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INTRODUCTION

     When talking about communication it sounds something so simple, something that everyone knows or can do. Communication is actually a detailed and complex subject that when wrong presented reveal misunderstanding.
In my portfolio I will provide in-class exercises and learning which demonstrates my understanding of communication skills and the best way to introduce them by creating strategies for effective team working and develop awareness of the range of communication skills, integral to success within the workplace. I will relate how communication can take us to a good and health interaction as a group, identifying good strategies to adopt and achieve success.

……………………………………………………………………………………………………………………………………………….

COMMUNICATION
     To better understand the concept of Communication we should know about their definitions. We can find more than one definition out there from different people and different cultures.
· Shannon and Weaver Model: this theory integrate the concept of information source, message, transmitter, signal, channel, noise, and receiver.
· David Berlo model (1960): the S-M-C-R theory- source, message, channel and receiver, also focused on encoding and decoding.
· Lasswell, (1960): “Communication basely is a process which explain who, says what, in which channel, to whom, with what effect.
Communication, from in-class learning and my own knowledge is the process of transfer information and understanding between people, making possible transmit and share ideas, thoughts, values, opinions, facts, emotions, and much more…, from one place, person or group to another.
[bookmark: _Hlk17970065]     Communication is synonymous of transmission; Griffiths, B.A. and Dunham, (2015), page 47 relate communication as “the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people”. This exchange is result of a process that consists of maintain successful transmission of ideas between people.
Communication process is composed by a sender, message, receiver and feedback maintaining a circular flow conversation. The sender is the person who originates the message in their mind starting from an idea, this idea is conceived and then starts the encoding phase, bringing the idea into a message in the form of language (symbols, gestures or pictures). On the other hand, the receiver (recipient of the message) is responsible for decoding the message. Decoding involves evaluating and understanding the message to finally get the feedback returned to the sender.
     Communication skills are always essential to maintain good professional relationships. By consistently improving these skills will be easier to establish strong business relationship in the workplace bringing success to the business. To increase efficiency and productivity in the workplace there are four relevant types of communication: verbal communication, non-verbal communication, written communication and visual communication.
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 Verbal communication is one of the most common ways to communicate with others. This type of communication allows to interact and comprehend particular groups by creating an effective way of talking between management and staff so will be possible to avoid misunderstandings. Helps to impact efficiency, productivity and moral in the workplace revealing management and workers satisfaction. 
Griffits, B.A. and Dunham, E.B. (2015), page 49: “the verbal statements of members of any group can be evaluated to determine whether or not members are committed, compliant, resistant, or disengaged from the team at any given time…a member consistent pattern of verbal statements…determine that person`s commitment to the task and people of the group”. 
     Examples of verbal communication in the workplace include: meetings – when attendees share their opinions; during daily conversation between employees and/or manager. 
     When it comes to communication in the workplace it is important to understand the meaning of the physical activities. “An accurate perception of nonverbal communication helps the listener understand the intent of the speaker and is strongly related to social intelligence and interpersonal sensitivity.” - Goleman, (2006). Non-verbal communication refers to the “meaning behind words” this is the transmission of messages through a physical activity – through eye contact, facial expressions, gestures, posture. Actually, non-verbal communication it is so much more than body language! 55% of our communication is from physical appearance helping receivers understand, interpret and regulate the flow of the conversation. 
     Example: when my manager talks to me, I give him positive non-verbal feedback – showing eye contact and head nodding – demonstrating my understanding and my interest on what he is saying, so he keeps talking with confidence. 
Verbal and non-verbal communication influence and highlight a group! “They interact together to provide meaning.”

