SMALL GROUP AND TEAM COMMUNICATION pdf
1: Small Group and Team Communication by Thomas E. Harris
Description. Small Group and Team Communication integrates theory, research, and practical examples into a clear and
logical presentation of how communication works in a variety of professional, social, civic, and personal groups and
teams.

Any number of team members. Instructions Explain to participants that they will have to form a team based on
the instructions that you shout out. For example, some instructions could include "Get into a team with people
who have the same number of children as you" or "Get into a team with people who like similar types of
music to you. People can shout out or sit down to signal that their team is "complete. Repeat the exercise as
many times as you want. Advice for the Facilitator Talk with your team about how this activity encouraged
them to communicate. How could they learn to open up and communicate more effectively in work situations
in the future? The Elephant List This exercise is for teams that are committed to open and honest
conversations, even when the subject is a difficult one. Not all exercises are light-hearted or playful. This
exercise requires a very experienced facilitator. Your team members may be reluctant to discuss contentious
issues in a group, or they may be fearful of raising subjects that could be seen as "off limits" to them. The
facilitator will need to reassure participants that they can do so in a safe, trusting environment. Any number of
team members but, if there are more than six or seven people taking part, you may have to have a quick vote
to decide which "elephants" to address, and in which order. Sticky notes or small sheets of paper with an
elephant image, which you can call "elephant sheets" you can get creative here! Three flip charts in a wide
circle, or in a U-shape. You can set your own time limit for discussions. Assemble your team and explain the
objectives of the exercise, which are: This means deciding whether they are issues that the participants have
Control over, that they can Influence, or that they need to Accept. Hand out the sticky notes or elephant sheets,
and give your team members five minutes to write down one elephant. They should also write whether their
elephant is C, I or A. Putting their names on the sheet or sticky note is optional. Collect the elephants, read
them aloud one by one, then record them on the relevant flip charts marked C, I or A. As mentioned above, if
you have a large number of elephants or are limited by time, you may need to vote on which ones to address.
Decide as a group whether the A elephants really are issues that just have to be accepted, and agree on whether
any of the C or I elephants are actually A elephants. Then, let the A-list elephants go. Basically, just accept
them. Tackle C and I elephants in open conversations, and try to come up with solutions or action items. Look
at each elephant through the "4 Ws. What are we doing about it? Who can resolve this issue? When can we
resolve this? Advice for the Facilitator Define specific actions that your whole team agrees with and create an
action plan to carry them out. Then, continue to coach and support your team when addressing other elephants
in the future. The Elephant List is reproduced with permission from Gabriele Bankers, an organization
development specialist from Denver, U. People get into pairs and one member talks about his or her opinions.
His partner listens without speaking, and then, without rebuttal, recaps on what has been said. This activity
also shows them how to listen with an open mind. People and Materials An even number of team members,
ideally. Eight index cards for each team of two. Each card should list one topic. The topics should be
interesting, but not too controversial.
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2: Small Group Communication: Essence of Effective Team Communication
I had more fun deciphering quantitative analysis journal articles than I did reading /Small Group and Team
Communication/, and those journals get pretty dry. DeVito's /Human Communication/ and Flatley's /Business
Communication/ cover much of the same material as this text, but DeVito and Flatley are worlds better.

Department of Communication, Indiana State University 6 8. Many people think that a group is simply a
collection of people, but that is only part of it. If you walk out your front door and pull together the first ten
people you see, do you have a group? Organizational communication might be thought of as a group that is
larger than 12 people. While there are exceptions, for the most part, group size is often thought of in terms of
people. So if you feel this is unimportant to know, remember that group communication and teamwork skills
are critical to your success later in life. He suggests using smaller groups when equal participation is desirable.
While all teams are groups, not all groups are teams. A Team is a special type of group. We like to define a
team as a specialized group with a strong sense of belonging and commitment to each other that shapes an
overall collective identity. While all members of an athletic team share some athletic ability and special
appreciation for a particular sport, for example, members of a football team have highly specialized skills as
indicated in the various positions on the team â€” quarterback, receiver, and running back. In addition to
athletic teams, work and professional teams also share these qualities. Groups differ from teams in several
ways Boundless Management, Teams require coordination of tasks and activities to achieve a shared aim.
Groups do not need to focus on specific outcomes or a common purpose. Team members are interdependent
since they bring to bear a set of resources to produce a common outcome. Individuals in a group can be
entirely disconnected from one another and not rely on fellow members at all. Teams are formed for a
particular reason and can be short- or long-lived. Groups can exist as a matter of fact; for example, a group can
be comprised of people of the same race or ethnic background. Degree of formal structure: Groups are
generally much more informal; roles do not need to be assigned and norms of behavior do not need to develop.
