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[bookmark: _Toc67242861]Introduction
Communication is “the act of developing meaning among entities or groups through the use of sufficiently mutually understood signs, symbols, and semiotic conventions” (Arnold and Boggs, 2019). In other words, communication is the exchange of information and messages between parties involved. It is also one of the core elements of teamwork. Without proper communication, no team can succeed in its goals and objectives (Baldwin, Perry and Moffitt, 2004). That being said, to understand how communication contributes to effective teamwork, one needs to understand how communication actually works in a team setting (Braithwaite and Schrodt, 2019). The following report will explore the models of communications, the communication skills, and the examples of good and poor communications in teamwork.
[bookmark: _Toc67242862]The models of communication
[bookmark: _Toc67242863]Shannon & Weaver’ communication model
One of the most popular models of communication is Shannon & Weaver communication model. It is an easy-to-understand model with practical implications. It describes that the information source sends the message using a transmitter or encoder, through a channel, and the receiver decodes the message upon receiving it (Braithwaite and Schrodt, 2019). The model talks about the impact of noise factors in the channel. For example, the sound in the background can be a noise factor that affects the message transmission process through the channel. Even when the communication is taking place inside a classroom, there is still a channel, which is the air that contributes to the movement of sound (Carter, 1995). The background sound can make the message distorted before it reaches the receiver. Once the message is received by the receiver, s/he should be able to decode it the same way in which the sender has encoded it. The communication process is complete when the receiver understands the message and gives feedback to the sender (Casmir, 2013). 
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[bookmark: _Toc67242864]Schramm’s Model of Communication
The Schramm model has its roots to Shannon Weaver model of communication. It is a more refined version of the previous model because it focuses on the two-way process of communication (Casmir, 2013). The model posits that communication is a process taking place between a sender and a receiver, and there is a message and a medium for message transmission as well (Kumar and Lata, 2019). 
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Figure: Schramm’s model of communication
So, in this process, both the receiver and the sender continuously decode and encode messages in a cyclical process, as long as the communication continues (Kumar and Lata, 2019). The significance of this model is that it emphasizes on the two-way communication process. A simple way of representing the communication process described in this model is as following,
Sender
M↓ ↑M
Receiver
Thus, the communication is described as an ongoing exchange of information between parties (Littlejohn and Littlejohn, 2002). 
[bookmark: _Toc67242865]Transactional model of communication
The transactional model of communication is a more dynamic model. One of the differences this model has with the other models is the fact that it does not refer the parties involved in the communication process as senders or receivers. But it refers to them as communicators (Littlejohn and Littlejohn, 2002). 
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Figure: Transactional model of communication (Littlejohn and Littlejohn, 2002)
This model emphasizes on the fields of experiences. For instance, it argues that each communicator has his/her own unique field of experience (Sen, 2007). When communicating with each other, the communicators must inhabit a shared field of experience. This shared field of experience is created through the overlap in culture, environment and language. Another proposition of this theory is that messages exchanged between parties are interrelated, and so they don’t stand alone. It practical, the transactional theory constructs the basis for communication theory since people are not just senders and receiver, but they are dynamic communicators (Severin and Tankard, 2014). Secondly, the messages shared between two individuals are interdependent. For example, when talking with each other, people tend to explore around different topics. But most of the times, the topics they discuss tend to have an interdependent relationship with each other (Stone, Singletary and Richmond, 1999). They don’t just come out with topics out of blue. And thirdly, the field of experience contributes to the shared meaning of messages. People from different cultural backgrounds give meaning to messages in a way that both parties would understand the topic that is being discussed (Strain and Wysong, 1979). 
[bookmark: _Toc67242866]Communication Skills
Communication skill refers to the ability to interact with one another, and get messages across effectively and efficiently. The key communication skills involve speaking, listening, empathizing and observing (Strain and Wysong, 1979). Communication skills also involve effective non-verbal express, clarity and conciseness in communication, empathy, respect, cross cultural awareness and accommodation. 
First of all, listening is the key to engaging with someone. Most of the times, miscommunications take place when the team members are not properly listening to each other (Whaley and Samter, 2013). Listening helps establish a meaningful connection between the parties involved in communication. In the context of an organization, listening to each other helps make the work processes easier and it contributes to motivation and productivity at work (Arnold and Boggs, 2019). Then comes speaking skills. A communicator needs to have a good command over his/her words so that they can easily exchange the information and messages without affecting its meaning. Proper listening and speaking often goes side by side in effective communications (Baldwin, Perry and Moffitt, 2004). Empathizing on the other hand, involves understanding the audience and having an emotional connection with them. Empathy is particularly important for managers and leaders who work with a team of staffs (Beisler, Scheeres and Pinner, 1993). Their ability to empathise with the audiences help make the communication more effective. Studies reveal that the ability to empathise with the audiences help improve the flow of communication and it also helps remove the barriers present in the communication process (Braithwaite and Schrodt, 2019). 
