and feedback. Main drawback of the model is that the model omits the usage of sixth sense as a channel which is actually a gift to the human beings (thinking, understanding, analyzing etc).


In addition, I have attached the Berlo’s Model of Communication which was clearly explained in class. 
[bookmark: _GoBack][image: berlo's model of communication]

3.0 Communication Skills
Communication skill is conveying the message without misinterpretation or misleading others.  Good communication in the workplace ensures employees have the information they need to perform well, builds a positive work environment, and eliminates inefficiencies. Effective communication should accurately convey information while maintaining or improving human relationships. For communication to be effective, it must be clear, correct, complete, concise, and compassionate. Communication skill helps to effectively communicate with a range of people from all walks of life.
This was clearly explained in the class by the lecturer. 
3.1  Verbal Communication 
Verbal Communication is a type of oral communication wherein the message is transmitted through the spoken words. Here the sender gives words to his feelings, thoughts, ideas and opinions and expresses them in the form of speeches, discussions, presentations, and conversations. 
The effectiveness of the verbal communication depends on the tone of the speaker, clarity of speech, volume, speed, body language and the quality of words used in the conversation. In the case of the verbal communication, the feedback is immediate since there are a simultaneous transmission and receipt of the message by the sender and receiver respectively.
The sender must keep his speech tone high and clearly audible to all and must design the subject matter keeping the target audience in mind. The sender should always cross check with the receiver to ensure that the message is understood in absolutely the same way as it was intended. Such communication is more prone to errors as sometimes the words are not sufficient to express the feelings and emotions of a person.
The success of the verbal communication depends not only on the speaking ability of an individual but also on the listening skills. How effectively an individual listens to the subject matter decides the effectiveness of the communication. The verbal communication is applicable in both the formal and informal kind of situations.
3.2 Non-Verbal Communication 
Nonverbal communication refers to the ways in which beings convey information about their emotions, needs, intentions, attitudes, and thoughts without the use of verbal language. Nonverbal communication types are: Facial expressions, Gestures, Body language, personal space, Eye gaze, touch, Appearance, objects and images. 
Facial expressions. The human face is extremely expressive, able to convey countless emotions without saying a word. And unlike some forms of nonverbal communication, facial expressions are universal. The facial expressions for happiness, sadness, anger, surprise, fear, and disgust are the same across cultures.
Body movement and posture. Consider how your perceptions of people are affected by the way they sit, walk, stand, or hold their head. The way you move and carry yourself communicates a wealth of information to the world. This type of nonverbal communication includes your posture, bearing, stance, and the subtle movements you make.
Gestures. Gestures are woven into the fabric of our daily lives. You may wave, point, beckon, or use your hands when arguing or speaking animatedly, often expressing yourself with gestures without thinking. However, the meaning of some gestures can be very different across cultures. While the “OK” sign made with the hand, for example, usually conveys a positive message in English-speaking countries, it's considered offensive in countries such as Germany, Russia, and Brazil. So, it's important to be careful of how you use gestures to avoid misinterpretation.

3.3 Listening 
Active Listening: 	
Active listening is the ability to focus completely on a speaker, understand their message, comprehend the information and respond thoughtfully. Unlike passive listening, which is the act of hearing a speaker without retaining their message, this highly valued interpersonal communication skill ensures to engage and later recall specific details without needing information repeated.
Active listeners use verbal and non-verbal techniques to show and keep their attention on the speaker. This not only supports ability to focus, but also helps ensure the speaker can see that the listener is focused and engaged. Instead of thinking about and mentally rehearsing what might say when the speaker is done, an active listener carefully considers the speaker’s words and commits the information to memory.

Empathetic Listening: 
Empathic listening means being conscious during uncomfortable conversations and not denying the other person's concerns or worries. Even if their issues seem small, simply acknowledging their feelings can make them feel heard and validated. Empathic Listening is a dynamic and compassionate process that calls for more than taking in someone else's words.