Team members are aware of the set of people they collaborate with since they interact to complete tasks and
activities. Members of a group may have personal relationships or they may have little knowledge of each
other and no interactions whatsoever. Sometimes it is difficult to draw a distinction between a team and a
group. For instance, a set of coworkers might meet on occasion to discuss an issue or provide input on a
decision. While such meetings typically have an agenda and thus a purpose and some structure, we would not
necessarily think of those in attendance as a team. The activity scope and duration is just too small to involve
the amount of coordination of resources and effort that teamwork requires.
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3: Defining Small Groups and Teams | Introduction to Public Communication
Small Group and Team Communication explores all these different interconnections and the communication strategies
we use in our work and social groups. The authors use the systems perspective as their core approach throughout the
text, treating small groups as complex open systems reliant upon communication to achieve success.

Check new design of our homepage! Essence of Effective Team Communication Communication is about
expressing and conveying your thoughts, feelings, opinions, and ideas to another person or a group of people.
Good communication skills can help you keep your head up and confidently take charge of unfamiliar
situations. People are more likely to listen to you if you can express yourself well, and this is particularly
useful in influencing and negotiating important personal, social, or business matters. Workspirited Staff Last
Updated: Feb 7, Effective communication comes in handy while resolving conflicts and dealing with difficult
people. Some people are born with effective communication skills, but others need to develop them.
Developing effective communication skills requires repeated practice, which you can do by frequently putting
yourself in situations where you have to interact with a variety of people. Consider joining social clubs or
public speaking and debate clubs to polish your skills. Communication in a Small Group Small group
communication is, of course, the communication that is carried out within a small group. A small group is
generally defined as a group that consists of at least three members, or a maximum of around twelve to fifteen
members. A group that has just two members or more than fifteen members would not come in the category of
a small group. A small group may be a professional group, an educational group, or a social group. The
members belonging to it will have a common bond, or interest, or goal that brings them together. Even though
the number of members are less in a small group, effective communication between them is still important.
Consider team communication with regard to the workplace. Most companies and organizations have people
working in small teams. This has been found to be more effective and productive than a single individual
toiling away at a project. When you have three, four or more people working on an issue, you have the
advantage of having access to more ideas and solutions for the project. Such groups will have more checking
safeguards against any flaws in the plan and will be able to establish more network connections. When
compared to a single person, a group is also more likely to take on and complete large-scale, complex projects,
efficiently and quickly. However, for the team to operate smoothly, there must be open and efficient
communication between its members. Team communication is important for the following reasons: Effective
and open communication creates a feeling of trust and a sense of belonging to the team. The more the
members feel valued, the more dedicated they are likely to be, and this in turn makes it easier for the team as a
whole to achieve its goals. On the other hand, poor group communication between team members can
unnecessarily botch up an entire project. This can affect their desire to work together, and thereby affect the
quality of the work. Effective team communication in a small group is a mix of good manners, good attention,
and open-mindedness. You should think before you speak, and never raise your voice unnecessarily. Listen
carefully to what others speak. Ask for inputs and feedback from all members. Speak slowly and clearly and
make your points in a clear, logical manner. Stick to the matter at hand. It is more effective than what you say.
So if you are angry and look angry, that is going to convey itself to the other members in your small group.
Give yourself time to cool down. If there are any misunderstandings, clear them up in a calm manner. Get it
clarified before you all move on. If you have an opinion, express it as such, with the reasons behind it, not as
an ironclad fact. This is only a brief overview about effective team communication in small groups. Indulging
in group activities is an effective method to build a good rapport between team members. If you want to foster
effective team communication in a small group, you can resort to some team building activities that can be
conducted at the workplace. Occasional classes and seminars are also beneficial for this purpose.
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Small group communication is, of course, the communication that is carried out within a small group. A small group is
generally defined as a group that consists of at least three members, or a maximum of around twelve to fifteen
members.

Increasingly, small groups and teams are engaging in more virtual interaction. Virtual groups Groups that take
advantage of new technologies and meet exclusively or primarily online to achieve their purpose or goal.
Some virtual groups may complete their task without ever being physically face-to-face. Virtual groups are
popular in professional contexts because they can bring together people who are geographically dispersed.
Ahuja and John E. Virtual groups also increase the possibility for the inclusion of diverse members. The
ability to transcend distance means that people with diverse backgrounds and diverse perspectives are more
easily accessed than in many offline groups. One disadvantage of virtual groups stems from the difficulties
that technological mediation presents for the relational and social dimensions of group interactions. As we will
learn later in this chapter, an important part of coming together as a group is the socialization of group
members into the desired norms of the group. Since norms are implicit, much of this information is learned
through observation or conveyed informally from one group member to another. In fact, in traditional groups,
group members passively acquire 50 percent or more of their knowledge about group norms and procedures,
meaning they observe rather than directly ask. Virtual groups experience more difficulty with this part of
socialization than copresent traditional groups do, since any form of electronic mediation takes away some of
the richness present in face-to-face interaction. To help overcome these challenges, members of virtual groups
should be prepared to put more time and effort into building the relational dimensions of their group. Virtual
groups who do not overcome these challenges will likely struggle to meet deadlines, interact less frequently,
and experience more absenteeism. What follows are some guidelines to help optimize virtual groups: Get
started interacting as a group as early as possible, since it takes longer to build social cohesion. Interact
frequently to stay on task and avoid having work build up. Start working toward completing the task while
initial communication about setup, organization, and procedures are taking place. Be explicit about your
reactions and thoughts since typical nonverbal expressions may not be received as easily in virtual groups as
they would be in colocated groups. Set deadlines and stick to them. Make a list of some virtual groups to
which you currently belong or have belonged to in the past. What are some differences between your
experiences in virtual groups versus traditional colocated groups? What are some group tasks or purposes that
you think lend themselves to being accomplished in a virtual setting? What are some group tasks or purposes
that you think would be best handled in a traditional colocated setting? Explain your answers for each.
