	


Effective team working and      communication








Student name: Oana Olari
Student id:1818224
Lecturer: Anita Nan
Module name: Effective team working communication
Module code: BMSW4002_LON

            


  
Contents
Student name: Oana Olari	0
Student id:1818224	0
Lecturer: Anita Nan	0
Module name: Effective team working communication	0
Module code: BMSW4002_LON	0
Introduction	1
Definition of communication	1
Types of communication	2
Components of effective communication	3
Models of communication	4
How can I improve my communication skills?	7
BARRIERS OF COMMUNICATION	8
Communication between employer and employee	8
Conclusion	9
References	9
Appendix	10











[bookmark: _Toc16490724][bookmark: _Toc16490851]
[bookmark: _Toc16511386][bookmark: _Toc17267862]Introduction 

The purpose of this report it is to analyse communication at work place. Will be done this by focusing on different prospects of communication such as models of communication how people communicate with each other, types of communication, components of effective communication 

[bookmark: _Toc16490725][bookmark: _Toc16490852][bookmark: _Toc16511387][bookmark: _Toc17267863]Definition of communication

Communication is the interaction between two or more people which can be verbal or nonverbal and help people talking about he/she goal or team goals, also can help in developing business and increasing products sale. Communication it very important in day to day life.
[bookmark: _Toc16490726][bookmark: _Toc16490853][bookmark: _Toc16511388][bookmark: _Toc17267864]Types of communication

Verbal communication; to use verbal communication it one off the most regular way to communicate with each other. Team members are working together to solve problem and handle with reports and sometimes the words what are being change and all the message sometimes can be misunderstanding, this is happening when are new in the team and they need to learn how to communicate better.
At my work place I use verbal communication because I have to talk with patients and tell them when they need to take medicine explain everything what they want to know. 
[bookmark: _Toc15914735][bookmark: _Toc16058546]Nonverbal communication
Verbal and nonverbal communication both has the same importance. The nonverbal communication in body language such as smile eye contact facial expression can indicate if you are happy or said (Quintanilla, and Wahl, 2011).
 For example when you want to get in discussion with someone first time you can clear your throat and watch that person in eye that shows that you want to say something.
Sometimes I use nonverbal communication when I need to make them to be quiet, I use just body language.
Formal communication; refers to give the information officially. The  communication is controlled and is a deliberate effort. This make the information possible to reach the place without any obstacle. The formal communication can be written and oral.
Informal communication; is a casual communication between coleagues  at the workplace, does not need any rules to follow like formal communication does.
One of the great informal communication is to think of it like a conversation between a family at the dinner table, they can talk with each other and ask questions without any restriction, between friends when you go picnic and much more.
Written communication; it all about writing messages, letters and emails. 
[bookmark: _Toc15914736][bookmark: _Toc16058547]Posturing 
Here we can use both verbal and nonverbal communication because everyone want to understand the attitude of each other. Posturing, culture and community can affect the idea or the position that person has in that team. Someone come to see us in a good way we tend to improve our image and this community and culture include:
Physical appearance. How she/he come dressed and how this are looking (skinny or not so skinny)
Personal room or office decoration. How your room or your office look like.
Body posture. How that person it staying with her/he legs, arms.
Voice. The sound of voice this can be loud or to low to smile or to angry.
Explicit statements. She/he tell very clear about strengths or about something that had been successful in life Quintanilla, and Wahl, 2011).
[bookmark: _Toc15914737][bookmark: _Toc16058548][bookmark: _Toc16490727][bookmark: _Toc16490854][bookmark: _Toc16511389][bookmark: _Toc17267865]Components of effective communication 

