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Introduction
The following assignment will explore the role of communication within a workplace for effective team working. For this, the assignment will begin with a brief introduction to communication, its process and types. Following the introduction, different models exploring the communication will be briefly discussed; continuing the assignment, the importance of the communication for effective team working will be discussed along with examples from real life experiences. The discussion will be relating its context of the health and social care setting as well as the responsibility in the aforementioned setting. 
Body 
Communication in simpler terms refers to the act of information transferring from one place, person or group to another. In another word, communication refers to the approach of conveying messages and meaning from an individual or groups of individuals to another through the application of the mutually comprehensible signs, symbols and semiotic rules. The word “Communication” is derived from the Latin word “Communicarre” which means “to share”. A communication process consists of 8 major steps which are: a) Motivation, b) Message, c) Encoding, d) Transmission, e) Noise sources, f) Reception, g) Decoding and h) Interpretation. These eight steps outlined the detailed approach of the communication process. Similarly, the systematic approach of the researchers or groups for exploring and comprehension of the communication process is categorized into three major types namely: Information Theory wherein the focus is the quantification, storage and communication of the information in general, Communication studies, wherein the emphasis is on the communication of human; and Biosemiotics, the aspect or forms of communication studies which explores and evaluates the communication existence between and in living organisms in general (Warren & Fassett, 2014). A typical communication consists of three major groups or parts: The sender; the message and the recipient. 
The senders in the communication process develop a message which is then received by the recipient who decodes the message, which is the typical communication process. In the process of communication, a certain motivation or factors is essential which encourages the communication process as well as the development of the message. The message developed is then encoded using understandable signs and symbols such that unintentional access or use of the message is inhibited. In addition to the development and encoding of the message, the mode of transmission is also a vital aspect of the communication process. Different mode of communication includes verbal, written and non-verbal. The mode of communication is selected based on the needs and preference of the sender and recipient. Similarly, different sources of noise exist within the communication process which affects the efficacy and effectiveness of the overall communication process. Following the selection of the appropriate communication mode as well as ample addressing of the noises, the message transmitted is received by the intended individual. The intended individual then performs the decoding of the transmitted message for the generation of meaningful information and idea for the purpose of interpreting the information being provided (Targowski, 1990). 
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Figure 1 A typical communication Model
With regards to the communication process, the various theoretical concept has been developed which focuses on discussing and exploring the overall communication process occurring between humans. These models consist of, Shannon-Waver Model, Berlo, Schramm, etc. Among all the model exploring the communication process, the model developed by Elwood Shannon and Warren Weaver is the first model which focuses on extending the communication using mathematical theory. The Shannon-Weaver Model was developed in 1949 at the Bell Telephone Labs which is regarded as the “Mother of All Models” since all the other model developed shared the same conceptual idea or frameworks as presented by the model. Original Shannon-Weaver Model consisted of five aspects, Information Source, Transmitter, Channel, Receiver and Destination. The information source represents the aspect or area wherein the information is stored, i.e. could be a human brain or physical storage wherein information has been kept, the next step of the model is the transmitter. The transmitter step represents the encoding of the signals for ensuring it can travel to its destination. Following which, the message is transmitted over a channel or channels appropriate wherein; the message is also accompanied by noises. The encoded message signal is then received by the recipient where the message is decoded reflecting the arrival of the message to its destination (Chandler & Munday, 2011). 
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Figure 2 Shannon-Weaver Model of Communication
The substituent communication models are derived from the Shannon-Weaver Model. For instance, the Berlo model of Communication developed by David Berlo comprises of the Sender-Message-Channel-Receiver which is an extended version of the Weaver Model of communication. The Berlo Communication model is applicable for simple person-to-person communication encompassing, source, encoder, message, channel, decoder and communication receiver (Stead, 1972). The initiation point of the Berlo Model determines the skills, attitude, knowledge and social system of individual involved in the communication process which followed by the generation of the message and encoding stages. The encoded message is transmitted by a transmission channel which is then decoded upon being received by the recipient. The message received is then interpreted and understood with appropriate action carried out based on the information (Miller, 2001). 
The overall communication process could either involve a single individual in a face-to-face confrontation or group of individuals in similar forms. The communication between two or more individual could be carried out or conducted using different channels or medium for exchanging of the intended message. Based on the channels used, the communication process could be categorized into Verbal Communication, Non-Verbal Communication and Written Communication.
Non-Verbal communication encompasses the exchange of information through the use of non-linguistic representation. The non-verbal forms of communication involve the use of body language, signs and gestures, etc. for conveying the intended message between two or more parties. Some of the major forms of non-verbal communication include haptic communication, chronemic communication, gestures, etc. The non-verbal communication focuses on the intention of the message which is voluntary such as handshaking or winking as well as non-voluntary reaction such as the sweating. In addition to the aforementioned aspect or action, the speech also consists of certain non-verbal aspect which is referred to as paralanguage. For example, the rhythm, tempo, intonation and stress during the speaking aids in the delivery of the communication intent between the communicating parties. This aspect of communication influences the overall communication at the most sub-conscious level whilst establishing trust. Additionally, the written form of communication also consists of the non-verbal communication intent in the form of the writing style, arrangement of the work and the utilization of the emoticon for the purpose of conveying the emotional aspect of the message (Mehrabian, 2007). According to Paul Wazlawicks, once proximity has been established within the awareness of an individual, the living creatures initiate the process of interpretation of the signal received. The major role of the non-verbal communication in the human conversation involves the complementation, illustration, reinforcement, emphasis, replacement, substitution, control, regulation and the contradiction of the de-innovative message (Young & Travis, 2017).