Advantages and Disadvantages of Small Groups As with anything, small groups have their advantages and
disadvantages. Advantages of small groups include shared decision making, shared resources, synergy, and
exposure to diversity. It is within small groups that most of the decisions that guide our country, introduce
local laws, and influence our family interactions are made. In a democratic society, participation in decision
making is a key part of citizenship. Groups also help in making decisions involving judgment calls that have
ethical implications or the potential to negatively affect people. Individuals making such high-stakes decisions
in a vacuum could have negative consequences given the lack of feedback, input, questioning, and proposals
for alternatives that would come from group interaction. Group members also help expand our social
networks, which provide access to more resources. A local community-theater group may be able to put on a
production with a limited budget by drawing on these connections to get set-building supplies, props,
costumes, actors, and publicity in ways that an individual could not. The increased knowledge, diverse
perspectives, and access to resources that groups possess relates to another advantage of small
groupsâ€”synergy. Synergy Refers to the potential for gains in performance or heightened quality of
interactions when complementary members or member characteristics are added to existing ones. Because of
synergy, the final group product can be better than what any individual could have produced alone. As a
group, we created teams representing different countries around the world, made brackets for people to track
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progress and predict winners, got sponsors, gathered prizes, and ended up with a very successful event that
would not have been possible without the synergy created by our collective group membership. The members
of this group were also exposed to international diversity that enriched our experiences, which is also an
advantage of group communication. Participating in groups can also increase our exposure to diversity and
broaden our perspectives. Although groups vary in the diversity of their members, we can strategically choose
groups that expand our diversity, or we can unintentionally end up in a diverse group. When we participate in
small groups, we expand our social networks, which increase the possibility to interact with people who have
different cultural identities than ourselves. Since group members work together toward a common goal, shared
identification with the task or group can give people with diverse backgrounds a sense of commonality that
they might not have otherwise. Even when group members share cultural identities, the diversity of experience
and opinion within a group can lead to broadened perspectives as alternative ideas are presented and opinions
are challenged and defended. This example brings together the potential of synergy and diversity. People who
are more introverted or just avoid group communication and voluntarily distance themselves from
groupsâ€”or are rejected from groupsâ€”risk losing opportunities to learn more about others and themselves.
In some cases, one person can be just as or more effective than a group of people. Think about a situation in
which a highly specialized skill or knowledge is needed to get something done. In this situation, one very
knowledgeable person is probably a better fit for the task than a group of less knowledgeable people. Group
interaction also has a tendency to slow down the decision-making process. Individuals connected through a
hierarchy or chain of command often work better in situations where decisions must be made under time
constraints. Group communication also presents interpersonal challenges. A common problem is coordinating
and planning group meetings due to busy and conflicting schedules. Some people also have difficulty with the
other-centeredness and self-sacrifice that some groups require. The interdependence of group members that we
discussed earlier can also create some disadvantages. Group members may take advantage of the anonymity of
a group and engage in social loafing Tendency for some members of small groups to contribute less to the
group than other members or than they would if working alone. Karau and Kipling D. Social loafers expect
that no one will notice their behaviors or that others will pick up their slack. She emphasized the fact that we
all needed to increase our knowledge about group communication and group dynamics in order to better our
group communication experiencesâ€”and she was right. So the first piece of advice to help you start
improving your group experiences is to closely study the group communication chapters in this textbook and
to apply what you learn to your group interactions. A second piece of advice is to meet often with your group.
Myers and Alan K. Of course, to do this you have to overcome some scheduling and coordination difficulties,
but putting other things aside to work as a group helps set up a norm that group work is important and
worthwhile. Regular meetings also allow members to interact with each other, which can increase social
bonds, build a sense of interdependence that can help diminish social loafing, and establish other important
rules and norms that will guide future group interaction. Last, establish group expectations and follow through
with them. I recommend that my students come up with a group name and create a contract of group
guidelines during their first meeting both of which I learned from my group communication teacher whom I
referenced earlier. The group name helps begin to establish a shared identity, which then contributes to
interdependence and improves performance. The contract of group guidelines helps make explicit the group
norms that might have otherwise been left implicit. Each group member contributes to the contract and then
they all sign it. If group members end up falling short of these expectations, the other group members can
remind the straying member of the contact and the fact that he or she signed it. If the group encounters further
issues, they can use the contract as a basis for evaluating the other group member or for communicating with
the instructor. Why or why not? The second recommendation is to meet more with your group.
