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This report will be focused on effective teamwork and communication. Communication is the way of exchanging and sharing information. Communication is the most important skill for business deal. Communication is important for building a team, maintain relationship & manage your workers. Lack of proper communication an organization face many conflict in their workplace. Conflict happens for lack of understanding, communication gap, lack of collaboration & trust issues. Lack of proper maintenance of communication organization fail to fill-up their goals. If we want to ensure proper communication we have to follow some theories. We have to maintain interpersonal communication properly. Communication is important for make simpler way of solving a problem. We have to give focus on communication & teamwork. (Wicks, 2017)
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[bookmark: _Toc501563959]Communication

Communication is a procedure of exchanging information between two or more individuals though a common language or symbol. (merriam-webster, 2017) By communicating people can exchange information, ideas, concepts, opinion or views which helps them to maintain a good relationship with each other. (Willmott, 2012)
Types of communications (study.com, 2010)
· Verbal communication
· Written communication
· Oral communication 
· [bookmark: _Toc456901517]Nonverbal communication
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· Build and maintain relationship 
(Australian Institute of business, 2015)Communication skill must for an employee. In order to build & maintain a new business relationship a good communication is the first and the most important thinks that needs to focused on. Relation can be build and maintained by positive happenstances with others. Communication is the key skill on that procedure. Without proper & effective communication, it is not possible to build & maintain a relationship.       
· Conveniences innovation 
If an employee is more skilful on communication he can implement his idea to innovate new ideas and plans for an organization. An organisation demand new business plan or strategy from an employee. If the recut employee is being skilled in communication he will be highly demanded on that situation.      
   

· Build a team 
A good team can be built only by ensuring an effective communication between their team members. If an organization can ensure free minded communication workplace will be more consistent and organized. Communication also help to boost a team moral and enthusiasm. Every worker gives his best effort as a result organization found a good team.


· Manage workers  
Every organization needs a skilful manager for their company. Manager needs to be manage his employee to get the best output from them. It can only be possible when the manager has a good communication among his employee. Good communication also helps him to give a good productive feedback to his worker.
 
· Beneficial outcome for company
Lack of proper communication a company face problem of long run. Communication helps to expand their business. Organization will survive for proper marketing as well as maintaining relationship. (smallbusiness.chron, 2017)
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Workplace conflict refers that type of which occurs within a workplace among their workers. (beyondintractability, 2013) Communication problem is the main reason of that conflict. There are basically two types of conflict we can noticed in the workplace. (workplaceissues, 2016) one is functional conflicts & the other one is character based conflict. As a result, communication-based conflict cost a company’s efficiency and fame. (Paul Hersey, 2008)
Communication problem occurs because of 
· Language barriers
· Personal issues
· Lack of response 
· New recut worker
 For which lack of proper communication cause conflict in a workplace are  (smallbusiness, 2017)
· Creating hesitation 
lack of effective communication can create uncertainty as a result it creates a hesitation situation within a workplace. Lack of response in time is one of the major reason. For example- suppose the boss give some task to his worker & he want a quick response from his worker. The worker faces some problem and he needs suggestion from his boss but he do not inform it as he feels shy and not confident. In that kind of case lack of proper communication create hesitation.   
· Poor teamwork 
In order to full fill an organization’s goal proper team work is the most important thinks we should focused on. Communication is the base by which we can make a good team combination. (smallbusiness, 2017) company’s success relay on their team members. If they don’t communicate with each other company will fail in the long run.
· Poor leadership 
A leader always needs be the man who encourage his worker. Only an ideal leader can encourage & motivate his employee and mange to get the best output from him. Employee wait for is leader’s decision. If an organization have poor leadership is increases the chance of poor communication around the organization. (linkedin, 2016)     



· Misusing recourse 
Many organization have limited recourse to use. Like computer, furniture equipment, natural recourse etc. if there is lack of communication between worker and owner it will impossible to fulfil company’s goal.  
      
