
Effective Team Working and Communication BMSW4002

Level 4


Module Leader: Benedickt Maher
Submitted by: Mariya Georgieva
Student ID: 1906952



[image: Резултат с изображение за university of wales logo]

Table of Content

Introduction . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3 
The Concept of Communication . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3
Berlo Model . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4
Active Listening . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5
Assertiveness . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5
Written Type of Communication . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6
Recommendations . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7
Conclusion . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8
Reference list . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9
Appendices . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10














Introduction
The purpose of this report is to clearly outline what the concept communication appears to be in the eye of education and how it impacts people in their workplace. Due to the broad scope that communication takes in the life of individuals, there will be many aspects which can be covered in the topic. 
Some of them include the aspect of assertiveness in an argument, rising conflict of interest, the necessity of active listening in an effective communicational channels between parties and such. In addition to the enlisted aspects, it is worth noting that communication takes various forms which are categorised into verbal and non-verbal – whether the former or latter is used depends on the context and the parties involved in the process. 
In the end of the reporting line, there will be recommendations which concern two specified ways that aim to enhance personal communicational skills and how it is possible to keep working on mastering the skills as effectively and quickly. Some of them are individually applicable rather than statements that all people can use to enhance their communication skills with.

The Concept of Communication
The concept of communication revolves around delivery of information – written, spoken, or otherwise. Communication in its core is defined as the means of sharing information with the aim of delivering it effectively and without any misunderstandings along the way. Communication is a vast subject which always occurs between two parties or more – however, it is worth noting that those parties can be different than two people (Golding and Murdock, 1978). Communication, non-verbal in an instance, can be between a written response like a letter, a message or such to a given person who collects a given piece of information. 
The reason as to why communication is crucial for society as a whole is the share of opinions, facts and figures which help shape a better environment for all people – when there are no conflicts of interest, of course. Communication can be used for both positive and negative aims but will serve well when the opinions shared and entitled, the facts precise, and the figures accurate. Communication is an employability-based skill which is, perhaps, one of the most challenging ones to master due to its wide scope and necessity for constant practice. I, personally, have struggled with this skill in the past but managed to learn more about the significance of expressing opinions and participation to the development of leadership and network of interconnectivity. 

Berlo Model
According to Businesstopia (2018), the Berlo Model was created as a delineated model with components which made verbal exchange of communication possible and economical for society. The model was based on a SMCR – Sender, Message, Channel and as well as that Receiver which was an improvement from a previous invention that was called Weaver’s Model of Communication. That occurred back in 1960. The Berlo model furthermore improved coding and decoding of information before the sender goes along with the process of sending a message across (Stead, 1972).
The first component from the model is labelled as S which stands for Sender. This is considered to be the offer made by the Sender for the message. The message would be naturally sent over to the receiver. 
The second component from the model is labelled as M and stands for the Message itself. A message is namely the source of information that is communicated between the sender and its receiver. There are factors which affect the nature of the message which is being communicated. Some of the factors include aspects like the content, the elements of the content in question, and as well as that the treatment which is a reference to the means by which the message is actually being sent. Additional aspects include the shape and the code. The shape is defined as the style of the message – organisation and establishment-wise. The final aspect, code, is the form of shipping that the message goes through with. It may be in the form of a video, text, or even purely language.
The third element of the Berlo Model is labelled as C which stands for Channel of communication. The channel is also commonly referred to as the medium. This is crucial for the model as there are various types of communication, technicality (machinery, in other words), and notably the five senses are included in the picture. Those senses are hearing, seeing, touching, and smelling and finally tasting. It may appear to be a off-putting notion to consider the verbal communication to be a part of some of those senses which is why they require further explanation:
· Hearing is typed as our individual tendency to receive the message through our hearing abilities.
· Seeing is types as our individual tendency to observe and make judgement about information using our sight as a medium. It is important to note that individuals are able to acquire information in regards to non-verbal communication through sight.
· Touching is typed as our individual tendency to only perceive non-verbal communication happens from touching like hand gestures as such.
· Smelling is our fourth tendency and there are ways in facts can be collected this way. This happens only in the presence of non-verbal communication as opposed to the rest.
· Tasting is the last sense and it is a lot more challenging to apply to the model as style – however, tasting is said to be the way in which we furthermore are able to acquire information about statistics which are being sent as a message.