Acknowledging that schedules are difficult to coordinate and that that is not really going to change, what are
some strategies that you could use to overcome that challenge in order to get time together as a group? Key
Takeaways Getting integrated: Small group communication refers to interactions among three or more people
who are connected through a common purpose, mutual influence, and a shared identity. Small groups are
important communication units in academic, professional, civic, and personal contexts. Several characteristics
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influence small groups, including size, structure, interdependence, and shared identity. In terms of size, small
groups must consist of at least three people, but there is no set upper limit on the number of group members.
Groups develop a shared identity based on their task or purpose, previous accomplishments, future goals, and
an identity that sets their members apart from other groups. Small groups serve several functions as they meet
instrumental, interpersonal, and identity needs. Groups meet instrumental needs, as they allow us to pool
resources and provide access to information to better help us survive and succeed. Groups meet interpersonal
needs, as they provide a sense of belonging inclusion , an opportunity to participate in decision making and
influence others control , and emotional support. Groups meet identity needs, as they offer us a chance to
affiliate ourselves with others whom we perceive to be like us or whom we admire and would like to be
associated with. There are various types of groups, including task-oriented, relational-oriented, primary, and
secondary groups, as well as teams. Task-oriented groups are formed to solve a problem, promote a cause, or
generate ideas or information, while relational-oriented groups are formed to promote interpersonal
connections. While there are elements of both in every group, the overall purpose of a group can usually be
categorized as primarily task or relational oriented. Primary groups are long-lasting groups that are formed
based on interpersonal relationships and include family and friendship groups, and secondary groups are
characterized by less frequent interaction and less emotional and relational communication than in primary
groups. Our communication in primary groups is more frequently other oriented than our communication in
secondary groups, which is often self-oriented. Advantages of group communication include shared decision
making, shared resources, synergy, and exposure to diversity. Disadvantages of group communication include
unnecessary group formation when the task would be better performed by one person , difficulty coordinating
schedules, and difficulty with accountability and social loafing. For each of the follow examples of a small
group context, indicate what you think would be the ideal size of the group and why. A study group for this
class A committee to decide on library renovation plans An upper-level college class in your major A group to
advocate for more awareness of and support for abandoned animals List some groups to which you have
belonged that focused primarily on tasks and then list some that focused primarily on relationships. Compare
and contrast your experiences in these groups. Synergy is one of the main advantages of small group
communication. Explain a time when a group you were in benefited from or failed to achieve synergy. Discuss
the characteristics of each stage of group development. Small groups have to start somewhere. Even
established groups go through changes as members come and go, as tasks are started and completed, and as
relationships change. In this section, we will learn about the stages of group development, which are forming,
storming, norming, performing, and adjourning.
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This course explores the dynamics of group communication and effective team work. Both social and workplace
scenarios will be examined. Analytical techniques will be included to provide effective strategies for communication in
these contexts.

Group communication[ edit ] The first important research study of small group communication was performed
in front of a live studio audience in Hollywood California by social psychologist Robert Bales and published
in a series of books and articles in the early and mid s. Bales made a series of important discoveries. First,
group discussion tends to shift back and forth relatively quickly between the discussion of the group task and
discussion relevant to the relationship among the members. He believed that this shifting was the product of an
implicit attempt to balance the demands of task completion and group cohesion, under the presumption that
conflict generated during task discussion causes stress among members, which must be released through
positive relational talk. Second, task group discussion shifts from an emphasis on opinion exchange, through
an attentiveness to values underlying the decision, to making the decision. This implication that group
discussion goes through the same series of stages in the same order for any decision-making group is known
as the linear phase model. Third, the most talkative member of a group tends to make between 40 and 50
percent of the comments and the second most talkative member between 25 and 30, no matter the size of the
group. Linear phase model[ edit ] The most influential of these discoveries has been the latter; the linear phase
model. The idea that all groups performing a given type of task go through the same series of stages in the
same order was replicated through the s, s and s; with most finding four phases of discussion. For example,
communication researcher B. Aubrey Fisher showed groups going sequentially through an orientation stage, a
conflict stage, a stage in which a decision emerges and a stage in which that decision is reinforced. First, all
group data was combined before analysis, making it impossible to determine whether there were differences
among groups in their sequence of discussion. Second, group discussion content was compared across the
same number of stages as the researcher hypothesized, such that if the researcher believed there were four
stages to discussion, there was no way to find out if there actually were five or more. In the s, communication
researcher Marshall Scott Poole examined a sample of groups without making these errors and noted
substantial differences among them in the number and order of stages. Idea development[ edit ] Another
milestone in the study of group discussion content was early s work by communication researchers Thomas
Scheidel and Laura Crowell regarding the process by which groups examine individual proposed solutions to
their problem. In a procedure akin to the survival of the fittest, proposals viewed favorably would emerge later
in discussion, whereas those viewed unfavorably would not; the authors referred to this process as "spiraling.