Clarity and conciseness are equally important in both verbal and non-verbal communications. The lack of clarity and conciseness affect the effectiveness of communication (Braithwaite and Schrodt, 2019). It is because the lack of clarity and conciseness make the messages more prone to noise factors and it becomes difficult to decode longer messages. Therefore, it is recommended that people keep their messages concise and clear. Finally, the ability to express non-verbally is also one of the communication skills that communicators must possess (Carter, 1995). Studies suggest that the lack of association between verbal and nonverbal messages affect the communication process by weakening the receivers’ attention to the information. On the other hand, effective non-verbal communication helps grab the attention of the audiences more effectively (Casmir, 2013). 
Cross cultural awareness improves interactions and the outcomes of communication when communicating with people from different cultural and ethnic backgrounds. The lack of cross-cultural awareness creates barrier to effective communication (Braithwaite and Schrodt, 2019). For example, German people like punctuality and straight forwardness in communication. Doing otherwise can affect the relationship with business partners from Germany. Similarly, there are differences in each culture which should be valued when communicating with someone (Kumar and Lata, 2019). It is recommended that people maintain formality when communicating with people from other cultural backgrounds. 
The communication accommodation theory is an important model to understand effective communication. The theory discusses “why, when, and how people adjust their communicative behavior during social interaction, and what social consequences result from those adjustments” (Kumar and Lata, 2019). For example, when a teacher interacts with students, she would avoid using difficult terminologies because the students would not easily understand those. Similarly, when an engineering staff talks with a customer, he would avoid going into too technical details because those might confuse the audience (Littlejohn and Littlejohn, 2002). Therefore, communication accommodation is about keeping the discussions finetuned to the decoding capabilities of the audiences. An effective communicator should have the communication accommodation skills to make his/her interactions effective. 
[bookmark: _Toc67242867]Case study analysis
The case study of Maria and Pedro is an example of poor communication. Maria and Pedro have been facing problems with language barrier (Littlejohn and Littlejohn, 2002). Their manager delegates the task to the staffs every day, and she does it by speaking quite fast. Unfortunately, Maria and Pedro fail to grab all the information from the message since they don’t know English that fluently. The case study also shows an example poor management style at work (Sen, 2007). The role that the manager plays in the organization is pretty much telling the staffs what to do throughout their shifts (Severin and Tankard, 2014). The staffs are not given the opportunity to participate in the discussion and delegation processes. 
First of all, in the context of Shannon Weaver’s communication model, the problem in the case study lies in the encoding of the messages. The management encodes the messages in a way that it becomes more difficult for the staffs to decode (Severin and Tankard, 2014). A proper way of delegation would have to slowly delegate the tasks to the staffs and get their feedbacks to see whether they have understood their roles and responsibilities or not. But because the manager speaks in a very quick fashion, the encoding of the message becomes more ineffective (Stone, Singletary and Richmond, 1999). Secondly, the manager does not take feedback from the staffs, which leaves the communication process incomplete. Although there is not any mentioning of any noise factor in the communication process, but the way the manager delegates the responsibilities, it does get more prone to noise issues (Strain and Wysong, 1979). 
In the context of management theories, the delegation style is non-participative and incomplete for not taking account of the staffs’ responses and feedbacks (Strain and Wysong, 1979). The decision making here is very much decentralized, which is also a barrier to team work. Thus, the authoritative style of management leads to an authoritative style of communication in the given case study (Beisler, Scheeres and Pinner, 1993). Studies suggest that authoritative style of communication affects motivation and performance at work (Whaley and Samter, 2013). The manager’s failure to listen to the staffs creates issues and communication gaps at work. As a result, the staffs are more prone to making mistakes. 
It is also evident in the case study that the manager did not acknowledge the importance of communication accommodation (Beisler, Scheeres and Pinner, 1993). The manager is responsible with a team of staffs some of whom are from different ethnic or cultural backgrounds. Some of them have come to the UK very recently, which is why they don’t understand English very fluently as others. Therefore, it was the manager’s responsibility to delegate in a more sensible and responsible manner (Braithwaite and Schrodt, 2019). The manager should have tuned her own style of communication matching the level of understanding of the staffs. But her failure to do so has created communication gaps in the organization (Littlejohn and Littlejohn, 2002). As they continue to perform their task with little understanding of the responsibilities, the staffs are more likely to make mistakes and errors at work. Eventually, it would affect the performance of the organization in overall. But because the staffs would be blamed for the mistakes, it would create distance and lack of loyalty at the workplace (Braithwaite and Schrodt, 2019). The staffs would demonstrate poor morale and lack of involvement at work. If the manager was communicating with them in a more team-oriented fashion, and if she was listening to them properly before delegating the tasks, the performance would have been a lot better in the organization (Casmir, 2013). 
Therefore, it is evident that communication models and skills should be taken more seriously. The organizational performance is intricately linked to the effectiveness of organizational communication and the communication structure at work. 
[bookmark: _Toc67242868]Conclusion
Discussions have been made in the report on the implications of communication models and the relevance of communication skills. The case study of Maria and Pedro shows how the lack of effective communication leads to various organizational issues. The importance of effective communication in team work and in the organizational settings cannot be undermined. One of the reasons organisations most commonly face issues these days is because of the lack of effective communications. It is important that the business professionals develop advanced communication skills. 
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