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Introduction


The object of this report is to explore and discuss the importance of Effective Team working and Communications in the workplace.
Technology in the 21st century is more advance and widely used than any other time in history. Information can be communicated in many ways with the use of modern day devices.  Given these facts, communication should be more efficient and cheaper than ever before.  To achieve effective and efficient work environment, it is important to first create and keep positivity in the work place.   If the staff are happy and comfortable at work, you are in a win, win position as that automatically leads to a positive mind set for the employees. If communication is poor and task are not explained well, this will lead to mistake due to misunderstanding and poor work performance.
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Communication can come in many forms, Verbal, Non Verbal and written to name a few.
In order for effective teamwork succeed, there should be a team leader. He or she should give clear directions and information to the group in order for the task or goal to carried out and completed on time.   Clarity is very important, each team member should be clear as to what his or her role is, good instructions and a clear understanding of the deadline is very important. 

Verbal communication can be used to given in person, face to face. Then you get the opportunity to also read the body language of the communicator. Emotions and expressions can be observed and read. This method can work well if the sender of the message is a good communicator, that allows the person receiving the message to understand and be clear first time about what` s being conveyed. 
   
Written communication has changed over the centuries.  In the past a messager would have to travel long distances to deliver a message. This could sometimes take day to travel from part of the country to another. Before Airplanes messages comes from other countries by boats.  This method was very slow and inefficient, as the weather often played a big part in the time a ship took to get from one part of the world to another.   With the invention of airplanes mail arrived quicker.  Around this time the motor car was invented and messages came in the form of letters.  Rich people of the day could receive and send letters or messages quicker.  Soon after that the telephone was invented, again only the Aristocracy benefited from this new invention.  Those methods were slow and Inefficient.

We have come such a long way today. With the invention of the computer, there are many forms of communication. Modern day technology for message sending and receiving comes 
in the form of emails, texting, scanning and such like. This has been made possible due to the invention of the computer.    This method allowed for a quick, cheap and efficient form of communication.

Non-Verbal communication is a visual, this is when the brain picks up a message from observing the behaviour, expressions and body language of a person.  However, it is possible to read the wrong message.    Surroundings, conditions and events can also cause misunderstanding. (Charles,1998)   
 
A study by Dr Albert Mehrabian, in 1967, Inference of Attitudes from Nonverbal Communication in Two Channels,” three parts to effective communications was highlighted; 55 percent was body language, 38 percent was voice tone and 7 percent was the spoken word.  When speaking on the phone the tone of voice can measure one’s emotions, this dimension can increase the effectiveness of the level of communication.

For example, smiling, and standing whilst speaking is an observation of one’s body language.
       
When an email or text is received the interpretation is left for the receiver to decide, due the fact that there is no body language to observe.  Dr Mebrabian has researched and written extensively about effective communications and meaning or interpretation. percentages have been used greatly in his explanations.   His topics includes Verbal liking, Vocal liking, Facial liking, Silent messages which is also known as nonverbal cues. (Dr Albert Mehrabian, 1967). 

Shannon and Weaver model of communication has been so successful that it is now the most used model in the world for effective communications.   

In 1949 Claude Shannon and Warren created this model which is so widely used around the world in the 21st century. This showed how effective communication between the sender and receiver could result in effective team working between people in the work place. The basic principle was based on;

SENDER - ENCODER - CHANNEL - DECODER AND RECEIVER
  
Information, transmitter, noise, reception and   destination.   

When you succeed in getting your message across, your thoughts or thinking is received at the other end successfully.  If this message is not conveying successfully, your ideas will not be received correctly, therefore your intended message would be miss understood.  This then causes a breakdown in communication which prevents the intended goal or task from being achieved. This can apply in a personal or professional situation.  (Fowler and Mankelow, 2005).    
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During the course we discussed and worked on case studies using some of these models.

Team working can bring successful outcomes to the workplace. When good communication is practiced in the workplaces, most trust is built, this can result in greater output from the team. When team working is in full effective operation in the work environment the promotion of Brain Storming comes into place. This is very important because this process promotes the sharing of ideas. This works well as experienced workers can share ideas from within the company and new members can bring ideas from other organisations.   This will certainly lead to greater productivity.
             
 An in-class study of Belbin`s model was covered during the course. 
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Meredith Belbin investigated and research extensively the dynamics of working together in teams.  The outcome, is that Belbin`s model has proven to be very effective and extensively used in workplaces and organisations worldwide ever since its creation.  	

Working in a doctor’s surgery as I have been doing for the last 3 years have exposed me to many forms of communications.  Verbal and non-verbal are the main forms which are used. Since a doctor’s surgery is a very busy place and can sometimes be very noisy, we experience communications from patience who cannot speak due to being born dumb or deaf to people who have lost their speech as a result of an illness.

We have patience who maybe experiencing excruciating pain and often come into the surgery screaming and shouting due the volume of pain.
Babies crying for many non-verbal reasons. 
The elderly and some disable people who will come in and sit quietly for hours until the doctor calls them in.  Due to these dynamics it is very important to be aware of all forms of communications, specially the Non-verbal methods. It could make the difference between life and death if curtain sights are missed. If a patience comes in shouting and screaming or you can see a Physical problem, then that can be easier to communicate.

There are six doctors, four nurses and at least three locum doctors on any one day.   There are four front desk receptionist and two members of staff answering the phone which never stop ringing.  In the back office, we have four administers.  Given such a large team of workers, the communication dynamics such as messages not reaching the right person in a timely can be huge.  This environment is always very busy from the time the doors open and the switch board opens up at 08.00am.

Communication can be 50% Verbal and 50% Non-Verbal during the surgery hours. After the practice closes, staff can then speak to each other and make sure that all Non-Verbal communications such as emails and memos have been sent to the necessary staff and departments.
When working in an environment where you are servicing the general public, it is always important to communicate in a professional and effective way at all times.  Body language is a big factor in communication. 
Communicating with the public as well as with colleagues should always be effective in order for efficiency to be achieved. 
 When Shannon and Weaver`s model is practiced a certain level of professionalism is guaranteed.   

The use of Belbin`s Team working roles is also a great asset when working in such a busy environment. 

During the class exercises, we studied cases including. Case Study; A Day with The Chief

Mark works as a salesperson, who is a high performing member of staff.  Due to this, his name came to the attention of the Chief executive officer, named, Ms Mills. Her nickname was “The Wicked Witch of the West” due to her No-Nonsense attitude. Mark was invited to meet with her in order for her congratulated and to discuss his process in the company.  Upon meeting Ms. Mills, Mark was very surprised and taken aback by his first impression of her.  He found that she was not at all as described in his office.  She appeared friendly and kind.  Mark was misled by her body language, which resulted in his losing his professional manner. Ms Mills very quickly changed her manner and soon displayed the personality as described by his work mates.   A definite case of misunderstanding her body language. 
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Effective team working is a very important tool in any work environment regardless of the industry. The entire aspect then makes good communication skills which can lead to effective and efficient production of skills and services.

We have covered at least 3 models and methods in this class.  I can relate to what I have been taught and will definitely benefit for this course when I take these skills back to my workplace.  
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