For example, in the s, social psychologist L. More recent work has shown that groups differ substantially in
the extent to which they spiral. The bona fide group, as described by Linda L. Putnam and Cynthia Stohl in ,
fosters a sense of interdependence among the members of the group, along with specific boundaries that have
been agreed upon by members over time. Social influence in groups[ edit ] Work relevant to social influence
in groups has a long history. Two early examples of social psychological research have been particularly
influential. The first of these was by Muzafer Sherif in using the autokinetic effect. Sherif asked participants to
voice their judgments of light movement in the presence of others and noted that these judgments tended to
converge. When asked why, many of these participants reported that they had originally made the correct
judgment but after hearing the confederates, decided the judgments of several others the confederates should
be trusted over theirs. Normative influence occurs when group members are persuaded by the knowledge that
a majority of group members have a view. Normative influence should not be confused with compliance,
which occurs when group members are not persuaded but voice the opinions of the group majority. Although
some of the participants in the Asch studies who conformed admitted that they had complied, the ones
mentioned above who believed the majority to be correct are best considered to have been persuaded through
normative influence. Conflict resolution[ edit ] Any group has conflicts, topics that people do not agree on,
different points of view on how to move forward with a task and so on. As a result, to be able to overcome any
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conflict that might arise, a six step conflict resolution will help to overcome the problem. As a consequence, it
was a surprise to many social psychologists when in the early s, evidence appeared that group decisions often
became more extreme than the average of the individual predisposed judgment. Research has clearly
demonstrated that group polarization is primarily a product of persuasion not compliance. Two theoretical
explanations for group polarization have come to predominate. One is based on social comparison theory ,
claiming that members look to one another for the "socially correct" side of the issue and if they find
themselves deviant in this regard, shift their opinion toward the extreme of the socially correct position. Some
of these items are shared among the members all are aware of them , others are unshared only one member is
aware of each. Assuming most or all group members lean in the same direction, during discussion, items of
unshared information supporting that direction are voiced, giving members previously unaware of them more
reason to lean in that direction. Although PAT has strong empirical support, it would imply that unshared
items of information on the opposite side of the favored position would also come up in discussion, canceling
the tendency to polarize. Research has shown that when group members all lean in one direction, discussion
content is biased toward the side favored by the group, inconsistent with PAT. This finding is consistent with
social comparison notions; upon discovering where the group stands, members only voice items of
information on the socially correct side. It follows that an explanation for group polarization must include
information influence and normative influence. The possibility exists that the majority of information known
to all group members combined, supports one side of an issue but that the majority of information known to
each member individually, supports the other side of the issue. For example, imagine that each member of a
4-person group was aware of 3 items of information supporting job candidate A that were only known to that
member and 6 items of information supporting job candidate B that were known to all members. There would
be 12 items of information supporting candidate A and 6 supporting candidate B but each member would be
aware of more information supporting B. Persuasive arguments theory implies that the items of information
favoring A should also come up, leading to each member changing their mind but research has indicated that
this does not occur. Rather, as predicted by the merging of PAT and social comparison theory, each member
would come into discussion favoring B, that discussion would be heavily biased toward B and that the group
would choose B for the job. This circumstance, first studied by Stasser and Titus, is known as a " hidden
profile " and is more likely to occur as group size increases and as the proportion of shared versus unshared
items of information increases. The most popular method in Western culture is by majority, but other ways to
make team decisions are available. Firstly, voting by majority brings quick decision making, and that is one of
the reasons why it is the most widely used. A second method is by consensus. Reaching decisions by
consensus is time consuming, but it allows everyone to bring forward their opinion. A third method is by
averaging. This method requires all teammates to reach a decision by compromising. Reaching decisions by
minority decision calls for a subcommittee getting together and reaching decisions without the whole groupe
being involved. A final method is by authority rule. Nonverbal communication Body language is a form of
nonverbal communication, consisting of body pose, gestures, eye movements and paralinguistic cues i.
Humans send and interpret such signals unconsciously. Physical expression[ edit ] Physical expressions like
waving, pointing, touching and slouching are all forms of nonverbal communication. The study of body
movement and expression is known as kinesics. Humans move their bodies when communicating because as
research has shown, it helps "ease the mental effort when communication is difficult. Humans, sometimes
unconsciously, send and receive non-verbal signals all the time. Body language and space[ edit ] Interpersonal
space refers to the psychological "bubble" that we can imagine exists when someone is standing far too close
to us. Research has revealed that in North America there are four different zones of interpersonal space. The
first zone is called intimate distance and ranges from touching to about eighteen inches apart. Intimate distance
is the space around us that we reserve for lovers, children, as well as close family members and friends. We
use personal distance in conversations with friends, to chat with associates, and in group discussions. The third
zone of interpersonal space is called social distance and is the area that ranges from four to eight feet away
from you. Social distance is reserved for strangers, newly formed groups, and new acquaintances. The fourth
identified zone of space is public distance and includes anything more than eight feet away from you. This
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zone is used for speeches, lectures, and theater; essentially, public distance is that range reserved for larger
audiences. Though there is no right or wrong way to communicate, avoiding language barriers such as jargon,
bypassing, and offensive language may prevent misunderstandings in group or interpersonal discussions. One
of the more common barriers in communication is the inappropriate use of jargon. Jargon is a fictive language
invented by and for the group as a verbal shorthand. It also syllabifies group membership when used properly.
