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[bookmark: _Toc1693434654]1. Introduction
Communication and team working
What is communication ?
Communication involves transmission of verbal and non-verbal messages. It consists of a sender, a receiver and channel of communication. In the process of transmitting messages, the clarity of the message may be interfered or distorted by what is often referred to as barriers. according to Munodawafa (2008) 
What is team work ?
Teams work toward common goals that are understood and accepted by all team members. Teams work together to achieve long-term goals and objectives. Team members must work openly and honestly with each other toward a common purpose, according to Halibozek (2017)

How communication does affect team working ?
By promoting collaboration, creating common understanding, and coordinating activities, communication has a significant impact on teamwork. It includes the sharing of knowledge, opinions, and feedback among team members to facilitate successful decision-making, conflict resolution, and problem-solving. Trust is fostered, creativity is generated, and the team's overall performance and morale are improved through effective communication.

[bookmark: _Toc384171567]2. Models of Communication
[bookmark: _Toc1336590715]2.1 Shannon and Weaver Model of Communication
Drew (2023) highlighted, the Shannon and Weaver Model of Communication is a mathematical theory of communication that argues that human communication can be broken down into 6 key concepts: sender, encoder, channel, noise, decoder, and receiver
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Considering the following sample, I will give an example of:

Maria and Pedro.
Pedro is working on building site. His wife Maria was calling him and she asked him when he will come home, to buy a chicken. He didn’t understand her well because of the noise on the construction site and and he thought that she said that when he will get home, she will wait for him in the kitchen.
[bookmark: _Toc946272645]2.2 Schramm Communication Model 
This model is also known as the Osgood-Schramm model of communication. Unlike other communication models, this model is a circular or cyclical model that consists of all the essential elements of communication.
Elements of the Schramm model of communication include Encoder or Sender, Decoder or Receiver, Interpreter, and message. This model states that communication is a two-way highway, which means that information passes between the sender and receiver, according to Bhasin (2023).
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Example of a situation where is used Schramm Communication Model:
Emma, a marketing whiz, was thrilled to introduce the innovative WhisperGlow Smart Lamp. To ensure a triumphant launch, she embraced the Schramm Communication Model.
Emma tailored her message: comprehensive for her team, enticing for customers. Her presentation on the lamp's features, aesthetics, and benefits impressed her team, who offered insightful feedback.
For customers, Emma leveraged social media's visual impact. Engaging posts and emails highlighted the lamp's elegance and adjustable lighting. Customers' comments and inquiries allowed Emma to refine her approach.
Feedback flowed, addressing queries and concerns. Emma's timely responses and a FAQ section added clarity. As the launch neared, Emma's team felt confident and customers were eager to own the WhisperGlow Smart Lamp.
Emma's application of the Schramm Communication Model ensured the lamp's virtues were effectively shared, understood, and adapted as needed. This yielded a highly successful launch.
[bookmark: _Toc215760771] 2.3 Berlo Model of Communication
David Berlo set Berlos model of communication in the 60s. This model is also known as the SMCR model of communication. This model states that the emotional aspect of the message is an integral part of communication.In this model, SMCR stands for Source, Message, Channel, and Receiver, according to Bhasin (2023).
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Example of a situation where is used Berlo`s Model of communication:
In the Whispering Woods, Lily and Max embarked on a quest to find the Whispering Oak, a fabled tree of wisdom. Lily, as the sender, encoded her excitement and the message of the ancient map to Max, the receiver.
Their journey through challenges and discoveries represented the channel of communication, as they experienced the adventure together. This channel allowed Lily's excitement to be effectively transmitted to Max.
Upon finding the Whispering Oak, Max decoded the subtle whispers of the forest, understanding its message of connection and wisdom. This completion of the communication loop showcased the successful decoding by Max.
Returning home, they shared their journey, inspiring others to seek their own experiences. This spread of their adventure demonstrated the ripple effect of communication, as they became senders of a message that touched many.
Lily and Max's expedition to the Whispering Oak embodies Berlo's communication model. Lily's excitement, encoded in the map, was transmitted as a message (sender), decoded by Max during their shared journey (receiver). The resonance of their adventure among others signifies the ripple effect of impactful communication. The Whispering Oak subtly emphasizes the significance of successful communication, encapsulating Berlo's model.
2.1 Personal example : Shannon and Weaver Model of Communication
I will give a personal example which happened with me at work by using Shannon and Weaver Model of Communication
In the vibrant realm of a software company, a project manager (that's me!) embarked on a mission to clarify a looming project deadline. Armed with an email, I set out to communicate the project's progress and the significance of the timeline.
After carefully scripting the email to convey milestones achieved and tasks ahead, I selected the company's internal communication platform as my conduit. Aided by graphs and visuals, I hoped to simplify complex technical details.
Just before hitting "send," fate intervened – a momentary email server glitch caused a delay. Adding to the drama was the construction din outside my window, an unexpected addition to the soundscape.
Across the digital divide, my team received the email, a blend of text and graphics narrating our project's story. Some sailed through with ease, while others wrestled with decoding technical terms amid construction clamor.
Individually, team members decoded the email, aligning tasks with the clarified deadline. Amid this harmony, a single query arose – a task's priority needed clarification. I embraced the feedback, promptly responding and shedding light on the matter.
As the day progressed, my inbox chimed with messages. Some confirmed understanding, others expressed gratitude. The loop was complete, a reminder that communication is a journey of encoding, decoding, and feedback.
Ultimately, the project's deadline emerged clearer. What seemed a simple email evolved into a dance of understanding, where each step held significance. The Shannon-Weaver Model breathed life into communication, a reminder that it's more than words – it's the path to shared understanding.
[bookmark: _Toc1038081455]3. COMMUNICATION SKILLS
Khullar (2022) highlighted, communication skills involve speaking, listening, observing and empathizing. It also helps to understand how to communicate by phone conversations, face-to-face interactions, digital communications like social media and email.
Example of communication skills and their meaning:
Active Listening: Fully focusing on the speaker to understand their message, fostering understanding and building strong relationships.
Clear Articulation: Expressing ideas clearly and understandably, minimizing confusion and ensuring effective conveyance of information.
Empathy: Recognizing and sharing others' feelings, promoting rapport and mutual understanding in interactions. 
Adaptability: Tailoring communication to different situations and audiences, enhancing message relevance and receptiveness. 
Feedback: Providing constructive feedback helps others improve and fosters a culture of continuous growth. 
Conflict Resolution: Addressing conflicts calmly and respectfully maintains positive relationships and promotes collaboration. 
Persuasion: Convincing communication encourages others to consider new perspectives and ideas.
Written Communication: Well-structured written messages ensure clarity and professionalism in various contexts. 
Presentation Skills: Engaging presentations captivate audiences and effectively convey information.
Time Management: Communicating in a timely manner respects the time of others and maintains efficiency. 
Team communication: Clear communication within a team increases cooperation and achievement of goals.

