EFFECTIVE TEAM WORKING AND COMMUNICATION



· Apostol Constantin Cosmin (1918998)
· Timothy Hopkins
· Date of 01/09/2020
· Term 1



Table of contents
· Introduction
· Models of Communication
· Communication skills
· Conclusion
· Reference
· Appendix


Introduction
When we talk about communication skills, we are talking about the ability to transmit or
receive a message with one or more individuals through different ways.
The communication in our life is the core of all the ability, without the possibility to communicate our community would work differently.
The communication in a workplace makes the differences, if the communication between your team is poor or maybe none due to different staff nationality, age or gender,  problems will appear day by day, in contrast if the level of communication is satisfactory between your team the business will grow day by day because people are confronting each other and solve problems together.
In the slides that will follow I will talk about communication cases that made me learn the importance of communication in general and why it should not be underestimated.


The models of communication
Three are the models of communication which they have similar function by sending a message and receive it, and different structures which change by the context and the surrounding environment.

The first model is the Shannon and Weaver one which states that Communication is the transmission of information between a sender which have a primary role and a receiver which have a secondary role, between this to individuals there is a channel of noise which can affect the understanding between them.
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I’m working in the kitchen and one of the usual problems are to understand each-others but it’s not so simple due to the noise of the grill section, due to the noise of the customers and due to the music which we put on the speaker, all this elements are channels of noise.
One day I (receiver) was in charge to cook the food but when the head chef (sender) said to prepare one portion of sausage roll, due to the loud sound of the speaker (channel) I was preparing one portion of sausage and mash potatoes. 
During the time we started to upgrade the way to communicate with each-others by reducing the volume of the speaker, by staying closer when we were supposed to give information about one order.






The second model Is the Schramm one which states that Communication is the transmission of information between two individual which they have both a primary role, this model is based in a circular loop of messages between the two individual which they can both encode and decode the message until is clear.
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When I was working in an Italian restaurant as a waiter, at the beginning I was bit insecure.
One day I asked my manager which were the tables to serve the plates and she answered me explaining all the numbers of the tables, after one hour I asked her again the tables to serve and she explained me another time the structure, after that I had an idea of the tables but I was still insecure but I decided to don’t bother her anymore.
The next day she came to me and she asked me to explain her all the structure of the tables, when she notice that I was still insecure she explained me carefully another time, when she finished to explain she asked me one last time to explain her the structure and finally I was able to do it.










The third and last model of communication is the Berlo one which have a similar structure like the model of Shannon and Weaver with a sender, a message, a channel and a receiver but the only difference is that each of those is influenced by some different aspects.
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· Sender: The aspects which can influence the sender are the communication skill, the attitude, the knowledge, the social system and the culture. All the aspects can change how the sender approach the receiver.
· Message: The aspects which can influence the message sent by the sender are the content, the elements, the treatment, the structure and the code.
· Channel: The aspects which can represent the channel are the hearing, seeing, touching, smelling and tasting.
· Receiver: The aspects which can influence the receiver are the same as the sender, all these aspects influence the mode of how the receiver decodes the message.


In my previous job as a runner I was working at the beginning with one Spanish guy(sender) which has 40 years old, his duty was to teach me the basic things like where to drop the wastage or how to use the washing up machine(message).
The guy wasn’t able to speak English and he tried to explain me(receiver) the different duties, it was really hard because in that period the restaurant was busy and with a noisy environment(channel) it was ten times harder to understand him.
despite having a good knowledge of the environment and the English language it was not so easy to communicate with him because the level of communication and learning between us was zero.
This low level of communication it shouldn’t be underestimated because what happened to me was not serious but imagine if the guy had to inform me about a customer which is allergic the consequences of not understanding would have been different.


Communication skills

Communication is not about just words.
When we have a chat with our friends, our manager or our teacher, we communicate by words, but we do not realize that we also
communicate with our body and it is also important in which way we are broadcasting the message.
All these factors are explained by four communication models which are the Verbal, non-Verbal and Paraverbal communication models and the Active listening.

Verbal communication is the most visible part of our communication. It refers to the use of the word to convey, with a conscious and effective use, every elaboration of thought.
In summary, the definition of verbal communication is to be found in language, that is, that form of communication built on the basis of a set of well-defined rules, aimed at transmitting information through the use of symbolic mediators.
Although it is often thought that verbal language is the most important, in reality, there is no more wrong assumption, it is argued that non-verbal language predominates over verbal language, it does not matter only what you say, but also how you expose it matters.


Non-verbal communication is something that is not immediately audible, but which, once understood, is able to give us a lot of information about the interlocutor's state of mind and thoughts.
non-verbal communication and gestures can have different functions, such as:
· Expressing emotions: non-verbal language is used to express feelings and moods. Think of the smile or the wink;
· Interpersonal communication: verbal and non-verbal communication both have functions of expression towards the other. However, non-verbal language is able to represent friendship, hostility, loss. Think of gestures like shaking hands or twitching the eyebrows.

Non-verbal communication or body language contains, within it, a series of elements and aspects, each of them fundamental to better understand the message of the other.
These elements are:
· The look: very important especially in face-to-face communications, it is able to tell us a lot about the person we are talking to. For example, we tend to keep our gaze fixed for longer on the people we are attracted to;
· Gesture: a fundamental and controllable           aspect, especially if you intend to learn to speak in     public. Think, for example, of the signs of the head or of all those gestures that have fallen into disuse, such as the hand kiss;
· Posture: having a straight posture denotes greater self-confidence;
· Clothing: the way we see things, about our passions and our way of seeing things. Think of particular styles of clothing like punk and think of the whole world related to it;
· Spatial behaviour: studied by a specific science, proxemics. Proxemics seeks to understand how people use space to communicate.