The problem with jargon is that it can make words confusing and can be used to conceal the truth. Another
barrier to language is bypassing. To overcome the risk of bypassing it is important to look to what the speaker
wants and not always at what the speaker says. The third most common language barrier is offensive language.
Offensive language is "any terminology that demeans, excludes, or stereotypes people for any reason.
Avoiding sexist, discriminating, or labeling talk will greatly reduce chances of miscommunication.
Remember, there is no right or wrong way to communicate. Though language difficulties are common,
avoiding barriers like jargon, bypassing, and offensive language, will greatly reduce your chances of being
misunderstood. Only through habitual awareness can one begin to truly understand and then be understood.
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6: Importance of Team Communication Skills | www.enganchecubano.com
Small Group and Team Communication / Edition 5 Praised for its writing style, research base, and range of topics
covered, this book develops issues of diversity, ethics, technology and the organizational use of groups and teams
within a systems theory framework.

Effective team communication is vital to the success of the group in performing its role as well as to the
morale and work enjoyment of its members. Communication Formats Team communication typically begins
with task assignments and directives from company and team leaders. Such assignments involve top-down
intrateam interactions. Within the team, one-on-one and small group interactions drive information sharing
and collaboration on task completion. Teams also share information and back-and-forth discussions through
electronic and paper documentation. Team Communication Benefits Additional advantages of effective team
communication Identity and cohesion: An indirect result of team communication is the development of a sense
of identity and cohesion , according to the University of Northern Iowa Business Communication program. As
team members share ideas, engage in professional debate and work toward resolutions, they form important
bonds that strengthen their problem-solving abilities as a unit. High energy levels and a commitment to look
for new opportunities and ideas are tied to high engagement as well. When team members interact regularly,
they tend to lay ideas and challenges on the table for group discussion. Doing so allows for piggybacking and
building of good ideas into great ones. It also creates opportunities to nip potential problems in the bud.
Effective team communication typically requires an office arrangement that simplifies opportunities for
engagement. An open floor layout without walls and with team members in close quarters works best. Teams
go through stages of development, beginning with initial formation, according to UNI. Conflicts between and
among employees can occur at any point, but they are especially common during early forming stages before
workers build rapport and respect. The ability of team leaders to encourage impersonal debate and to stifle
personal tension is valuable in overcoming conflicts. Diverse work teams bring broad perspectives, but
language and cultural barriers can impede constructive communication. Training on cultural awareness and
sensitivity and translators are sometimes needed to overcome these barriers. UNI indicates that for employees,
a commitment to working well in a team is one of the most common factors in gaining job promotions. About
the Author Neil Kokemuller has been an active business, finance and education writer and content media
website developer since He has been a college marketing professor since Kokemuller has additional
professional experience in marketing, retail and small business. Cite this Article A tool to create a citation to
reference this article Cite this Article.
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Characteristics. Due to the relatively small number of people involved, members of a group interact more informally than
on a departmental or corporate level, enjoy greater flexibility and can.

You want to help them bond and bounce ideas off each other? The good news is, it can be done!
Communication â€” joining separate parts Teams within a business collaborate together on projects and tasks,
with the aim of using different strengths within individual components. Your team is no different. Each
member will be working on their individual projects, which when combined create the completed picture. By
implementing an ongoing communication strategy throughout, the whole project will gel together seamlessly
at the end. A well-oiled engine When communication is increased and developed, it is like pouring more oil
onto that proverbial engine â€” it just glides along, with all the different bits slipping naturally into place.
Understanding of the overall project is developed, productivity increases, projects are completed on time,
continuity improves and results start to soar through the roof. So your business turnover will likely see an
increase, but there are other benefits as well. Team members build trust in each other, strong bonds and a
sense of loyalty to each other. All of this provides a safe, secure and pleasant working environment for your
team, helping to increase efficient working practices. A report by AON demonstrates that when
communication improves, so does employee engagement. When employees are engaged, they speak more
positively about the organization, they stay longer, thus increasing retention rates, and are more motivated
within their job role. Methods of communication Communication is more than just talking face-to-face,
although this form of communication should never be neglected. However, individual people and projects may
dictate different types of communication. Technology plays a big part of our communication toolbox and,
when used effectively, can save time and help team members work more efficiently. Normally a combination
of methods works well on most projects, but the key here is how to increase the overall communication across
the whole team. By implementing a few simple strategies, you should start to see an increase in team
interaction. Open door policy When everyone is shut behind closed doors, it creates an atmosphere of secrecy.