Active listening this mean that you have be really focused on what that person want to tell. 
Assertiveness this means to know how to talk with a person without make her feel uncomfortable. Baney (2004) says when you want to tell something to someone without make him/her feel bad we need to use this components:” I think, I feel, I want”.
Centralized versus decentralized. When one or two people are talking more and strait to the point with other partners means the team is centralized (Huang&Cummings,2011). Decentralized means when persons from the group do not know when and how to say.
[bookmark: _Toc15914738][bookmark: _Toc16058549]Virtual communication means that we communicate trough technology to finish different jobs and projects (Powell, Piccoli, and Ives, 2004)
Improve knowledge-sharing. Always it is space for improving and learning from others and to tell about your knowledge to other and share  information.
Natural problems. All teams have their own problems which can be communication, motivation to some of them to finish their work and share with other, there are people with no confidence. (Aubert and Kelsey,2003)
This it is  happening in our group at university  it is not a good communication  between us because of language and the mod of interpretation which other person does not understand how to describe something in her words and we do not trust her and I or other colleague need to do her job otherwise she is not gone finish the presentation. 
Communication challenges. Always to communicate is a challenge, if you want to have a team you have to know people, trust them, always let them share ideas to everyone and not all the time can be agrees between them.
Good leader. A good leader needs to listen carefully what everyone are saying, give advice and motivated them all the time.
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This model has five elements.
Who-is the person who formulate and send the message.
What? This is what the message it contain.
Which channel?  The channel it talking about the message to the media and that it is sending the message to the receiver.
To whom? this is the person or a group of person who are receiving the message.
Which effect? the effect can be the result of the message, they called this triangle of success, knowledge, attitude, behaviour.
                                                                                                                                                                          
At workplace my model of communication is talk face to face, in this way the person who I am talk with is gone understand better what I want to say and I can see the face expression and it is another way to communicate called body language.
Definition of communication; is the process of passing information and understanding from one person to another. It is a process of transmitting information sharing ideas, facts, opinions between people.


[image: ]

 This type of  model deals with diverse  concepts like:
Sender: where the information it coming.  
Encoder: is the transmitter which transform the message into signals
Channel which means that the message it transferred from encoder to decoder through channel.
Noise; in this time when the message are transferred through the channel can be background noise and this may distract or affect the message. This can be: music people talk to loud, horn sound and much more.
Decoder; it a reverse process of encode, transform signal into message.
Receiver; is where the message needs to get, the destination.
After all this process the person who receive the message it gone respond to the sender and that   it called feedback. 
   
[image: See the source image]
This model it not specific for any special communication.
[bookmark: _Toc15879675][bookmark: _Toc15879763][bookmark: _Toc15914744][bookmark: _Toc16058555]Berllos’s model has a number of factors under each of the elements:
[bookmark: _Hlk14014972]Source ;the source it where the message it coming from, the person who wrote this message, and here we have the communication skills, this is like each person is communicate in the way they want[read,  speak, write, listen and more].The other way is the attitude they have, the knowledge is to understand  the subject which it gone to communicate about. Social system; on this system is about people from different countries, they have different cultures and type of communication [like our teacher Anita said there are cultures where you cannot shake hands you are not allowed]. 
Message; the message is the content send to the receiver from sender.
And here we have the content of the message that means the whole message from beginning to the end. Inside the message we have elements which are non-verbal things and this are coming along with gestures, sign, language and much more.
Treatment is the way how the message it is taken by the receiver, and we have the Structure is the way how the message has been arranged. 
Code is the form in which way the message is sent that’s my be language, text and video.
Channel-the: channel is the way we used to send messages and it ca be by telephone, internet, letters television and much more. In general we have five senses and they are:
Hearing- We receive the message through ears.
Seeing; We receive the message through seeing and also we can get a non-verbal message.
Touching -This types of messages are nonverbal it is about to read the message by touching, example is the braille method .
Smelling-this method means that we receive the message by smelling.