For Example: 
My manager gathered called a meeting to discuss to avoid confusion in the job roles and to check the availability of staff in store. Few staff came for the meeting and the manager asked from me about the staff availability in the morning as I am the only person to work in the bakery in the morning managing all the duties in the bakery. So I was trying to explain the difficulty in handling all duties as one, while I was talking one person/colleague was trying to divert the topic by interrupting the discussion. So the problem could not be addressed properly due to the interruption. As he was so loud speaking in the meeting the others were confused and distracted. This happened few times. So I was not able to convey the right feedback. So at the end of the meeting no body knew what they supposed to do/ jobs. So I had to address the issue to the Manager in person seeking a solution. 
An employee shares an idea in a meeting. Another staff member interrupts frequently and dismisses the idea or mocks it. The manager doesn’t stop this negativity. This often happens on the team. The other team members eventually stop sharing to avoid being criticized. 
 
4. 0 Advantages and Disadvantages of Communication Technology 

Advantages of new technology include: easier, faster and more effective communication. better, more efficient manufacturing techniques. less wastage. Through internet communication, time and money are saved. This is because it is much cheaper and quicker to transfer information around. It also becomes faster and efficient to contact a business partner or a relative. We can now communicate with anyone around the world through emails and text messages instantly. People can now communicate with others using videos from others of different parts of the world, instant messaging, social media sites like face book, twitter which allows people to remain in contact and communicate and share information easily and on regular basis.

It also has many disadvantages. The internet, smart devices, and social media can all cause information overload, lack of productivity, distractions in the workplace, and misunderstandings among coworkers. Increasing Information Overwhelm. One of the biggest disadvantages of technology in communication is that it can lead to information overwhelm. When employees receive an abundance of information through multiple mediums, they may not have time to digest it all. 

CONCLUSION 
When team members can communicate effectively with each other, they will be able to collaborate well and work together to reach a common goal more efficiently. Good communication within a team allows for the better exchange of ideas, execution of projects, and cooperation amongst team members.
Communication skills help leaders to define the goals of team members clearly. It also helps understand team members' goals and desires and solve their grievances. Effective communication skills also help foster an open and good rapport between leaders and their teams, which increases productivity and efficiency.
The forming–storming–norming–performing model of group development was first proposed by Bruce Tuckman in 1965, who said that these phases are all necessary and inevitable in order for a team to grow, face up to challenges, tackle problems, find solutions, plan work, and deliver results.
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Appendix 1

I attach below the presentation presented on zoom on the assignment day on Successful Team Development 
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Successful Team Development 

The key elements to successful 

teamwork are trust, 

communication and effective 

leadership; a focus on common 

goals with a collective 

responsibility for success . 
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The key elements to successful teamwork are trust, communication and effective leadership; a focus on common goals with a collective responsibility for success . 
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How To Improve Team leader Skills



Know Your Goal. People in teams are working towards a common 

goal. ...



Clarify Your Roles. Within a team, everyone should also understand 

their responsibilities. ...



Positive Mindset. ...



Manage Time Efficiently. ...



Share Enthusiasm. ...



Exercise Together. ...



Establish Team Rules And Purpose. ...



Do Not Complain.........
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Few Qualities of successful team leader:-

1) They communicate well with each other. ...

2) They focus on goals and results. ...

3) Everyone contributes their fair share. ...

4) They offer each other support. ...

5) Team members are diverse. ...

6) Good leadership. ...

7) They're organized. ...

8) They have fun.

9) They seek excellence. ...

10) They share experiences and are results-oriented. ...

11) They are flexible problem solvers. ...

12) They criticize ideas, not people. ...

13) They trust each other. .......

14) They are accountable for their work.
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Do’s  Don’ts

Lead by Example Ignore team mate’s feelings

Improve communication Blame others for mistake

Communicate regularly Talk more than listen

Achieve goal together Isolate yourself or team

Be positive Be afraid to make mistake

Be prepared Be take credit for yourself

Do’s and Don’ts as Team Leader
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Berlo's Model of Communication

Encodes Decodes

Message Channel Receiver

Communication hearing Communication

Skl Content Skl
Elements
Attitudes Treatment seeing Attitudes
Structure
Code
Knowledge touching Knowledge

smelling

Social System Social System

Culture tasting Culture

A Source encodes a message for a channel to a receiver who decodes the message:
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