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INTRODUCTION
In this report I will be focusing on the importance of communication and teamwork at the workplace. What are the crucial factors of communication, types of communication and I will also cover a three of the main communication modules.

The importance of teamwork:
Teamwork is very important because with the right team the actual workers will be happy to do the work and when people are happier, they work better. Creating a good team takes a lot of trials and error, reflection and adaptability before your team gets to the level of excellent. When you have a strong team, they will also help each other grow more within their roles and that will create a stronger emotional relationship with their colleagues, it will share the workload evenly and will give time for people to help each other (West, 2012). To give you an anecdote, at my previous workplace the supervisor that we had would reflect on the performance of each worker and the job they did that day. She would keep a record and monitor our performance to see who is doing better with certain jobs and who was not. Once she had a record she would give us a new job and monitor our performance there, this was very good because we had something new to do each week and we would learn something new, also, this was ensuring that we all worked at jobs that we did not find too hard and it kept us more positive at the workplace.
Communication:
There are two types of communication that can be observed at the workplace. There is verbal communication and there is non-verbal communication. In any workplace they both play a very important role to ensuring that there is safety, understanding and respect. After all respect is the most important role that needs to be played between people, otherwise people feel annoyed and unappreciated (Patterson, 2002). Then we have non-verbal communication which can come in so many different forms. First example I will give is in the form of written information. It could be a piece of paper which is stating the step-by-step requirements to prepare a product for distribution.
It could also be the habits that people are required to learn and get themselves into in order to ensure safety at the workplace. I interviewed a friend of mine who was working as a truck driver for a very long period of time. He was doing it for more than ten years and he said that they were required to create habits which will ensure that the communication on the road is always present. He states that when they were being taught to drive the instructors would tell them that “You must always use an indicator, irrelevant of where you are or if the road is clear. Always use your indicator.”  Communication can save a lot of time at the workplace as well, if rather than going to an office you install a phone and can communicate more freely without having to go to the office each time there is an issue or walk to the workers whenever you need to assign them to a new job.

FloPlast, plastic manufacturing company:
In the last workplace I worked at, it was a warehouse in which we assembled plastic pipes for gutters, washing machines, dish washing machines and toilets. We had an assignment sheet which was brought to us on a table which had guided steps that the workers must follow to assemble the pieces together and how to prepare them to be sent off for distribution. There were a lot of machines there which made the place very noisy and some workers had to work with earplugs in which made verbal communication quite hard at times. For this reason, all of the forklift drivers had to develop a habit where they would use their horn to honk whenever they were bringing any work to us. If one of us hears it, we had to get a pump-truck and bring the products in for assembly. Because of the noise of the machine’s communication was very important to us there, especially the non-verbal one. Drivers were going around the warehouse constantly and if an employee did not hear them it could lead to a fatal accident and this could further lead to losses to the company when it is sued. In one case a gentleman was hit by the forks of the forklift which cut off his leg by the knee and the man lost that half of his leg. He was required to wear a prosthetic leg, luckily, he did not sue the company in exchange of a job in the company until what I can imagine will be his retirement.



Types of communication:
There is verbal communication which is used whenever you interact with people face to face, also there is non-verbal communication which you use whenever you are reading books, manuals or journals.

Verbal Communication:
Verbal communication is the type of communication that is transmitted through our vocal systems. It co-exists with language which is our best achievement as human species in communicating (Hinde, 1972). It is so crucial one moment of unused communication with another co-worker or someone from the management team can lead you to the demise of your future development (Patterson, 2002). If you have discovered for example, that you have a weakness at a certain task and you do not address that to your leader then you may always be struggling at that particular task rather than having the leader replace you with someone else who might find it a lot easier to finish the given assignment. It is also a very important factor for any individual to develop listening skills, one can learn a lot by listening. It plays an important part in any conversation because if the person listening misses a piece of information the whole sentence or monologue that they’re having might not be making any sense to them and when people are ignored, they feel disrespected. (Patterson, 2002) Verbal communication can help you create relationships at the workplace and help your future professional development.

Non-Verbal Communication:
The second form of communication is the non-verbal type. This is our second greatest achievement after inventing language because we could write down the information through language and others can read and learn from it. It also plays a very important part in communication, if you are a keen observer non-verbal communication will always be seen. This type of communication can be seen in any conversation by reading the signs of the body. It could be for example a way a man is standing whilst presenting information or if he is keeping eye contact with the person he is speaking. If a man is looking out the window whilst he is talking to someone then that would signal to the listener that he isn’t very interested in talking about the subject or talking to him. Also, if you’re having an interview and the interviewee is pacing with his feet or tapping with his hands and being fidgety, then that would indicate that he is feeling under pressure and is worried.