The final label is R in Berlo’s Model which stands for the Receiver of the message which is being communication through the channel of the sender.
Receiver is naturally the individual who gets the message successfully through a dispatched approach by the sender. This is a more challenging component as well as this is the last step made in the process of communication and it will depend on whether the receiver manages to perceive the message in the right way or not. There is an associated risk of the sender not being able to properly dispatch the data that they would like the receiver to receive. Generally speaking, however, the good or bad communication between receiver and sender will depend on the following factors:
· The communication capabilities of all sides associated.
· The behaviour or attitude of all sides associated.
· The knowledge possessed on the information which is being communication by the sides associated, although the emphasis falls on the sender.
· The difference in social systems which the sides can possibly face.
· The cultural similarities or differences which the two sides can face.

Active Listening
Active listening is an aspect in relation to healthy communication rather than a theory or thesis which only aims to inform about the concept itself. Listening is all about expressing appreciation of sharing a given piece of information by paying as much attention as possible. Listening is not only appreciation towards the transmitter of the given piece of information but also a way to gather valuable data for a personal gain. In a healthy instance of communication both parties (and in other cases all parties involved) should have a mutual benefit. Communication is motivated by various aspects from all involved sides but nonetheless remains as the milestone for each. Notably, active listening is a required element in team working and collaboration as well.
Assertiveness
There is one additional element which is associated with collaboration and the nature of effective team working – the ability to be assertive. Assertiveness is defined as the calm intake of information while communication takes place, in verbal and non-verbal cases alike. Assertiveness is one of the key attitudes to avoiding rising conflicts and aggression between disagreeing parties even when their viewpoints vastly differ. Assertiveness as well as that provides an effective framework for the intake of data without misinterpretation or misunderstanding caused by not paying enough attention and letting emotions to take over the thought process of a person (Adler, Rodman and Dupré, 2017). 
Many individuals may struggle with this aspect associated with communication, myself included. As an individual who identifies strongly on the emotional scale (as a person who prioritises emotion over rational consideration), this can be a very tricky concept to come to terms with. Nonetheless, when there is enough effort and patience invested into the communication, eventually the risks of conflicts of interest and outbursts lessens more and more.
Written Type of Communication 
Written communication involves any quite interaction that produces use of the word. Communication may be a key to any endeavour involving some of person. Human activity through writing is important within the fashionable world and is turning into ever additional so as we tend to participate in what's currently normally mentioned because the modern era. In fact, written report is that the most common form of enterprise communication (Inc.com, 2018). Those are important for tiny industrial enterprise proprietors and managers to develop effective written articulation talents and to encourage the identical altogether personnel. The records age has altered the ways that during which we tend to speak associated placed an increasing stress on written as against oral communications.
The ever-increasing use of computers and portable computer networks to arrange and transmit facts means the necessity for in a position writing talents is rising. Dr. Craig Hogan, a former faculty academic who happens to be in a situation where currently heads a web school for enterprise writing, gets many inquiries monthly from managers and executives requesting assist with enhancing their terribly own and their personnel' writing skills. Dr. Hogan explains, in a piece of writing entitled "What company America Can't Build: A Sentence," that many humans antecedent not needed to try to quite few writing at the activity are currently anticipated to write down oftentimes and apace. Per Dr. Hogan, voluminous them aren't the maximum amount because the task. "E-mail may be a celebration to that English instructor will not have any longer been invited. This is by all means organizations tearing their hair out." (Inc.com, 2018) Survey effects from The National Commission on Writing consider came back up this assessment. They ascertained that a 3rd of workers within the nation's "blue chip" teams write poorly and are in wish of remedial writing instruction.
The need to develop acceptable writing abilities is only highlighted through the fact that within the facts age, it's not uncommon to own industrial enterprise relationships with shoppers and suppliers that are came upon and maintained completely via the usage of written communications.

Recommendations 
The recommendations which aim to improve communication are firstly associated with the enrichment of vocabulary. By having a larger set of options to utilise into a conversation in the form of words, an individual becomes naturally more confident. This can be achieved through various sources of information and constant exposure to learning material which aims to enrich one’s vocabulary – primarily dictionaries.
The second recommendation is essentially exposure to credible sources of information – starting with books. This will give a person numerous perspectives to consider on a given subject and generally give them the backbone of data which can be a great contribution to a discussion taking place.

Conclusion 
In conclusion, this report focused on the aspect of communication and how it can be of essence to an individual in a universal setting – be it university or otherwise. Communication aims to aid individuals towards an understanding rather than conflict, although this aspect remains as a natural part of the concept of communicability. 
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Ex.1. Read the following brief and write a business emal accordin o the instructions.
You ae the Director of Communications at your company and you would like a Supervisor, Mary
December,to go on atraining course in non-verbal communication because you have observed
that her non-verbal kils sometimes send the wrong message.

- Tell Mary why you are writing.