The non-verbal communication relies heavily on the cues for expressing and interpretation which present the communication as ambiguous wherein the presence of contradiction between the verbal and written forms of communication with the non-verbal forms could hinder the transmission efficacy and effectiveness. Despite this, non-verbal communication is included in each and every aspect of a normal communication process. For effective communication, the non-verbal cues such a body language, appearance, touch, voice, distance, timing and environmental forces play a vital role. Furthermore, non-verbal communication forms a multifunctional aspect (Burgoon et al., 2009). In health and social care setting the non-verbal communication is used for the purpose of communicating with an individual with learning disability or disease and/or disorder restricting the effective use of other communication forms (Matsumoto et al., 2012).
Verbal Communication refers to the use of the spoken or written approach for the transmission of a message between two or more concerned parties. Human languages, in general, utilize the verbal form of the communication wherein the process utilizes a system of symbols referred to as lexemes, and grammars, rules based on which the symbol manipulation is carried out. Verbal communication requires both a speaker for the transmission of the message and a listener who receive and interpret the message. The verbal communication utilizes phonetics skills of an individual for effectively communicating the information. Different skills are required for ensuring effective communication with the use of verbal approach such as active listening wherein the major emphasis of the listener is to interpret and comprehend the intent of the message rather than simply listen. Similarly, verbal communication requires individual for communicating with patience. Moreover, non-verbal skills are also influential within the communication process. The verbal communication within a healthcare setting is used for the conveyance of the message between the healthcare team members, to the care users and their families as well as for with concerned parties (Vermeir et al., 2015).
Written communication refers to the use of written forms of communication for interacting between two or more communicating parties. The written forms of communication forms a major aspect of the communication wherein an individual are required to carry out a wide range of tasks (Butterfield, 2012). The communication approach in written form utilizes letter, e-mails, social media, books, magazines, etc. for the purpose of transferring a message between one person to another. Written communication is used in a wide range of setting for both formal and informal communication approaches. Generally, the written communication is used for the purpose of formal communication which includes report writing, providing information to the management, posting of a job interview, etc. Therefore, an individual is required to be competent in writing such that the individual is able to convey the intended message with efficacy and effectiveness (Scammell, 2006).
Within any organization, communication plays an important role. It is due to the indispensable role played by the communication that the majority of the organization emphasize the effective communication skills development among the employees for ensuring growth and development. The effective communication process extends from the typical communication approach of exchanging of the information to the comprehension of the emotions and intention behind the message being conveyed. Effective communication requires an individual to utilize a wide range of the communication skills such as active listening, non-verbal communication along with management of the stress and assertation of self in a respectful approach (Tuhovsky, 2015). Effective communication ensures the efficacious and appropriate exchanging of the information such that the receiver comprehends the intention and emotions underlined by the message. For instance, in the healthcare setting, effective communication ensures the development of therapeutic communication and relationship essential for ensuring effective and efficacious treatment. The effective communication requires the healthcare professional to use a wide array of communication skills while communicating with the patient (Ghiyasvandian et al., 2014). Among the different skill, actively or engaged listening is vital wherein the care professional divulges in the communication is the focus of gaining comprehension of the patient perception along with his/her care needs and requirement. 
Different barriers restrict effective communication within the workplace. These barriers include cultural differences, language differences, disability and so on. Similarly, the extensive use of jargons, differences in perception, inability to comprehend the non-verbal cues or inappropriate use of the cues, etc. also hinders the communication process. 
During my workplace, I employed a wide range of communication skills for communicating effectively with my colleagues and staff at the workplace. For instance, while communicating with my fellow colleagues, I used verbal and non-verbal communication for comprehension of the message being conveyed. Similarly, being a leader, I also used written communication in the forms of daily reports, performance report, etc. while communicating with the management regarding the performance of my colleagues and juniors. Moreover, I also used online communication media such as e-mail, Facebook, Twitter, etc. for ensuring my social presence as well as effective and efficacious delivery of the information and reporting to the management.
Conclusion
Concluding communication for every aspect of life. Communication refers to the use of different approaches or forms for transferring the information and intention between two or more individuals.  Communication requires an individual to use a range of skills as well as demonstrate their competency in the utilization. Within the workplace, different mediums are used for communication such as e-mail, social media platforms, etc. Of these mediums, e-mail is used for formal communication approaches wherein the message is reported to the upper management such as the daily task report, performance report, risk analysis, etc. Effective communication forms the basis of the efficacious team works.
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Figure 1
Communication model
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