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1. 
Introduction

In this report you will find my understanding and comprehension in communications and team working. Over the past decades the way we communicate has evolved immensely there was very little electronic communication between people they were only able to communicate through telegrams, newspapers, radio and telephone however depending on their financial status. Now we are not only able to communicate face to face but with the help of new technology like zoom, Teams, conference calls, WhatsApp and many more. There are different ways we can communicate in society which can be shown in a verbal and non-verbal communication.
Teamwork is vital to make an organization efficient and successful, a participation of every single person who is part of that specific team is required to achieve goals and targets. Forming a good team is not an easy task it requires people to are able to develop the skills and functions to work alongside other people and have good communication skills, clear messages, share ideas and once the team is formed it is necessary to guide and keep those team members together to achieve specific goal and targets.





2. Models of Communication    

Communication is the meaningful and coherence expression of ideas there are many different models of communication as such.
· Transmission
· Exchange
· Meaning
· Discourse 

Shannon and Weaver’s Model 

The Shannon and Weaver was developed in 1949 by Claude Shannon and Warren Weaver it is a linear model of communication and it is a transmission model that consist of five elements that provides a framework for analysing how messages are sent§ and received. It is best known how messages can be easily mixed up or misinterpreted in the process between the sender and the receiver of the message.
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Figure 1. Shannon and Weaver Model 
Laswell Model of Communication 

This model of communication was developed by Harold Laswell in 1948 and it focuses on the five Ws these are five words begging with the letter W which are Who, says What, in Which channel, to Whom and with What effect was said. Laswell stated that understanding the process of mass communication, one has to understand each of the stages which are control analysis, content analysis, media analysis, audience analysis and effect analysis.
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Figure 2. Laswell’s Model 1948

Who? refers to Control Analysis
Says What? refers to Content Analysis
Which Channel? refers to Media Analysis
To Whom? refers to Audience Analysis 
With What Effect? refers Effect analysis
 
Most of the models in 40s and 50s were linear models these were unidirectional models that portrays a message flow from the speaker to audience this method is generally used for media persuasions to talk to a group of people using different channels such as TV, radio stations to create an effect on the minds of its audience a disadvantage of these method is that there is not return message or feedback from the receiver. They are foundation models that suggested new and useful concepts that later were developed into a non-linear and interaction models.

 

Berlo’s SMCR Model of Communication
 

Berlo’s model of communication was created in 1960 by David Berlo this model has four meaningful components which are Source, Message, Channel and Receiver each of these components can be affected by many factors such as. 
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Figure 3. Berlo’s Model of Communication 

The source - In other words the sender is the one who originates the thought, he is the one who transfers the information to the receiver from thoughts into words and it is done with the help of other skills like communication skills, attitude, knowledge, social and culture.
Having good communication skills involves knowing when to pause or repeat certain sentences creating an impact among listeners by having the correct attitude creating a long-lasting impression otherwise the person will get lost in the crowd.

Message - is created when an individual converts its thoughts into words. The process is also called as Encoding. Content is actually the matter or the script of the conversation it is very important for the speaker to carefully choose the words and take good care of the content of the conversation. The content has to sensible, accurate, crisp related to the thought to hit the listeners bang on and create an immediate impact.

Channel - It actually refers to the medium how the information travels from the sender to the receiver this could be through hearing, testing, seeing, smelling and touch, these five senses help us to communicate with each other.

Receiver - When the message reaches the receiver the person tries to understand and respond accordingly this is also called decoding.


3. Case studies

I want to refer to the case studies conducted in class fist one is of Maria and Pedro.
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Case study 1

· For me the misunderstanding between Maria and Pedro could have been by a lot of noise at his workplace leading him to get a different message from Maria.

· The model of communication used in this particular case study is the Shannon and Weaver Model. 

· This could of have been prevented by Maria changing the method of communication instead of a call a text message could have been better and clear ways to deliver the message to Pedro.

· With Berlo’s Model of communication we have a better understanding of how social systems affect the delivery of our messages.
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Case Study 2.

· The people from the village did not help the professor since they could not understand a word of what he was saying, and they also notice that his attitude was not the correct one when communicating with them.
· The professor should of have change the words he was using to try and get help also use gestures with his hands to get people from the village understand and notice him.
· The model of communication that describes the professor and the village people case study is Belo’s model of communication. The factor stopped the village people from understanding what the professor was trying to say, however the professor did not change his words being affected by the factor of culture and social systems.
  

4. Types of communication



Verbal Communication

Verbal communication is the use of words to share communication or emotions with others. There are four types of verbal communications intrapersonal communication, interpersonal communication, small group communication and public communication 

Non- verbal Communication 

Non-verbal communication is the transmission of messages through signals such as eye contact, facial expressions, gestures, posture and environment as it plays at significant role in our lives as it can improve a person’s ability to relate, engage and stablish meaningful communications with others.
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Figure 4. Non-verbal Communications


Another form of non-verbal communication is by written communication this can be done by a letter, email or text message in all of those forms you can use formal or an informal language it all depends on the message you want to deliver and the person you are trying to reach.

Listening 

The ability to be good listeners it is vital for a business to carry a professional conversation, an individual listening ability can affect productivity, teamwork, the overall organisation and your own success. Therefore, when you talk to your boss, colleagues, customers, friends and family they are likely to have retained less than half of the conversation. 
The average person remembers between 25% or 50% of what they hear 
(Crockett 2011)

Active listening – Is where you make a conscious effort to hear what the other person is saying avoid interrupting and use positive questioning.