- Say what you have observed about her communication skills

~Tellher how you think this course would improve her skils and her relationship with her felow
workers.
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case, think about how you might help communicate with the employee to
remedy the conflict. Answer the critical thinking questions at the end of the case and, wherever
possible, say whose communication model is relevant.

BARRY AND HIS STAFF.

Barry is a 27-year old who is the manager of a restaurant. He i responsible for supervising and
managing all employees in the Kitchen. Employees working there range from 16 years old to 55
years old. In addition, the employees come from varied cultural and ethnic backgrounds. For many,
English is not their primary language.

Barry has a Health and Safety (Food) Certificate and tries his best to keep up with food safety issues
inthe kitchen, but he admits it's not easy. Employees receive “on the job training” about food safety
basics (for example, appropriate hygiene and handwashing, time/temperature, and cleaning and
sanitizing). But with high turnover of employees, training is often hurried, and some new employees
are put right into the job without traning i it s a busy day.

‘One day Barry overslept because he had been working on his car until 2.m. He was rushing around
and realized that he did't have a clean uniform. However, he managed to find one that was not
very dity. As he ressed, he realzed that he needed a haircut and  good hand scrubbing. especially
after working on his car.

When he arrived at work, he dashed Into the kitchen and noticed several trays of uncooked meat
on the work tops. They appeared to have been sttng at room temperature overnight. He called one
of the Kitchen staff and asked: Why did you leave the chicken out when |t you to put them in
the fidge?

The man replied: ‘I heard you screaming but | thought you were trying to talk to the chef above the
noise of the food mixer he was using. | idn't know you were talking to me’. Barry s frustrated and
doesn't know what to do. He feltlike he was beating his head against 2 brick wall in trying to get
his employees to practise food safety.

He has made many efforts to get them to learn how to handle food safely. He has put large signs
allover the Kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.

Questions:
1 Whatare the communication challenges and obstacles that Barry faces?
2. Which communication models can you use to explain Barry's problems?
3. Whatsolutions might Barry consider in addressing each of these challenges or obstacles?

21
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£x.2. Read the following brief and write a business emal according to the instructions.

‘Write an emailto a business contact or colleague asking for information.

Prepare the situation using the questions below. The information can be real or imaginary.

« What s your company’s business? What products/services do you offer?

« What s your position inthe company?

« What information do you want ight now? deas: the status of an order that you e waiting or; product
Information o give t a customer; market information about a new country where you are going to do
ousiness; inancial data to write a report; hotel information for a business trp you are going to make.

« Who are you going to wrte o, to get this information? deas: a collague in another department/from
another country; a customer; a supplier; your line manager.

« Can you make your request for information more specfic?

- Do you want to give any information to them? / promise action?  offer help?

Now wite the email
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appendix together with your Task 1 (port of the Assignment for this module).

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

| (Kell Quintanlla, one of your co-suthors) have taught many successful workshops (o business
professionals over the years, workshops i beautiful locations with enthusastc partcipants.  also taught
‘one workshop that appeared to be doomed to fail before it even began. The topic o this 6-hour workshop.
‘was conflct management. The group was a department whose members were currently engaged ina battle
with one another. Lierally, half the department was not speaking o the other half. Some of the best
epartment members had put n for transfers, Productivity and customer service were suffeing.

Knowing al this in advance, | had carefully selected  large room with comfortable chais, round
tables, and good lghting. 1 had planned for several breaks with food and drinks in an attempt to foster
nformal communication. The meeting environment was ideal. Unfortunately, an emergency water outage
Caused the workshop to be moved to a foom i one of the local museums. The meeting was scheduled to
begin at:00.m. but many people arrived ate due to the last-minute change in locaton. Those who arrived
ontine became increasingly agitated asthey waited. Pat of their agitaton stemmed from the fat that there.
was no coffee, na food, nothing, Despite several calls, the f00d order never made it  the new location. The
only place to get a drink or snack was 3 small extremely overpriced gift shop that did not open until 10:00
2. To make matters worse, the foom had about 40 mounted animal hears hanging from the wall. The.
animal heads, most of which were in a growing pose, were very dusty, causing anyone with llergies to begin
Sneeting and sniffing. The final problem was the furiture. The chairs were the small, metal, foding Kind.
The tables were aiso smal, and there were not enough of them, 5o the partcipants were crammed together.
1ould notimagine a worse meeting environment for any group, et alone 2 group already engaged in confic
I needed to 6o something quicky.

Q1: What went wrong?

Q2: What would you have if you had been in that position?

Q3: Could the situation somehow be used to your advantage? Why/ why not?
Qu: Could any model of communication help expiain thissituation?
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