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 Effective Team Working and Communication
The quantity and quality of communication within a team and from leadership affects teamwork. When a team is not actively communicating, their work is at stake. It's important for everyone to learn how to communicate effectively in order to work effectively.
There are three basic communication styles:
Aggressive communication.

	Aggressive communication has a lot to do with trying to protect one's own ideas and opinions. The Aggressive Communicator is so concerned with having his or her ideas accepted that they often do so at the expense of others. This person tends to look at every situation as if it is a battle, and he or she wants to win. The following are the examples of aggressive communication.
•We do it my way, or we don't do it at all.
•Your idea is stupid.
•Feelings don't matter.
•I know what's best.

Passive communication.
	Those who use a passive style of communication often keep their own feelings hidden from others. The goal with this type of communication is to avoid conflict. Rather than risk causing some sort of upset, the Passive Communicator will avoid expressing his or her own opinions and will accept those of others instead. they often say something like;
· I don't know.
· You decide.
· It doesn't matter to me.
· Whatever you think.
Assertive communication.
	The most effective communication style is assertive communication. This includes really sharing opinions, as well as advocating for one's own rights. Unlike the Aggressive Communicator, though, this person will not trample on the rights and opinions of others. Assertive Communicators are able to balance a respect for themselves, with a respect for others. The Assertive Communicator will often say things like;
· I hear what you're saying. 
· I would appreciate it if you would . . .
· How can we work this out? 
How can you improve communication in a team? The following are the ways on how to improve communication in a team in the workplace.
· Open door policy. When everyone is shut behind closed doors, it creates an atmosphere of secrecy.
· Encourage two-way feedback. 
· Clarity of roles and responsibilities. 
· Build the team spirit.
· Use time wisely - Monday morning coffee time. 
· Training.
· Use appropriate forms of communication. 
· Online tools instead of meetings.
What are the benefits of working as a team?
The benefits of teamwork include increased efficiency, the ability to focus different minds on the same problem and mutual support. ... For example, in healthcare teamwork is associated with increased patient safety. Efficiency: When a team is able to work well together they accomplish more than individuals can do alone.
How can one work effectively as part of a team? Ideas for creating trust among team members include the following;
· Be honest.
· Work to eliminate conflicts of interests.
· Avoid talking behind each other's back.
· Trust teammates (you must trust them before they will trust you).
· Give team members the benefit of the doubt.
Benefits of Communication.
 Teams that communicate complete projects in a quicker and more efficient amount of time than others. They also are more accurate in their work than others. Effective communication also allows team members to understand their roles and the roles of everyone else on the team.
The following are ways on how to Communicate Effectively in the Workplace
· Open Meeting. It is easier to communicate your passion and how you feel to your team via open meetings. ... 
· Use of Emails can also be effective in the workplace. 
· One on One. Its also very easy to communicate effectively in the workplace.  
· Use Presentations. This gives you enough time to prepare on what to communicate to the team in the workplace.
· Communication via Training. 
· Display Confidence and Seriousness. ... 
· Use Simple Words. ... 
· Use Visuals.

Techniques for effective communication include inculcating listening skills, following an organized and logical approach, clarity and conciseness, understanding the situation, and taking feedback.
How can I communicate better? For healthier communication, try to:
· Find the Right Time. If something is bothering you and you would like to have a conversation about it, it can be helpful to find the right time to talk.
· Talk Face to Face. 
· Do Not Attack.
· Be Honest.
· Check Your Body Language.
· Use the 48 Hour Rule.
Communication in workplace is very important to companies because it allows companies to be productive and operate effectively. Employees can experience an increase in morale, productivity and commitment if they are able to communicate up and down the communication chain in an organization.
A communication barrier is anything that prevents you from receiving and understanding the messages others use to convey their information, ideas and thoughts. These barriers may be related to the message, internal barriers related to thoughts and feelings, or external barriers.
What are some of the barriers to effective communication?
· Lack of attention.
· Interest.
· Distractions or irrelevance to the receiver. 
· Physical disabilities such as hearing problems or speech difficulties.
· Physical barriers to non-verbal communication.

 Poor communication in the workplace maybe due to Lack of communication in the workplace can occur on a large scale, such as between management and employees, as well as on a smaller scale between individual employees. Failure to communicate effectively often leads to conflict, which can harm an organization. Poor communication can create conflict in a number of ways.
The following are the strategies for effective communication in the workplace, these may include types of Communication Strategies. Communication strategies can be verbal, nonverbal, or visual. Nonverbal communication strategies consist of mostly visual cues, such as body language, facial expressions, physical distance between communicators, or the tone of your voice. These cues are typically not intended.



The following are the ways on how to support a team in the workplace.
1. Expect and encourage teamwork. It is difficult to expect people to come together as effective teams if there isn’t a clear and definitive expectation of the importance of that. It may seem obvious to you, but you probably know what assuming can do… if you want great teams, start by making your expectations clear.
2. Be committed to team success and help grow the commitment of others3. The best teams are committed to their success and to each other. Are you committed to both of those things? As the leader of a team you are also part of the team, too.  Yes your role is different, but are you all in for the team? If you aren’t, how can you expect them to be? While being committed yourself is important, you must recognize the importance of this commitment and engagement and encourage it in others as well.
3. Create a team vision and help people personalize it. A team can be committed and “get along” and do great work, but if they aren’t moving in a direction that is the desired direction for overall organizational success, they are less effective than they could be. Whether you set the goals or involve them in setting them, no team can succeed without them. Goals alone aren’t enough however. We must help people connect their personal work to the goals of the team and the vision of the organization. Our role as leaders is to help make that happen.
4. Focus on relationships and encourage others to do the same.5 Often leaders make the mistake that if people get to know each other, they will get along better and most, if not all, team problems will melt like the Wicked Witch of the West. While many consultants make a living based on this basic premise, it is short sighted and incomplete. That said, relationships among team members matter and will aid in team development and success. If you want highly successful teams, be a relationship builder and allow time and space for team members to build relationships while they accomplish tasks.
5. Be available to help and let your team grow independent of you. Your team will need you, you are committed and are excited and believe in the goals of the team.  You must have time and invest time in your team. And . . . you must leave them alone. Don’t micromanage them. People grow and learn with help, but you can’t do things for them. Give them space, opportunity and be patient. Finding this balance may be a challenge, but remember that as they learn and grow you are leveraging that learning for the lifetime of the team.
6. Be supportive and encourage team members to support each other. Be supportive both of the team as a whole, which we have already talked about in several ways, but also of the individuals on the team.6 Remember that a team is made up of individuals, and when you support them you are building their confidence and creating positive attitudes. Since you know that confidence and a positive attitude and energy will improve individual (and team) results, it is important that you not only do this, but help people do the same for each other. Creating this upward spiral or support and encouragement will grow your team’s results as fast as almost any other thing, and it starts with you.
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