Theories of Communication:
There are three models of communication. One of them is the “Shannon-Weaver Model of Communication”, the second “Berlo’s model of communication” and the last is “Schramm’s model of communication”. Each module of communication represents a different theory of how communication flows between people and what are the factors that could interpret the information between them and lead to misunderstanding.
Shannon-Weaver’s Model of Communication:
This model was developed by Claude Shannon whilst he was trying to discover what happens to a form of communication as it travels from the source to its receiver in telephone communications. He discovered that there are seven factors to the communication. First one is the communication itself, how the information was paraphrased and send. He also discovered that a system or a chain of communication is no stronger that the weakest point it has. Second comes the communication source emitting the information, this could be a person, a group or an organisation. Third is the message which can be under any form, whether that is verbal, non-verbal or visual. Fourth comes the transmitter or the person who’s encoding the information. This could be a person or a piece of equipment, a radio or a television. It can also be the person who first sent out the message. Fifth comes the channel through which the message was transmitted. This could be a cable if it is on the television. Could be the air if it is radio signals or if the message was transmitted to a telephone. Sixth is the most crucial one which is the actual brain of the person receiving it. It is crucial because it is very important how he decodes the information once he receives it. And last but not least is the noise factor, this could abruptly disrupt the message and thus so making the receiver not understand anything from the message. After these elements were discovered a close friend of Claude Warren Weaver did further investigation where he discovered that if there was a feedback factor in the end will also help the people transmitting information improve and adapt to any difficulties faced during the transmission (Oyero, 2011).
Berlo’s Model of Communication:
The Berlo’s model of Communication there are far more factors that can affect a message which is being conveyed. In this theory we always have a Source, in which example I will use a person. The factors that can affect the message he will transmit vary from his own communication skills, whether this man knows and haves the right vocabulary and right skills to phrase a sentence correctly. Other factors are what his actual attitude is towards others, or, what his actual knowledge is on the subject matter which is being discussed. One big factor that plays a vital role, especially in this country, can be seen here. It is the culture that the person has been brought up in. For example, because I have worked with a lot of people from abroad, I have observed that (state where you have observed) what some people find as open can be a bit rude to others. If for example one is getting nosy and asks personal questions which the other party does not like to answer, this can annoy the other person and lead to a bad relationship between the two.

Then after the message is conveyed, we have the actual message being transmitted, here the content and structure are very important. After, we have the source and the way he is receiving it. This could be by him or her hearing the message, seeing it, touching, smelling or tasting it. And finally, we have the receiver from which part is important what his communication skills are, whether they’re up to level with the one sending the message, his attitude to the message and his upbringing and knowledge on the matter. (Oyero, 2011).  This could be used at times where if you are not sure with a particular assignment at the workplace you can turn to someone with a bit more knowledge on the task, like your supervisor for example. Then he, with the experience that he haves, will be able to explain the task to you further and you will be able to understand and proceed with it. 


Schramm’s Model of Communication:
Schramm’s model of communication is very straight forward. He believes that communication always requires three elements: the source, the message and the destination. He argues that if there is no overlap, or only a small area from the communication is actually common then it is going to be very difficult for them, if not impossible to actually communicate by each other (Oyero, 2011). If for example you meet a new co-worker and you work together but you like motorcycles and he likes cars, or he likes drawing and you like music instead this would not mean that it will be hard for you to communicate with them in my opinion. In fact, this means I can learn a lot more from the by asking them about the subjects and hobbies they like and participate in.
I disagree with Schramm’s module of communication. Just because two people do not have a lot of things in common does not mean they will not be able to communicate freely, no, this rather opens the opportunity to people to learn more about subjects that they are not very knowledgeable about and perhaps even develop new skills. People will always have differences and that is what makes this world much more beautiful because you never know where the next happiness hides and who you are going to discover it in.
CONCLUSION:
In conclusion there are a lot of factors that affect our way of communication with others. Whether it is our upbringing or the way we received education at school and how it was provided to us. Also, how much we have actually soaked in and remember. To what interferences we have at the workplace which could be the level of noise at the workplace.
We discover that also it is very important to develop habits in order to communicate non-verbally with others, and this does not mean that you cannot develop verbal habits, but it can improve the safety at the workplace whether it is a warehouse or the road. To also the attitude and tone that we use when speaking to others verbally. The emotions that we express on our faces and the way our social system has refined us to think what is normal and what is not.
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