[bookmark: _Toc501563962]Relevant theories of communication


· Berlo’s communication model
Berlo’s communication model focused on emotional expects of massage. David k Berlo
Invent the SMCR model for communication. Where (managementstudyguide, 2017)
· ‘S’ represents source 
· ‘M’ represents message
· ‘C’ represents channel
·  ‘R’ represents receiver
	1. “S” Source
· communication skills
· Attitude
· Knowledge
· Social System
· Culture
	2. M” Message 
· Content
· Element
· Treatment
· Structure
· Code


	3. “C” channel 
· Seeing
· Hearing
· Touching
· Smelling 
· Tasting
· writing
	4. “R” Receiver
Decoding message
· communication skills
· Attitude
· Knowledge
· Social System
· Culture


                              
what a sender wants to send to the receiver is called source. It is the first element of that structure. What information a sender wants to send to the receiver. Next step is encoding that into written form. Chanel is the media by which the massage can be send. At last receiver decode that massage. (Geraldine Bown, n.d.)
· Linear communication model
Linear communication model refers a communication system though which sender send a massage to his receiver in presence of noise. 
· Features
· One-way communication
· Mass communication
· Sender only send massage
· Receiver only receive massage
· No way to know the result or outcome
· No feedback
· Noise 
                                     



· Shannon & weaver communication model
Shannon & weaver communication model is the most well-known model in communication theories. There are three main parts of that model. (amazon.com, n.d.)
· Sender
· Chanel
· Receiver
Process of that communication model (managementstudyguide, 2016)
i. Sender 
ii. Transmitter
iii. Signal
iv. Recipient
v. Receiver 
vi. Noise

                              
Sender choose information source first. Encoder is the transmitter machine by which information is transferred into send able form. Chanel is the medium of sending massage. Recipient is the decoder machine. Receiver can get the massage after decoding. (businesstopia, 2015)
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Inter-personal communication refers sharing information between people. (skillsyouneed, 2011) it is a way of exchanging information though verbal or non-verbal communication process.

· Verbal communication
· Spoken language method
· Face to face taking process
· Exchanging info via talking 
· Seminar, presentation
· Storytelling 
· Nonverbal communication
· Silent communication process 
· Gesture
· Body language
· Face expression (smile, cry, happy, sad)
· Body movement & touch
(brighthubpm, 2017)

· Body language
Body language is a physical behaviour or attitude by which a person can share or communicate with others. It’s a non-verbal way of communication. Body movement, touch, attitude, facial expression & motion are such an example of communication process by body language. Its also known as kinesics. (merriam-webster, 2015)
· Active listening 
Active listening refers a process by which a person can gain information from other by listening his talk. This skill can gain by regular practice. in order to achieve information a listener needs to be concentrate enough. It is a verbal way of communication. (thebalance, 2016)  
· Personal presentation
“First impression is the last impression”. Personal presentation is the way how you can present yourself in front of others. In personal presentation one needs to focus on how he speaks, what he needs to say, body language, look, dress & gesture. Branding yourself in the best possible way is personal presentation. (Career center , 2017)
· Context awareness
Context means any kinds of information that is relevant for the job. Worker needs to aware of contextual information like timing, location, device, identity, user, role, task & responsibility. By context awareness process one can easily gather data from other sources and response according to needs. (whatis.techtarget, 2015) 
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Written communication indicates the process of communicating or sharing information or data in a written symbol. (businessjargons, 2017)
· Written communication
· Sharing information via a written form
· Sending or receiving massage 
· Sharing project plan 
· Around 65% of entire communication are done by that form

· Formats of written communication (study.com, 2017)
· Lay Out of Letters
· Outline of a Notice
· Writing a Report
· Curriculum Vitae
· Outline of Memos
· Layout of Notes
· Layout of Meeting
· Outline of a Circular
· Layout of press report
· Journals
Structure of written communication (study.com, 2017)
Any kinds of written communication need to follow basic 3 steps
· Introduction
In that place you have to start your conversation with gesture. Give focused on the topic you want to discuss in later part.
· Body
This is the main part of your written outline. You have to discuss in detail and provide all types of information you want to provide to your receiver.
· Conclusion 
In that part you have to summarized your entire brief. And show respect to the person.  
[bookmark: _Toc501563965]Conclusion

[bookmark: _Toc456901523]Today is the area of technology & communication. Now a day we easily can connect with one another very easily. If we want to ensure a large networking for our business communication is the first basic thinks we have to pay attention. Inter personal communication skill also needs to focused on. Organization also needs to recut skilful employee.  Without proper communication we cannot ensure proper teamwork in our organization. We know that any company can be succeed in their sector without a skilled worked team group. (Morgan, n.d.)
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