Good listening – Depends on outing a side any preconceived ideas creating an open mind, active engagement with the speaker, remember that silence is also a very important part of communication. 

Selective listening – Sometimes we can hear people talking but we are not really listening actively to understand this way we can remember a lot less.
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Figure 5. Listening

The barriers to listening are Noise – external noise being a language differences, a strong ascent or a technological communication having a bad reception or connexion.
Internal noise failing to focus due to personal circumstances unable to concentrate failing to listen actively.
 

5. Communication in the workplace

The communication in the workplace consists of verbal communication such as spoken or written.
This can be done vocally which can be done by answering a phone call, group discussion, giving or receiving instructions or doing a presentation to a group of people. To be able to do this we need clarity, empathy, sincerity, relaxation, correct posture and eye contact as communication is not just a matter of uttering words but all of these in congestion are the necessary skills, you need to make communication effective.

Clarity – The use of simple language by not using complicated words to express your thought as it can happen the same thing as the professor and the village people in my case study.


What is Teamwork
 
Teamwork is a combine power of a group of things when they are working together to become proactive meaning that team players can work separately to achieve the same goal together.
Good communication is key and positive interdependence to think as we instead of me, have individual accountability, personal responsibility, good attitude when facing conflict and offer solutions.


Benefits of Team working

Being able to work as part of a team means that you must have the same vision good commitment have to share the same value to the set target/goal, be a good listener, trust your team mates to be able to express your feeling points of view and the different approaches when addressing problems as these can create an environment not so beneficial for the team but having the correct approach of team player helps solve the challenges that arise in new and more effective ways.


6. Managing conflict

  Normally conflict is known as destructive and not good for an organization but resent studies have indicated that conflict management can contribute to effective teamwork and encourage team players to focus more and resolve problems with the help of team leader trying to turn situation around with guidance, using positive sentences, delegating comfortably and trusting its team members and avoid using blame. 


Thomas Kilmann conflict Model

This model identifies conflict handling with five management styles based on two dimensions assertiveness and cooperation. Assertiveness is the level of motivation of the individual to achieve their own goals and objectives while the cooperation is about the willingness of the individual to allow the other team members to achieve their goals. 
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Figure 6. Five Management Styles of Conflict


Avoiding – The original problem is not properly address or resolved and there is a sense of “ignore it and it will go away” this strategy can be helpful for cooling off periods however avoidance can cause significant problems in a longer term.

Competing – Characterized by high assertiveness and glow of cooperation with participants seeking to reach their own preferred outcomes, this stage can be appropriate when quick decision have to be made like in case of an emergency however this might create resentment in the longer term.

Accommodating – People using this stage means they are willing to put aside their own goals and objectives in favour of the other person or team members, taking these to extreme can be a lose/win situation.

Compromising – Equal levels of cooperation and assertiveness at a moderate level these can be used when there is a need to find a timely solution and both parties have similar goals it should not be used as a long-term solution.

Collaborating – Both sides creatively work towards a solution which meet the objectives and goals of all team members involved similar to a win/win scenario.

Each of these management styles can be used in the right situation is just a matter of questioning and finding that right style to use.




7. Conclusion 

In conclusion we present ourselves through the way we communicate face to face, through a letter in writing and now day with the help of technology. Being a good skilled communicator have help me develop some ideas on how to improve my communications skills and become more knowledgeable with my communication. I also want to add that I enjoyed learning about these modules leaning about the different scenarios helped me get understand people in a different way and the way they communicate, allowing me to analyse the way I communicate at work and I recognizing my mistakes when sending written or having a verbal conversation I discovered how to be more specific when sending a work email, having the correct attitude at an organization meeting is key as these are different ways of communication.
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MARIA and PEDRO

Pedro works on a building site and Maria is his wife.

One day Maria phoned Pedro.

‘Hello, Pedro, when you’re coming home, see if you can get me a chicken.’
‘Okay,’ replied Pedro.

When he got home, Pedro took off his boots and coat and went into the kitchen.
‘Maria, where are you?’ He said.

‘Here —in the sitting room,’ she said.

When Pedro went into the sitting room, Maria said, ‘Where is the chicken?’
‘What Chicken?’ Asked Pedro.

The one | asked you to get on your way home.”

Oh, no! | thought you said when | come home | will see you in the kitchen!

Q: Why do you think Pedro misunderstood Maria?
Q: Whose Model of Communication explains this confusion and why?
Q: How could this have been prevented?

Q: Whose Model of Communication explains how it could have been avoided?
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THE PROFESSOR and THE VILLAGE PEOPLE

Lloyd b. 7/19

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He never went into the village,
bur shopped in the town near the University because he had nothing in common with the village people, who were largely uneducated
and did manual jobs.

One night, the professor fell asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.
When the professor awoke and saw the house on fire, he rushed into the village, screaming:

‘The edifice is being consumed by a great conflagration!”

‘The edifice is being consumed by a great conflagration!”

The village people looked at him and continued doing what they were doing

‘Don’t you understand?’ He

“The edifice is being consumed by a great conflagration!”

They ignored him.
When the Professor returned home, he saw that his house had been completely destroyed. He sat down on the ground and wept.

The next day, he went into the village crying. ‘Why, oh why didn’t you help me? My home has been destroyed by the fire. | came andd
begged you last night.” He wept.

‘But Professor, why didn’t you say that your house was on fire? We would have helped.”

Q: Why didn’t the village people help the Professor?
Q: What should he have done to get them to help him?
Q: Whose model of communication do you think can explain this situation?

Q: Why?
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