











EFFECTIVE TEAM WORKING AND COMMUNICATION


Executive summary

The entire study focuses on the effective team working and communication and for this purpose, the researcher mainly focuses on the various communication skills that are essential to make the communication process effective. Further, the study includes various suitable theories and model to communicate so that, it becomes possible for the employers to improve the quality of communication. Moreover, the researcher includes theories to make effective team structure. 
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[bookmark: _Toc502250147]Introduction 
Teamwork offers a number of advantages such as enhanced productivity, improved staff efficiency and heightened sense of staff morale. One of the key factors in developing a good team is proper communication. The employers who know how to communicate well with the workforce will likely have positive and organized workplaces. Without good communication skills, employers in almost all places will likely be ineffective. From the perspective of real life experiences, my friend experienced same situation in his workplace regarding ineffective communication. My friend completed internship in Hennes & Mauritz which is Swedish clothing company and offers quality fashion at the best prices. At the present time, the manager faces some issues because of the ineffective communication with the team members and therefore, the productivity of the company decreases. Because of this, the study focuses on the effective communication which is required to develop a good team. Further, the study includes a number of communication models to improve the quality of communication within the workplace environment. 
[bookmark: _Toc502250148]The concept of effective communication 
Effective communication can be perceived as a two way information sharing method that involves a person sending some messages that are easily understood by the receiving one. On some other words, communication can be said to be effective when sender and receiver in the communication assign same meaning to the message and make the sender feel heard and understood. Effective communication by the business associates facilitates knowledge and information sharing among employees that can substantially contribute to the commercial success.  According to the viewpoint of Morgan (2016), effective communication includes some skills such as listen, verbal, nonverbal, written and Para-verbal skills. 
Listen 
Listening skills allow a person to make sense of and understand what the other person is trying to say. In some other words, it can be stated that, the listening skills make people able to understand what someone is talking about and the actual meaning behind the words. As mentioned by Butchibabu et al. (2016), before communicating, a person needs to listen first.  From this perspective, it can be stated that, as a manager, the person needs to listen the needs and requirements of the employees before developing a good team. Without listening to the team members, it will not be possible for a manager to convey information to the employees and understand the weakness and strengths of each of the team members. 
As for instance, the manager of H&M needs to listen to the requirements of employees before developing any decision and therefore, it will be possible for the manager to attract the attention of team members. 
Verbal communication 
Managers need to provide trainings to the employees and therefore, it is necessary for a manager to convey information and knowledge to the team members in speech. Therefore, before delivering the some speech, it is important for a manager to be friendly in nature and think before speak. According to the viewpoint of Nancarrow et al. (2013), one of the major factors to communicate with others is the confidence. Therefore, a team leader needs to be confident while confronting employee training purposes.  
Non verbal communication 
Interpersonal communication is more than the explicit meaning of words or the message conveyed. It includes implicit messages that can be expressed through nonverbal behaviours. It is worth saying that, for the employers nonverbal communication is as important as the verbal communication in order to make the employees feel comfortable with the confrontation. As mentioned by Nancarrow et al. (2013), nonverbal communication includes body language, facial expression, hand gestures, eye contact and postures. 
As for instance, nonverbal communication helps the manager of H&M in conjunction of verbal communication to relay information that becomes clearly understood by the team members. The concerned employer can punctuate, emphasize, reinforce and relive the communication with the help of any aforementioned methods of nonverbal communication in order to develop a strong a team within the workplace environment. 
Written communication 
Clarity is crucial and therefore, it is important for employer to consider written communication in order to develop a productive and creative workforce. According to the viewpoint of Grunig (2013), written communication permits business to communicate to the employees and to the outside world as well. While, traditional hard copies of the considered written communication in case of business are still prevalent, online and email communication in business has become common among the workforce (Sims et al. 2015). It is worth saying that, workforce generally communicates with each other with the help of various online platforms and therefore, if the managers start to communicate and deliver information in some attractive written format to the team members, then it will attract members efficiently.  
Para verbal communication 
According to the viewpoint of Charlier et al. (2016), one of the most important thing in communication is hearing what is not said at all. Therefore, how a team leader say to the team member is as important as what the person is saying. How a person says something can be perceived as a Para verbal communication. Para verbal communication includes tone, pitch and speed of throwing words while confronting others. Being an employer, it is important to control the speed of the language so that, all the employees become able to understand what the leader actually wants to say. 
[bookmark: _Toc502250149]Requirement for effective communication 
It is worth saying that, effective communication is essential in order to develop a good team. As for instance, in the considered workplace the manager needs to focus on the various communication skills so that, it becomes possible for the person to resolve the raised issues regarding productivity. For this situation, the employers considered a number of tools and technique to improve the productivity through communication. In Spite of the new tools and techniques, the challenges of the effective communication in the workplace environment remain same. According to the viewpoint of Charlier et al. (2013), there are some of the skills that include listening skills, verbal skills, nonverbal skills, para verbal skills and the written skills for the effective communication. For an employer, it is important to encompass all these skills despite of having improved technologies to communicate with the team members. 
[bookmark: _Toc502250150]Influences and implications of communication 
