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Introduction
In this portfolio, I will show proof evidence of demonstrative understanding of communication skill,in-class exercises. My workplace communication will be analyzed and implement types of communication to proof the understanding and knowledge of abilities and information acquired through learning.

COMMUNICATION 
 

It is the simple act of transferring information from one place, person or group to another. Every communication involves at least one sender, a message and a recipient. Being able to interconnect effectively is a vital life skill and should not be overlooked. To link well is to understand and be understood. 
An understanding of communication systems directly impacts all facets of life, including human and technology interactions. (Sabah AlFedaghi, International  Journal of Soft Computing 7,1.12-19,2012). 
Shanon and Weaver are one of the models of communication that I learned through this module. There are different types of communication: 
Verbal communication, Non-verbal communication, Written communication, Formal and Informal so on. 
Communication is very important in management because if there are clear information employees will have better success in company development.

My workplace introduction
My day starts every time 12 PM, it starts by taking my car and drive to a local restaurant. Once arrived there I turn on my app and await to get orders from the local restaurants. My workplace has a lot of communication issues.For example if there is happen to be an issue with the food or the customer does not answer either is not at home,it takes at least fifteen minutes to someone reply to my message as there is no phone number o physique person to talk to.This the reason most of the customers refuse the orders and I get the blame.Another big issue is the language barrier as most of the company employees are not native English speakers, and it really hard sometimes to understand or explain the issue. The language barrier is also a problem between me and my colleagues, as most of them are Polish or Bulgarian is struggle to have a conversation,and this makes my work very hard sometimes due to lack of communication, It makes me feel like I am isolated by the rest of the world.Another thing that reduces my interaction with people is the time that  I spend driving as most of the time I collect the food from drive-thru section.Like I mentioned earlier it makes me feel like I am prisoner sometimes, and all my activity in the 8 hours that I spend at work transforms myself in the robot as there is so less verbal communication. Written communication is the main type of communication that is used at my workplace.
The main thing I would change at my workplace is to have a contact person available at any moment of the day during the work, which can attend our calls and help us solve the issues. This person should be reliable, should have good communication skills, not just to talk to listen as well and the most important to have knowledge of the city and help us find the easiest and fastest route to the customers. In this way, a lot of money and time would be saved.
Shanon and Weaver are one of the theory we can inside of the restaurants when they busy, because of the multitude of customers are very hard to understand the order number when staff is calling out.
Another relevant theory I founded inside of the restaurant is Schram’s model of communication, as I, not native English speaker is very easy to misunderstood words when I go to collect orders and there I meet young people who use a lot short version of the words.
Effective communication is one of the things we don’t have at my workplace, and I think is of the most important issues to be solved as we are not receiving clear information about the job or task that the company requires.
Verbal communication is not very often used in my workplace as interaction with people is very short, and is only based on a small number of words.
[image: ]
Verbal communication : 
     It is a type of verbal communication wherein the message transmitted through spoken words. Here the sender gives words to his, ideas, feelings, thoughts, opinions and expresses them in the form of presentations, discussions, speeches, and conversations. 
       The efficacy of verbal communication depends on the speaker's tone, speech clarity, the quality of words and body language used in the conversation. The response is instant since there are a simultaneous transmission and receipt of the message by the sender and receiver respectively. 
The sender must keep his tone speech clear and high to all and must design the subject substance keeping the target audience in mind. 
  I think I need to improve this because I struggle to express myself, I find it very hard to get words I have in my head trough my mouth. During this module, one of the things I learned is how to communicate effectively. The sender should always cross-check with the receiver to make sure the message is wholly understood the same way as it envisioned. To be successful, it depends not only on the speaking ability of an individual but also on the listening skill. (businessjargons.com) 
 
Non -Verbal communication: 
 Also mentioned as body language comprises all those ways we communicate short of words. A more practical definition for nonverbal communication is “communication other than written or spoken language that creates meaning for someone”(Ivy&Wahl,2014,p.5). 
Written communication: 
  When communication performed through  any written document such as mail, letters, newspaper, so on is called written communication 
According to Bovee and others,” Written communication is the expression of ideas through words that are meant to read”, so the written communication is the procedure of communication in which communications or info is exchanged or communicated within sender and receiver through	written form. 
.(TheBussinesCommunication.com) 
 
Formal and Informal: 
When considering the formality of communication, there are two types. One is informal communication where is anything official like tex-messages, social media such as Whatsapp daily use of communication  2017). The other one is formal communication like emails, statements, journals so on. .(Quintanilla, K.M and Wahl, S.T in Maund, Schriek, Tinkle 

Conclusion
During this course I learned that communication is not based on two-person dialogue,I was quite limited, to be honest in my knowledge about communication or what does involve effective communication.I learned during some in-class exercises that communication cand be done in so many ways as per example one time our lecturer asked us to draw something and using our words to describe to our colleague what does that thing, what shape have I found this exercise very interesting and really surprised how information cand be perceived in a scene without talking, it was so funny and interesting a unique experience.

   In-class exercise.
.[image: ][image: ][image: ][image: ][image: ][image: ]. Another interesting exercise we had to make teams of four and act 
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Time allocated: 1 hour. )
Please return your paper to the lecturer upon completiol
will need to include a scanned copy of this exercise in the form of an appen!

(part of the Assignment for this module).

. It will be returned to you at the next session. You
dix together with your Task 1

Ex.1. Read the following passage and answer the questions on the next page.