This applies physically as well as psychologically. As outlined in an article on Forbes , by physically opening
your door, or encouraging an open plan environment, you are clearly communicating that everybody is part of
the same team. You are effectively removing the barriers. This also offers the team a message of transparency,
an important concept for building trust and clarity. Your team should also know that they can come to you at
any time for help and guidance, and that you encourage interaction between colleagues. The other positive
with open door policy is that it encourages communication on a regular basis, rather than as a blast of
communication as often seen in meetings. With an open door policy, the status of the project can be
continually discussed, leading to issues resolved immediately. Waiting until a weekly meeting to address
problems in one go is like pressing the button too many times in quick succession on your computer â€”
eventually it reaches overload and crashes! Handing it back with a note to improve it is an example of poor
communication at work. Knowing how to give detailed and constructive feedback comes into its own as a
method of increasing team communications. Learn how to offer feedback that coaches your team members
rather than creating extra boundaries. Although verbal feedback can be a positive experience for all,
encouraging a two-way conversation that enables your team to self-evaluate, it is difficult to retain all the
information this way. Make sure you back it up with a written record, whether via your task management
system or individually. If you are using task management software, feedback is visible to all which can help
increase the overall communication and productivity. Furthermore, using online feedback as a form of
communication to virtual teams has been shown in a study in Small Group Research to increase performance,
as well as increasing motivation and satisfaction. Clarity of roles and responsibilities Unclear instructions and
miscommunications are the cause of many problems at the average workplace. If a team member is unsure
exactly what is required of them, they are likely to flounder and not complete the task to the correct standards.
By clarifying roles and responsibilities you are jumping the first hurdle to increasing communications. By
using techniques such as Responsibility Chartering RACI accountability for each task is placed with the most
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appropriate person, which helps to clarify conception, expectation and behavior of each different role. Build
the team spirit If the team gets on well, they will automatically communicate better. Do you remember when
you first joined a firm as a junior, standing awkwardly at the coffee machine, not knowing what to say to all
your new colleagues? Even now, there are probably still a few people in the office who you just smile and say
hello to in passing, without ever having a real conversation. Building a team spirit not only gives everyone the
opportunity to get to know each other better, but helps to create an environment where everyone feels they
have an investment in the outcome. According to team bonding specialists, Teambonding , this in turn
improves communication channels. Just nurture situations where you can gather the troops in an informal
social atmosphere. Meeting together socially gives the team a chance to relax together without the boundaries
of the work environment. Or even better, an interdepartmental sports challenge can really bring your team
together, as the competitive spirit drives them to work together. Use time wisely - Monday morning coffee
time Coffee breaks seem to be randomly distributed within some companies, with different team members
breaking at different times. The whole office downs tools and meets up in the canteen for a cuppa and a
chinwag, providing the ideal opportunity for informal meetings and discussions. Coming together face-to-face
in an informal situation provides the ideal environment for team members to relax and go over what they have
been working on, and any issues they are facing. Of course, they do need down-time too, when they can forget
about work for 10 minutes, but just being together and practicing the art of conversation as a group will often
be enough to encourage the team to discuss work as well. Another option is to offer an extended break period
once a week â€” Monday works well â€” where the second half of the break is purely for work based
discussions. Training When it comes to communication, you should never overlook the virtues of training.
Yes, training does take time, effort and money, but according to Warkentin and Beranek , improved
interactions were achieved by teams that were given relative training. Communications training is often
overlooked in this area, yet implementing this type of training helps improve the quality of work overall.
Various courses are available to improve communication skills, aimed at improving ability to deliver your
message, inform and persuade. All the basics are covered, including verbal, written, face-to-face, building
relationships, giving presentations, presenting feedback and much more. Research published in PubMed
demonstrates how communication skills courses improved inter-collegial communication, which although not
obvious immediately after the course, became more pronounced 6 months after the course was completed. Use
appropriate forms of communication Every project that comes through your office doors needs handling in an
individual way, and the most effective communication stream should reflect that. If a particular task requires a
hands-on approach, then you may need to instigate more face-to-face meetings to effectively communicate.
Alternatively, your project may involve team members in different locations, and in-house meetings will not
be viable. Emails have long since been one of the communication approaches of choice, but the problem with
email is that your inbox can soon become full. This then creates a backlog of work, reading and sorting into
appropriate files. Not only is this an inefficient use of time, but if the task is too daunting, it is easy to put it
off. It is also not the most effective method of saving information, as necessitates searching through individual
emails, even if they have previously been categorized into specific file locations. Work collaboration
applications , on the other hand, makes communication online a breeze. Every task has its own home, which
can be accessed by everyone on the team. Messages regarding individual tasks can be sent and received, and
all the relevant information kept in the same place, where it matters. Communication becomes streamlined as
the whole team knows exactly the situation on any task, at any given point. Online tools instead of meetings
Did you know that the average team member spends over a quarter of their day in their inbox? That is a lot of
lost productivity time, which is why more companies are turning to cloud-based work collaboration software.
