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Introduction
This report will be focused on the evaluation of the Effective Team Working and Communication module. It contains the evidence of logical and analytical thinking. It will also present the evaluation and synthesis of the information, breaking it down into parts, comparing and contrasting it. How the subject-related concepts and ideas relate to real world situations or a particular context, will be explained during this report, as well. During the report, models, methods and theories, will be discussed.  The report will include the different ways of communication in theory and in practice. How communication is building understanding and how it is nurturing change will be explained during this report, as well. 



























COMMUNICATION
Communicate means to speak about something to somebody, to lead a specific information to others; it is about building understanding on a specific subject and at last communication aims nurturing change. Communication can be very different. It can be verbal communication, non-verbal, written and strategic. 
Verbal communication is saying the things each other, face to face, on TV, by phone to a single person or to a large public.  
Non-verbal communication is communicate something without saying anything, without saying a word; it is communicate through our body language.  
Written communication is communicate something or deliver a specific information to a receiver in written form through letters, memos or reports.
Strategic communication is communicate in a way that leads the audience to the changes the communicator aims.

VERBAL COMMUNICATION
The most common ways that people communicate to each other is the use of verbal statements. Thousands of verbal comments are exchanged in team members groups to understand problems, find solutions and manage projects while working on them. Because members do not always know the exact intent of another`s comments, it might appear multiple interpretations and frequent misunderstandings. Communication might not always be an effective one. It has a lot of aspects which need to be acquired in order to be correctly understood by the others. If  we speak about a team at a workplace, they have to learn the most effective way to interact with and understand the particular group, especially if they are at an early stage of group development. 
I might have shown in here Wheelan and her associates classification system called the Group Development Observation System (GDOS) who classified statements into eight categories, as follows (Wheelan, Davidson, & Tilin, 2003):
· Dependency statements – conform to the dominant mood of the group and solicit directions from others. 
· Counterdependency statements – resist to the current leadership and direction of the group.
· Fight statements – directly challenge the others using arguments, criticism and aggression. 
· Flight statements – are attempts to avoid work and demonstrate a lack of commitment to the group.
· Pairing statements – express warmth, friendship and support toward others.
· Counterpairing statements – avoid intimacy and interpersonal connection by keeping the discussion distant and intellectual.
· Work statements – represent goal-directed and task-oriented efforts.
· Unscorable statements – include unintelligible, inaudible statements.
The verbal statement determine if members of a group are resistant, committed, compliant or disengaged from a team. I might shown in here a non academic research proved by science and which is a real practical full of sense and truth life lesson, which helped me be more conscious of my environment, of what I am thinking and what I am saying to others. The teachings of the Saints in Scripture give great lessons of wisdom, attitude, speech and behaviour for centuries.
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NON-VERBAL COMMUNICATION
Non-verbal communication level cues from a speaker such as smiling, eye contact, or fidgetiness help listeners interpret the meaning or understand the message behind the words. Listeners perceive these messages subconsciously. Non-verbal communication is interpreting the body language which convey different messages like: “I`m stressed and angry”, “I`m happy and things are good”, “I`m annoyed”, “I`m in trouble”, “I`m upset”, “I`m thinking”, “I`m finding this really interesting!”, “I`m really sorry I beat you. I feel really bad!”, etc. Body language messages are: hands in the air in despair,         frowning, sad eyes, smiling, thumbs up, frowning with anger, no smile, hand pointing, head and eyes down, mouth slightly down turned, arms crossed in defence, crying, squinting eyes, lips up turned, eyes looking away, finger on face, etc.
Both verbal and non-verbal communication are important and can say different things. It is also very important to be aware of our own and others verbal and non-verbal communication.  
I might have shown in this paragraph, Shanon-Weaver Model of communication which was created in 1948. Shannon was an American mathematician while Weaver was a scientist. The Mathematical theory later came to be known as Shannon Weaver model of communication or “mother of all models.” The concepts in Shannon Weaver Model are:
Sender –the person who makes the message, chooses the channel and sends the message.
Encoder (Transmitter) – the sender who uses machine, which converts message into signals or binary data.
Channel – the medium used to send message.
Decoder (Receiver) – Decoder is the machine used to convert signals or binary data into message or the receiver who translates the message from signals.
Receiver (Destination) – the person who gets the message or the place where the message must reach. The receiver provides feedback according to the message.
Noise – is the physical disturbances like environment, people, etc. which does not let the message get to the receiver as it was sent.
[image: Shannon and Weaver communication model]
Explanation of Shannon Weaver Model
The sender encodes the message and sends it to the receiver through a technological channel like telephone and telegraph. The sender converts the message into codes understandable to the machine. The message is sent in codes through a medium. The receiver has to decode the message before understanding it and interpreting it. The channel can have noise and the receiver might not decode the message properly as it was sent.
As a parallel of human being, for instance, brain might be the sender, mouth might be the encoder using a particular language, air might be the channel, another person’s ear might be the receptor and his brain might be the decoder and receiver.
Similarly, air is the channel here, the noise present in his environment that disturbs them is the noise whereas his response is the feedback. 
As an engineer, Shannon made this model to improve telephonic technical communication, to maximize telephone capacity with minimum noise. Later, Weaver applied it for all kind of communications to develop effective communication and the model became famous as Shannon Weaver model. 
Personal example of Shannon Weaver Model
I made a transaction on Money Gram application on my phone, to two different persons the first day. Because the phone was slowing down it was slowly processing every order and asked me to input three times the same amount to the first person and two twice the same amount to the second person. At the end, instead of one transaction of £100 to the first person it shows me three transactions of £100 each. And, instead of one transaction of £50, it shows two transactions of £50 each. Which means £300 to the first person and £100 to the second. Being frustrated about this, the next day I called Money Gram Company and told about this situation to an operator. She asked me to tell her the reference number for all the transactions I want to cancel and the name of each person. I started with the first person, then with the second to be sure that she understood me correctly. But for the first person I made one more mistake when I introduced her name, so I asked the operator to correct the mistake, otherwise this person couldn`t receive money. The operator, tells me to call another number to solve this question. I do so. The second operator asked me if I want to leave all the transactions like this and I explained again the same about transactions as I told for the first operator. Everything seemed like being understandable, but the same day in the morning I made another transaction to my husband. This one was successful and I didn`t tell anything about it to operators. In a few minutes when I checked the transactions on my phone I couldn`t believe it. All the transactions from top to bottom where cancelled.   