Case Study: A Day With The Chief

Mark is a top-performing salesperson at a pharmaceutical supply company. As @ reward for his
performance, he is treated to a trip to the corporate office in California to meet the chief executive
officer, Ms. Mills. Ms. Mills is known around the office as the “Wicked Witch of the West” because

of her short and sometimes abrasive demeanour.

Mark's co-workers share “horror stories” of their encounters with her, stating that she rarely makes

eye contact, never smiles, and dislikes being approached unless she initiates the conversation.

Although he is excited to travel, he is also nervous about what he and Ms. Mills might talk about.

He prepares by thinking about how he can share his sales strategies and techniques. On the day of

: the meeting, he waits patiently for Ms. Mills’ assistant to call him into her office. When he is escorted
in to meet her, he is shocked to see a petite woman behind the large desk smiling back at him with

kind eyes. He approaches, shakes her hand, and waits for her permission to sit.

Ms. Mills is nothing like the horrible person they made her out to be. Ms. Mills asks Mark several
thoughtful questions about why he is successful, ways the staff can be supported, and how the
company fits in with his professional goals. Mark feels more and more comfortable as she leans
forward to listen intently to what he is saying. Mark loosens his ti2, crosses his legs, and begins
sharing stories of how he feels his immediate supervisor has dropped the ball on more than one
occasion and that the team would be better if more money were allocated to incentives and

bonuses. Mark immediately sees Ms. Mills’ eyes begin to squint and her brow furrow. She stands

up abruptly and says in a gruff voice that their time is up and that her assistant will show him out
ut.
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This exercise is to help you to record your reflechon/understanding of the moduleI ct(;r:te:st b:Sl
what you have been taught so far to help you prepare your final assignment. Comple
as you can.

1 i . i o
Could you explain your understanding of the assignment by answering the following questions?

a. Isita presentation or a written assignment? —Vﬁ/éﬂ_“

o

s NEPATR, B Ul eqepo i MO0, Ssh TS <
Ifitis a written assignment, what is the word limit? Z\QOO :
Ay iy 1o =} o b ECLL IR

Name relevan; t_beorie's[concgpts relevant to deyelqp your assignment? ?

™

@m@ sopee T

M Wetyer

EN

Is the assignment brief clear to you?

[V Yes No

If No, please explain:

What learning outcom;s;re tested through this assessment?

Qo ‘(\
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form ofan
appendix together with you Task 1 (part of the Assignment for this module).

Student Name: _/DA/JZ ;_led F&Qgﬁ( Student ID: le

Ex.1. Read the following passage and answer the questions.

The professor and the village people

A Professor of English at a well-known Welsh University lived in a large house not far from a little village. He
never went into the village, bur shopped in the to)vn near the Umversny because he had nothing in common
with the village people, who were largely uneducatéd and did manual jobs. One night, the professor fell
asleep while smokmg his p|pe and the plpe fell cnto the carpet and staned afire.

When the professora\voke and saw (hc house on fure, he_rushed intd the wllage, screimmg
“The edifice is* bemg ‘consumed by'a great:onﬂagrénoh!‘ 40 3
‘The edifice is being consumed bv a great conflagratlorfl > " TN

The village people |6oked at him an contlnued doing whai they were domg {

‘Dan’t you understand?' He said. "The edmce is bemg consunied by agréat conflagrarlonl'
Ihevlgnored‘nim P e} T JSRNSRAN AGEY A0

When the Professor rerurned hOme, he saw that his hduse harf‘been completely destroved He sat down on
the ground And wept. The next day, he.went iftd the villagé crymg Whv, oh whydldﬁ‘l you help me7 My
home has been destroyed bv lhe fire. 1 came and, begged you Jast'night Hewept. 1 & I

N

'But Professor, whv didn” ( you say that vou: house was on flre7 We would have helped 4
ecea ™ Ll W -

Ql  Why didn’t the wllage people help the P: fessor’ RN v «

Q2: What should he have done to get them to help him? an')
Q3: W.hose model of commumcut:on do yau thmk can' explam- th/s s:tuat:on’
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IMMDM: Click on each word/phrase that defines Effective Communication.

Using a Respectful Tone
Actively Listening Being Constantly Distracted

Dominating the Speaker Role COMM UN ICATION aintaining Eye Contac
Avoiding Jargon and Acronyms
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| according to the instructions.

Ex.2. Read the following brief and write a business emal
pany and you would like'an employee) Jack Daniels, to join

b, 0
You are Director of Communications at your com

your Communications Training team.

- Tell D why you are writing
- Say what you have observed and like about his communication skills

- Tell him why you think he would be an asset to the team

///0_[_7&_ Joo's glog/g%_

ﬂl
' ol
MM'M ,,;m ‘.!ler
P7) L7/ ,,//i ’1 m
ﬂmmx

I/Al / //
7/S 2P U /o
"!EII "
7% I/

/7] LLL
/ /mm

2|Page

Oleage rera  brovivess emal )g\/bv@tﬂ .
Plcase vz G dorewp %&M lounVage

7/ g\ *
Lecturer’s signature: { ’Q &)}z(g = Date: \ lA’LK ]





image3.jpeg
g and Communication ~Term1

-—
| oo Saiot David Effective Team Workin
\ LONDON BMSW4002
In-class exercise 2

1. Given the professional context, what would you have done the same and/or differently if you

were in Mark's position?
2. Do you think Mark accurately evaluated the context? Why or why not?

3. What communication factors led to the change in the chief executive officer’s disposition?
4. How could Mark improve his communication skills?
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