This type of software allows you to centralize whole projects in one place, allowing every member of the team
to access the information quickly and easily. It eliminates the need for backwards and forwards emails, plus
decreases the amount of meetings. As a manager you can quickly see the status of the project through progress
reports, keep on top of any issues that arise, and monitor team interaction and communication. Your team can
click on the status report, upload pertinent information, communicate directly with colleagues and so much
more. The end result is better communication, saved time and increased productivity â€” a win-win all round!
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In sum Whether you are working with a remote team, or in an office environment, good communication is an
important factor to the success of any project. Therefore increasing effective communication should be high
on the agenda of any business manager. All forms of communication should be encouraged but some methods
will be more effective for certain projects. However, you can easily increase communication across the
workplace by implementing some simple strategies, including: Increasing communication is great for
business, but as with all things in life, always make it count. No BS, no sales pitch, one-click unsubscribe.
Product Owner at Azendoo. I enjoy tech, building software, and football. You might also like.
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8: Harris & Sherblom, Small Group and Team Communication, 5th Edition | Pearson
Small group communication Communication among the members of a small group of people working together to
achieve a common goal or purpose; three or more people working together interdependently for the purpose of
accomplishing a task.

Evaluate leadership in groups and teams. Analyze the role of communication in leadership. Principles and
Practices of Communication in Groups and Teams Explain theories of group and team communication.
Identify research methods applied in small group and team communication. Summarize the nature of virtual
groups and teams. Summarize variables in group and team dynamics. Evaluate roles, norms, and status.
Managing Communication in Groups and Teams Explain supportive and defensive communication climates.
Analyze confirmation, disconfirmation, and maintaining cohesiveness. Evaluate the role of listening in small
groups and teams. Assess verbal and nonverbal dynamics. Maximizing Communicative Competency in
Groups and Teams Differentiate between conflict management and conflict avoidance. Assess communication
strategies for cooperation and collaboration. Evaluate the role of ethics in the decision-making and
problem-solving processes. Tuition for individual courses varies. For more information, please call or chat live
with an Enrollment Representative. Please ask about these special rates: For some courses, special tuition rates
are available for current, certified P teachers and administrators. Please speak with an Enrollment
Representative today for more details. For some courses, special tuition rates are available for active duty
military members and their spouses.
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9: 8 Simple Ways to Improve Team Communication
Furthermore, using online feedback as a form of communication to virtual teams has been shown in a study in Small
Group Research to increase performance, as well as increasing motivation and satisfaction.

Success or failure rides on how effectively the communications channels convey the content each member
needs to accomplish their goals or perform their assignments. Each team must develop an interchange that
corresponds to the campaign at hand and the personality traits of the members comprising the team, and that
builds solidarity among the team members as they work together to reach their objective. Characteristics Due
to the relatively small number of people involved, members of a group interact more informally than on a
departmental or corporate level, enjoy greater flexibility and can respond more quickly, adapting to changes in
work situations. Group members influence one another as they integrate, developing a sense of camaraderie.
Teams are considered a subset of groups, put together internally or externally with a specific target in mind.
Effective teams require clearly defined goals, operating parameters for the team, responsibilities for each
member and methods for coordinating tasks among members. Communication Networks Three models that
define the way team members communicate with one another, depending on any number of factors, such as
team size, project undertaken, company culture or industry they operate in. In an all-channel network, every
member talks directly to everyone else. Brainstorming efforts such as new product development, or teams with
similar job functions such as an engineering or construction project, may use this network. In a chain network,
members transmit messages via one person at a time. Process-oriented companies with heavy regulations or
rigid structures, such as bureaucracies, may utilize this model. In a wheel network, members route
communications to and through one person. Teams with members on the road or a project requiring close
supervision may use this model. Cohesion Communication and cohesion reciprocate, building on one another
and strengthening the group. A cohesive team establishes clear objectives, stresses participation and
collaboration, and accentuates the "we" in a group by commemorating when goals are accomplished. They
enforce attendance and even institute customs to foster a strong identity and sense of belonging.
Communication Content Members execute tasks and meet goals more effectively when they send and receive
the right information at the right time. Managers in particular must juggle the balance and timing of how much
information to share, and when. Members will differ based on learning style, job level and responsibility, and
specific task at hand. Leaders must know their members well enough to know who can handle how much
information, as well as help each member understand the impact he has on the team, the project or the
company. Communications Tactics All team members can contribute to the overall effectiveness of their unit
by observing a few procedures. Foremost, members should converse freely about the project, especially any
problems or concerns they have, focusing on specific actions or work-related behaviors. They should actively
listen, clarifying what they hear with questions or by paraphrasing their grasp of the situation.
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