     As part of the communication we also find the written communication; this type of communication involves any interaction that necessarily develop the use of written words. It is important to business when owners, managers and employees are encouraged to develop effective written communication skills easing the exchange of messages.
     There are different types of written communication divided between formal and informal. Informal written communication could include: letters, memos, reports, etc…although these could be also formal. Formal written communication includes: products information, promotional materials, handbooks, operational events, etc…
     During the in-class learning we got the chance to learn and develop how to write an effective formal email. In my workplace this is something that as an employee everyone should know to effectively communicate with the company and other professionals. Email is used for different purposes such as communicate with friends, professors, request information, applying for job, etc. This process reveals advantages, nowadays using emails in business is cheap and fast.
     Characteristics of this type of written communication, emails include: formal intro greeting such as “Dear”, should be used formal language, concise, clear and objective, grammar spelling needs to be accurate, we should not use abbreviations, and use of digital signature. 
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    Communication skills also involve an active listening and assertiveness that helps the information shows up clear. Active listening is fully focus on what is being said – listening with all senses. Active listening “is the key to accurately understanding what another person is saying. It requires effort and discipline” – “Paying attention to posture, paraphrasing what is heard, and probing for deeper meaning are skills that facilitate this type of perspective taking and lead to a more accurate understanding of the messages that are communicated, - “Griffiths, B.A. and Dunham, (2015). We show this skill by providing eye contact, showing comfort during the conversation, leaning, head nods, the person squarely and keeping an open posture.
     I show active listening in my workplace when my manager or colleagues are talking to me by having an open posture, using facial expressions that shows my interest such as nodding, eye contact and leaning forward.
     
[bookmark: _Hlk17986289]      Assertiveness is referred as a social communication skill. Being assertive means being “able to stand up for themselves and communicate their ideas firmly without bullying, patronizing or manipulating others”, Griffiths, B.A. and Dunham, E.B. (2015). We deal with different situations daily and trying to resolve them or to provide their opinion even agree or disagree, we can respond in a wrong way. To be assertive communicators we need to pay attention to the way we start our point of view and the way we justify it at the end. Characteristics of an assertive person include: express feelings, needs and ideas but always being honest, direct expressive and self-enhancing without violate others position.
     Baney, (2004) focus the three important components: “I think, I feel, I want”, the way we introduce our conversation shows how respectful we are to others and give receptors a chance to communicate from the same way.
     My last job was basically dealing with customers, colleagues, managers and sometimes with the company owners. Every week we were doing meetings to evaluate the week results and to set up new goals. The manager evaluated the progress of each section pointing good things and bad things, in that moment even talking about each section he never referred to the problem pointing the guilty. The use of the expressions: “our team”, “we should”, “I think is better” showed he was clever, pointing the team mistakes but in the other not judging each one, so our feedback was positive accepting the problem. In this situation I can identify assertiveness skills referred to the way he was communicating.
     One of the most common causes of workplace conflict is the lack of or poor communication, employees being confused about roles, what they need to achieve or what is going on within the business can take to conflict. Ensuring effective communication, delivering clear information, concise, correct and understood helps to reduce confusion and tension in the workplace. 
     
     To handle with conflict in the workplace it is necessary to have an effective strategy for conflict resolution. Depending of each one this strategy could cover design relationships: this includes setting boundaries and determining how to handle feedback and disagreements up front; focus on behaviour and events, not on personalities; listen carefully: communication is crucial for efficiency and effectiveness; identify points of agreement and disagreement; prioritize the areas of conflict; and finally develop a plan to work on each conflict.
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 In my workplace my manager is very assertive, deal with conflict means clarify what is wrong, or the reason for the conflict. My manager is very politely when carrying on problems between employees so these cases are very rare because he works for a heath team, he brings together the members that are in conflict to straight away clarify the misunderstanding.
     The best way to build communication is to create authentic relationships, generating ideas and helping a team overcome challenges and face difficult conversations. 
   
     To improve communication we should focus on:
· Listening: the person speaking should be the most important at the moment;
· who we are talking to matters: depending on who we are talking with, we should choose formal or informal language;
· body language matters: applying face to face interest, making sure we show accessibility to others;
· think before then speak: by making sure we respect others, and never offend with our words;
· be brief and specific: by providing enough and clear information so the other person can understand what we are saying; 
· treat everyone equally: respect it is a crucial point, not making differences between employees avoid conflicts;
· create opportunity of feedback: even when not expected, feedback shows that main parts are open to hear each other;
· maintain always a positive attitude and be nice respectful to others.
Following these tips will be enable to hone up our communication skills. 
In the workplace, the manager or leader has the role to implement these thoughts and keep them actives. Constant flow of communication encourages team to express themselves by creating a friendly environment.

CONCLUSION
     In my conclusion I realise that communication is not just about words, but also a foundation of tone and body language. During the process of communication we share meaning with others and this increase our learning of how to behave appropriately and how to achieve effective communication.
     Communication in the workplace is crucial playing an important component for the business success. It is important to know how to communicate in a positive and effective manner that in our job responsibilities and reputation as a business professional.
     This important and complex skill can breakdown many barriers when used properly bringing different ways of success to people as individuals, teams or structures. 
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