Receiver is the person who receive the message which was send

[bookmark: _Toc15879676][bookmark: _Toc15879764][bookmark: _Toc15914745][bookmark: _Toc16058556][bookmark: _Toc16490728][bookmark: _Toc16490856][bookmark: _Toc16511391][bookmark: _Toc17267867]How can I improve my communication skills?
[bookmark: _Hlk13984594]A healthy communication is the best start for any business and a new job or a career.  Effective communication in the workplace is a key to begin a good relationship and getting important projects done. The more important thing is your colleague[boss]to trust you and every time you have a problem that need to be discussed. We need to prove that we are able to do projects and be able to finish them, try to improve your work, find solutions and solve problems. Learn to listen more often then usual try to understand people around you and show them that you are in the same line with them. We have to learn each other’s weaknesses and strengths. If will see that couple of your colleague are weakness on something we have to give them advice and help them to do a better job or project. Always be happy and in a good mood even if when do not feel like.
 At my workplace we use the Shannon and Weaver method of communication and sometimes the Berlos’s method.
Example: if my boss it is telling me to do something he always ask my opinion as well and then we discuss an we take a decision.
Sometimes we use Berlos’s method; He is telling me something and I just need to do the job without give him any answer back. My opinion is to communicate all the time about our weaknesses and our strengths every day we can learn something new or we can learn someone else, new things. Communicate it is the best way to keep a team together. 
[bookmark: _Toc15914746][bookmark: _Toc16058557][bookmark: _Toc16490729][bookmark: _Toc16490857][bookmark: _Toc16511392][bookmark: _Toc17267868] BARRIERS OF COMMUNICATION
ATTITUDE: it is the way how you talk with employers; if you are emotional, angry, upset, good mood.
LANGUAGE: there are people from different country and if they do not talk same language that is a big barrier because at the work place we need to talk with each other and we have to understand what are we saying.
PHYSIOLOGICAL BARRIERS: that means that a person may have problem with hearing or he/she can hear properly or he/she can retain certain messages because they have short memory or they are in pain.
LACK OF COMMON EXPERIENCE: it means that he/she it not getting involved to learn about a case and he/she got everything wrong because of they did not read properly and they give a wrong information.
INFORMATION OVERLOAD: this it is happening when you receive lots of information from everywhere and it to much for your brain.
JUMPING TO CONCLUSIONS: when you take a decision early than you should and you realize that decision was wrong and you should wait a bit more before taking that decision.
[bookmark: _Toc16490730][bookmark: _Toc16490858][bookmark: _Toc16511393][bookmark: _Toc17267869]Communication between employer and employee
Effective communication: Listening actively; you have to concentrate about what other person want to tell you. Understanding; to know want that person want to say and responding means  to give feedback 
 An employer need to make employers happy, confident, always collaborate with each other. Being organized at the work place, know your responsibility that  make an employer happy. Sometimes can be misinterpretation this is happening when the work is in team. 

[bookmark: _Toc16511394][bookmark: _Toc17267870]Conclusion 
 In this report I have explained what communication is, types and models of communication, barriers, components how to improve my communication, the definition of effective communication and the communication between an employer and an employee, at the end I have references and appendix where are attached mi in class exercise.
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ln-class exercise 1


Ex.2. Read the following brief and write a business email according to the instructions.


You are Director of Communications at your company and you would like an employee, Jack Daniels, to join


your Communications Training team.


- Tell JD why you are writing


- Say what you have observed and like about his communication skills


- Tell him why you think hf,^would be an asset to the team
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Time ollocated: 7 hour. Pleose return your poperjo rn, lecturer upon completion. tt witt be returned
to you ot the next session. You will need to include a scanned copy of this exercise in the form of on
oppendix together with you Tosk 7 (port of the Assignment for this module).


Student Name: CI #li A- OL 4 &t Student lD:


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


t?t( 22h


The professor and the villagq 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 town near the University because he had nothing in common
with the village people, who were largely uneducated and did manual jobs. One night, the professor fell
asleep while smoking his pipe and the pipe fell onto the carpet and started a fire.


When the professor awoke and saw the house on fire, he rushed into tfle village, screaming:
'The edifice is being consumed by a great conflagration!'
'The edifice is being consumed by a great conflagration!'


The village people looked at him and continued doing what they were doing.
'Don't you understand?' He said. "The edifice is being consumed by a great conflagration!'
They ignored him.


When the Professor returned home, he savy that his house had been completely destroyed. He sat down on
the ground and wept. The next day, he went into the village crying. 'Why, oh why didn't you help me? My
home has been destroyed by the fire. I came and begged you last night.' He wept.


'But Professor, why didn't you say that your house was on fire? We would have helped.'


Q7: Why didn't the villoge people help the Professor?


Q2: What should he hoqe done to get them to help him?
Q3: Whose model of communicotion do you think con explain this situotion?
Q4: Why?


u{rvtxstfY oF w{t t5
Trinity Saint David
LONDON
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1. Given the professional context, what would you have done the same andlor differently if you


were in MarKs 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 officey's disposition?


4. How could Mark improve his communication skills?


14e o O nq.
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Student Name: OANY AL ARI\ Student ID: __/& |22 ﬁ

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 of an appendix together with your Task 1
(part of the Assignment for this module).

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 a 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 tie, 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.
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