Sender: me
Encoder: Telephone network company
Channel: Mobile network
Noise: Misunderstanding (might be because of my language) 
Decoder: Mobile phone
Receiver: Operators
The transmission error is the misunderstanding this case. The feedback made me frustrated and furious. 

There are three levels of problems of communication according to Shannon Weaver. They are:
1. Technical problem – the noise.
2. Semantic problem – the meaning of message sent and received very different
3. Effectiveness problem – how effectively does the message cause reaction





WRITTEN COMMUNICATION
 	Written communication can be informal/formal or for Internal/External audiences. Types of Written Communication are:
· Promotional Materials
· Product Information
· Handbooks – users, employees etc.
· Operational events – minutes of meeting, plans, updates etc.
Writing letters requires to take in account some important rules. They should be  direct to the point, clarity and structure to make reading easier; the content should be polite, ask or propose action if possible; encourage a response even if it is just for further information.  Several factors like: words, sentences, paragraphs, tone, influence the successful written communication. Words should be accurate, brief and clear. Letters must be as short as possible, must show keenness and supportiveness, conclude with a short appreciative statement, should include the basic Rules – Dear Sir + Yours Faithfully, Dear Mr Smith/Mrs + Yours Sincerely.

EFFECTIVE COMMUNICATION
Both effective and strategic communication represent an act of delivering information aiming building understanding and nurture change. To effectively communicate, both receiver and sender need to be quite aware of each other`s context level which depends on language, culture, occasion and situation. In this sense effective communication require specific communication skills such as active listening, possessing knowledge from the same field and assertiveness which can take many forms such as promoting a new idea, lobbying for a policy change or supporting a method of solving a problem over a range of alternatives.  Active listening requires effort and discipline in order to understand first the perspective of a speaker and see the issue through speakers eyes and only after that giving a response, an opinion, comment or judgement. 
	
	


 








Conclusion
To communicate effectively means to have acquired the 7 habits of highly effective people described by Covey in his work (Covey, 2016). Specific communication skills can be associated with the seventh habits of highly effective people: - be proactive; - begin with the end in mind; - first things first; - think win-win; - seek first to understand then to be understood; - synergise; - sharpen the saw.
Speaking about a workplace, both verbal and non-verbal communication are very important to create a good first impression, to understand the others and the subject is discussed about, to have an appropriate dress-code and verbal language, to get easily involved in the new team or group.
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