The paraverbal language refers to the set of sounds emitted in communication. It is, therefore, a factor related to the use of the voice to communicate. In fact, verbal language is not made up only of words, but also of the way in which we modulate and use the voice to communicate.
The importance of the voice is given by several aspects:
· The tone, which is influenced by physiological factors (age, physical constitution) and by the context. For example, if a person from a higher social class finds himself talking to a person from a lower class, he will tend to have a more serious tone of voice;
· Attendance: strongly connected to the social sphere. To give a practical example, an employee talking to his employer tends to have a lower than normal voice frequency;
· The rhythm, which gives more or less authority to the words spoken in a speech. For example, a slow rhythm and with sentences interspersed with long pauses, give solemnity to what is said;
· Silence, an important part of paraverbal language, whose characteristics can often be strongly ambivalent and especially with it the social and hierarchical aspects play a fundamental role.

Active listening is the ability to pay attention to the communication of the other without making judgments. It is an intentional act that commits our attention to grasping what the other refers to us both explicitly and implicitly, both verbal and non-verbal. One of the major problems encountered at a relational level in organizations of various types is the lack of those who hold a managerial or managerial role in paying attention to and listening to their collaborators, and also the lack of “active” listening among the collaborators themselves .This lack of active listening can have negative consequences both on a personal and organizational level, causing the onset of lowering of self-esteem or self-efficacy levels; episodes of stress and/or burnout; misunderstandings or conflicts at work; errors or delays in achieving the established objectives.
Finally, it can compromise the organization's image towards the external customer.


Conclusion
The communication models I mentioned are the basis of our community, perhaps for many people, it can be indifferent but the ability to communicate is the basis of our existence even if we do not realize it.
The level of global communication has developed more and more over the years and this has required the development of human communication, in recent years the world of work has welcomed thousands of employees of different origins and cultures who have found themselves in the same job to co-communicate for the carrying out of each job, all this causes a communicative development between individuals that progress with the passage of time.
In my initial work experience, I did not realize the importance of good communication, but with the passage of time and with the learning of communication models I realized that without the communication skills it is not possible to develop the personal and working profile and not to reach our goals.
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Appendix

Informal mail:

Hi Alex,


I’m sorry but I can’t lend you my computer because I’ve some assignments to do and I’m afraid to don’t have much time to complete them during this week.
Let me know if you’ll need my computer next week it should be free.

Thanks Constantin.

Formal mail:

Hello dear customer,

We are sorry to inform you that our product (Iphone 11) is not more available at the moment, the product will be available sooner as possible, we are here to satisfy the request of all our customers if you will find other problems we are waiting to solve it.

Kind regards Team Apple.



Mail exercise:

Hello Mary,
I would like to invite you to join a training course which is focused in non-verbal communication.
The reason while you are invited to join this course is because in the last weeks I’ve noticed good attitude and great verbal communication from you with our customers in addition you are graduating day by day and to help you to succeed in your job I’m inviting you to take this big opportunity.

Kind regards,
Constantin





Barri Homework

1)What are the communication challenges and barriers Barry faces?
0.  Barry faces many challenges with his staff because for the majority of them English isn’t the primary  language and this can cause poor communication and miss understanding so they can also get wrong the rules and the safety on the workplace
 
2)What solutions might Barry consider in addressing each of these challenges and barriers? 
0. Barry might consider  to talk with each staff member apart then he can give full attention at each one, understanding what are the difficulties and how to solve them together.
 
3)What are some ways Barry might use effective communication as a motivator for employees to follow safe food handling practices?
Barry may speak to every single person to gain confidence and trust after he might organise a staff meeting to approach all them together, in this way he give to his staff a opportunity to confront the problems at the workplace and to fix them.


Maria and Pedro

1. I think Pedro miss understood his wife because he work in a building site so he probably heard wrong she due to the noise 
1. The model which can explain this confusion is the Shannon Weaver model because the receiver wasn’t able to decode the message due to the noise
1. This situation could have been prevented by leaving the building site, this may help you to don’t miss understood the sender.
1. The model of communication which explains how it could have been avoided is the Berlo model.



Poor communication in the workplace:

The restaurant where I work is a busy environment with people all over the place and most of the times the communication between the staff is not effective moreover lots of mistakes are made for this reason, most of the staff doesn’t pay attention to improve their communication skills because they repute this a waste of time.
At the beginning I was misunderstanding some important information from my colleagues like the payment at the tables or helping them with customers, I wasn’t  realised what was the fault because it was so trivial, over time I started to understand my mistakes paying attention at the noises around the restaurant and the distance between me and the receiver, before I was always talking with my colleagues on rush or with some distance that caused a lot of misunderstandings between me and them, now I give full attention at the receiver staying closer as possible to him to receive all the informations clearly.
This episode explain a common mistake which all we made at the workplace, the model of communication Shannon and Weaver represents this episode explaining the communication between a sender and a receiver which is interrupted by a channel which can be the noise around or the distance between people.



Jennifer

1. Jennifer was too distracted by her phone and personal life to listen her coworker, she was only hearing her without listening and give attention 
1. Listening played an critical role
1. Jennifer should listen her coworker next time to avoid the same problem, she should leave the phone and the pc and start listen to her coworker 
1. Firstly she should understand that listening is difficult and is completely different than hearing, secondly she should pay attention and try to focus on the real meaning of the words.
1. To improve her communication interaction she should use the keys knowing better herself, evaluating the professional context, developing her interaction with others and step back and reflect.
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