Ability to receive feedback: Being open to feedback promotes personal growth and skill development.
Digital communication: Proper internet etiquette maintains professionalism and avoids misunderstandings. 
All these skills contribute to successful communication in both personal and professional interactions, increasing understanding, cooperation and positive results.
Example of a situation where some of these skills are used: 
Close friends Sarah and Alex lived in a quiet town. Their bond was built on years of laughter, tears and quiet support.
Setting: Sarah's cozy living room. 
Characters: Sarah (listener), Alex (speaker) 
One evening, Alex came in, bothered by a hard day. Sara put the phone down and gave him her undivided attention. "I'm here to listen," he said. Alex shared their disappointment, Sarah's gaze unwavering, her affirmative nods encouraging them. Between pauses, Sara responded sympathetically. "That sounds really hard," he grumbled. Sarah's thoughtful questions helped Alex explore their feelings. "What would help you manage it better?" he asked. When Alex spoke, Sarah's concentration never wavered. When the story ended, Sara chose her words carefully. "Thanks for sharing," he began. Alex smiled. "I appreciate you being here." In the silence of the room, their connection deepened. Through active listening, Sarah gave Alex more than her ears. He provided a sanctuary for thoughts and feelings, a space for understanding.
[bookmark: _Toc491849176]4. ADVANTAGES and DISADVANTAGES of Communication
Without workplace communication, staff wouldn't know what to do and customers wouldn't know when to expect their orders. Communication plays a role in nearly every aspect of running an organization and, when it is done well, it greases the wheels of operations and keeps morale high. When done poorly, it creates unnecessary ill will and interferes with daily routines, according to Gartenstein (2019) 
[bookmark: _Toc7181036]4.1 Advantages of communication: 
Information Sharing: Communication enables the sharing of information, knowledge and ideas, which helps individuals and groups make informed decisions and stay informed on various topics. 
Building relationships: Effective communication is the foundation of building and maintaining healthy relationships. It promotes interpersonal understanding, trust and empathy. 
Conflict resolution: Communication is essential to resolve conflicts and misunderstandings. Open and honest communication helps to solve problems, clarify misunderstandings and find mutually satisfactory solutions. Cooperation and teamwork: Effective communication increases cooperation and teamwork in groups and organizations. This ensures that everyone is on the same page and working towards common goals. 
Personal and Professional Development: Communication skills are crucial for personal growth and career development. Strong communication skills can lead to better job prospects, promotion and success in various fields. 
Innovation and creativity: Sharing ideas and perspectives through communication can lead to innovative solutions and creative thinking. Collaboration can lead to breakthroughs. 
Training opportunities: Communication is central to training. It facilitates communication between teachers and students and enables effective learning.
[bookmark: _Toc1529016178] 4.2 Disadvantages of communication: 
Misinterpretation: Incorrect or unclear communication can lead to misunderstandings, confusion and even conflict. Non-verbal cues, tone and context can be easily misinterpreted. 
Information overload: In today's digital age, too much communication and information can cause overload, making it difficult to filter relevant information from the noise. 

Language barriers: Language differences can hinder effective communication, especially in a multicultural environment. Misunderstandings caused by language barriers can lead to mistakes or missed opportunities. Loss of privacy: In the age of social media and digital communication, personal information can easily be shared without permission, putting privacy and security at risk. 
Emotional impact: Poorly delivered messages or insensitive communication can hurt feelings, damage relationships and have a lasting emotional impact. 
Although communication offers many benefits such as sharing information, building relationships and resolving conflicts, it also comes with challenges such as misinterpretation, information overload and language barriers. Developing strong communication skills and being aware of potential pitfalls will help people find these pros and cons effectively.

[bookmark: _Toc844588378]5. Conclusion 
In conclusion, it can be said that effective teamwork and communication are integral foundations for the success of  any group or organization. The harmonious interaction of these two elements fosters collaboration, innovation and effective problem-solving. When team members collaborate and communicate openly, the results are not only stronger results, but also a sense of shared achievement and sustainable team dynamics. The advantages and disadvantages of teamwork and communication are the twins that shape our communication. A symphony of teamwork forces produces innovation but falters without communicative leadership. Communication fosters unity, but wrong steps lead to discord. In this sensitive communication, balanced awareness leads to collaborative success.
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