Communication is the fundamental aspect of teamwork. According to the viewpoint of Kong and Kim (2015), consistency is the secret of success in communication. Based on this, there are some implications and effects that influence communication in the workplace environment. These include
· Encoding effects 
· Source effects 
· Channel issues 
· Receiver effects 
· And decoding effects 
In order to develop an effective team, it is necessary for the employer to consider all these effects so that, it becomes helpful for them to communicate with employees as much as possible (McPhee and Poole, 2016). 
[bookmark: _Toc502250151]How well employers perform at communicating 
The aim of business venture is to improve productivity and for this reason, it is necessary for the management team to develop an effective team in order to make the procedure faster than the expectation. From this perspective, it is important for the employers to consider some key elements in order to communicate with the employees. As for instance, in my friend’s workplace, the organization considers a number of strategies so as to resolve the communication issues effectively. 
Provide structure: 
For a manager, it is important to improve a structure for communicating in the workplace. Therefore, it becomes possible for the employees to understand whom they must go to after completing a project for the approval (Turaga, 2016). Because of this, the management team of the company develops a structure on a daily basis and must announce in advance when meetings will be held. This strategy of communicating with employees is quite effective in case of the considered company.  
Solve problems together:
In order to cultivate team spirit, the managers of the company leads team members in solving problems in together. Therefore, the aim of the management team is to lead the team as a director and solve problems collaboratively. This ensures the entire team members feel invested in resolving problems (Woodrow and Guest, 2014). 
However, there are some of the issues in this strategies and therefore, it is important to consider the theories to improve the communication. 
[bookmark: _Toc502250152]Communication theory and model 
The Shannon-Weaver Mathematical Model
The Shannon-Weaver model of communication is designed in order to develop effective communication between the source and receivers and the widely accepted model all over the world. This model can be applied in the field of communication especially in technical communication. According to the viewpoint of Ceschi et al. (2014), this model deals with a number of concepts that include information source, noise, transmitter, channel, information destination, decode and encode and the receiver (Jackson, 2014).  
Sender: 
The person who selects the desire information to send falls under this category. 
Encoder: 
It is the transmitter that converts the information into the form of signals. 
Decoder: 
This is the reception place of signal and it converts signal onto message. Therefore, it is the reverse process of encoder. 
[image: ]
Figure 1: The Shannon-Weaver Mathematical Model
(Source: Turaga, 2016)
Noise: 
It is worth noting that, information is transferred from encoder to decoder with the help of channel. During this procedure, the information may get distracted by crowd noise or encoded signals and because of this the communication flow hampered (Morgan et al. 2015). 
Because of this problem, when managers of the concerned company communicate with the workers, some information may get distracted and because of this, the employees get wrong information. Therefore, according to this model, this is one of the main issues of communication in the workplace. Based on this theory, it can be stated that, the organization needs to analyze the noise that hampers the quality of communication. From this perspective, it is important for the company to focus more on the written communication and listening skills so as to improve the quality of communication. 
Berlo’s Model of communication 
This communication is postulated from Shannon Weaver’s model of communication and describes the factors that affect individual components of communication to make the communication more effective. According to the viewpoint of Jackson (2014), this model focuses on decoding and encoding significantly. It is worth saying that, according to this model, there are main components of the communication process and those are source, message, channel and receiver. Therefore, this model follows SMCR format. 
Source: 
It is the person who originates the information or message. The person sends the information to the receiver. It incorporates some of the factors such as 
· Communication skills
· Knowledge 
· Attitude 
· Culture 
· Social system
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Figure 2: Berlo’s Model of communication
(Source: McPhee and Poole, 2016)
Message: 
It is the substance send by the source to the receiver. It might in the form of text, audio, video, voice or other media. The key elements that affecting the message are 
· Content 
· Structure 
· Treatment 
· Code 
· Elements especially non verbal things 
 Channel: 
It is the medium utilized in order to deliver information. 
Receiver: 
It is the person who receives the information sent in through the process. 
In the workplace, it has been identified that, there is no feedback system and therefore, the organization faces issues related to communication (Jackson, 2015). Further, there is diverse workforce in the organization and therefore, it is necessary for the company to focus on the nonverbal communication to communicate with the employees. 
[bookmark: _Toc502250153]Theory of Team structure 
Management considers a number of methods to develop an effective team in the organization. However, the considered company can select the Belbin model so as to develop a productive team in the workplace. 
Belbin 
Belbin team roles include action oriented roles, thought oriented roles and the people oriented roles. The action oriented roles include shaper, implementer and completer finisher. Along with this, the people oriented roles include coordinator, team worker and the resource investigator. 
From this theory, it can be identified that, the employers are unable to identify each of the team roles and therefore, the organization faces issues in developing effective team in the workplace (Refer to appendix I). 
[bookmark: _Toc502250154] Conclusion 
From the above study, it can be concluded that, communication is necessary to develop an effective team. As my friend’s workplace faces some of the issues regarding the communication, the productivity of the company hampers. Therefore, the employers of the company can consider Shannon Weaver model and Berlo’s Model of communication in order to improve the communication with the employees. Along with this, Belbin model can also help the company to develop a good team and to resolve the issues.  
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Belbin’s Team Roles Tables

Challenges the team to improve.

Action Oriented Roles Puts ideas into action.

Ensures thorough, timely

completion.
Coordinator Acts as a chairperson.
People Oriented Roles Team Worker Encourages cooperation.

Resource Investigator  Explores outside opportunities.

Presents new ideas and

g approaches.

moughtoriented  yonitor-Evaluator Analyzes the options.

Specialist Provides specialized skills.





