	
	
	



EFFECTIVE TEAM WORKING AND  
COMMUNICATION





BWSW4002

LUCIEN YAO 1916224

LECTURER: TOYIN ADISA

                                   








                  INTRODUCTION

The aim of this report is to introduce the student to strategies for effective team working and to develop the student awareness of the range of communication skills integral to success within the workplace.
Communication is the act of conveying meanings from one entity or group to another through the use of mutually understood signs, symbols, and semiotic rules. Communication could also be defined as the imparting or exchanging of information by speaking, writing, or using some other medium. An effective communication will be the kind of communication that the audience may understand seamlessly, as a typical source effects include, credibility, attractiveness, expertise, similarity, the use of the 8 concepts: source, message, channels, receiver, feedback, environment, context and interference.
 Verbal communication: is the use of verbal statements is one of the most common way individuals communicate with one another. As a team member work together to understand problems and manage projects, a team might be communicating a message at face value, or he or she may be implying hidden meaning or even multiple layers of meaning in a single statement. As verbal messages are being communicated, an equally important process of communication is taking place on a nonverbal level. Nonverbal cues from a speaker such as smiling, eye contact, or fidgetiness help listeners interpret the meaning behind the words a person is using to communicate a message. At work most of channels of communication are used such as: verbal, telephone, voicemail, email, letters, memos and two-way radio transceiver as the Shannon-weaver method is the most used. Workplace communication could be defined as an exchange of information and ideas within an organisation.       Maund, A. Schriek, M. and Tinkler, P. (2017) (Wheelan.2005)                                                      
communication is a vital tool in which businesses, organisations and governments disseminate information. As a result, the importance of communication as a means of delivering substantive information to stakeholders to address key goals, objectives and directives in order facilitate processes and aims. Furthermore, communication is a strategic tool to generate awareness, enlighten on policy and inform stakeholders on strategic direction. 
According to Velentzas et la, (2019), one definition of communication is "any act by which one person gives to or receives from another person information about that person's needs, desires, perceptions, knowledge, or affective states. Communication may be intentional or unintentional, may involve conventional or unconventional signals, may take linguistic or non-linguistic forms, and may occur through spoken or other modes. As such, communication is the sharing of information whether it being written or verbally.  However, using communication effectively can improve processes within an organisation leading to better outcomes and productivity within the workplace. Salas et al, (2008) lamented that effective communication can improve teamwork and increase productivity and processes within a setting. 
Moreover, the use of communication can be illustrated through the verbal and non-verbal aspects. The former being of the type of face to face conversation or by way of a medium (Telephone). It is the most common way for individuals to communicate with one another whether it being in professional or social setting. One of the merits, associated with verbal communication is that it is not time consuming comparatively to the written aspect of communication. Furthermore, this form has instance impact to the receiver and subsequently feedback can be achieved directly. It allows the author of the information to impact he’s or her audience directly and personally. As such, mediums of verbal communication can be in form a seminars, lectures and research meetings. Equally, it must be said that verbal communication has its own shortcomings. Firstly, it could create the aspect of distortion. A common disadvantage to verbal communication can be cultural differences between the sender and the receiver. The differences can arise from the individuals speaking different languages.
 Disadvantage of nonverbal communication, even though written communication is supported by several advantages, it can’t lack a few negative factors which make people’s decision to be harder on judging the best communication to use. The first advantage is that if written information is not well stored or cared for, the information will be lost or distorted. Secondly, literates are the only people who can apply this kind of communication almost everywhere. Looking at illiterates, we will come to realize that reading materials such as newspapers or writing a letter and filling in cash book is their major problem in this kind of communication. One of the disadvantages as cultural difference, no rules, distance conversation are not possible, imprecise and inaccurate.
 









                         





TASK DESCRIPTION

Produce a portfolio of evidence, including all obligatory in-class exercises, which demonstrates an understanding of the communication skills discussed in class briefly analyse communication in your own or your friend’s place workplace and, using your findings from published literature (i.e. refer to theory). Suggest how it could be improved.
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         SMARTSEC SOLUTIONS

BACKGROUND

Established in 2010 Smartsec Solutions specialise in providing tailored security packages for corporate customers. Clients who demand the highest level of service rely on us to manage every operational aspect in their most prestigious building from strategy and planning to personal assistance.                                                                                                                                                                    This security company is a leader in the security industry, employing over 300 corporate security officers' receptionists, building managers, and front of house concierge personnel. Head office in High Barnet North London.   
Founders (Directors)
Doros NIcolau
Ahmad Faward

Smartsec is a centralized organization and can be defined as a hierarchy decision making structure where all decisions and processes are handled strictly at the top or executive level, policies are put in place to ensure the rest of the of the company follows the direction of the executives, I will say top to down bureaucratic commands ( Specialization and division of labour, Hierarchical authority structures, Rules and regulations, Technical competence, impersonality and  personal indifference
















As a security officer working in front line at the reception my first duty is to greet everybody getting into the building.
I liaise in close contact with a variety of people from Directors to employees and Cleaners as I welcome people in the building, by doing that I developed confidence to ensure the company security procedures at all time, through CCTV and door access control in particular.
The most effective way of communication at work for me is verbal, visual and face to face as I have to make sure every visitor has to sign in the visitor logbook as contractors and Cleaners in the book allocated to them. The other way of communication at work is via internet as may receive a few emails from my direct manager or the building manager telling me to allow some contractors working at certain part of the building or passing some memos to my colleagues. The most useful way of communication between myself, my colleagues to the managers and cleaners is a two-way radio called walkie talkie, a portable two way radio transceiver a radio which you can talk into and hear message through so that you can communicate with someone far away,  but before those radio’s was provided the communication at work wasn’t effective only between security, maintenance staff and cleaners, as the only canal of communication was via email, phones and face to face communication as using mobile phone during work was ban on site and restricted by the security manager, therefore to talk to another colleague in the carpark or in the loading bay where no phone was installed, you have to be there physically to do so.
As more complaint were raising from the clients and staff for the lack of professionalism due to the barriers of effective communication such as: confusion for transmitting the right message as the 8 concepts of communication such as: source, message, channel, receiver, feedback, environment, context, interference were not apply let alone the Eisenhower matrix. As most of the elements of communication style such as: dominance and friendliness were much used by the security manager to mark his supremacy as this king of behaviours was purely against the rules of good communication at workplace.
Since the radios were provided the verbal communication with someone far away was more effective as everybody has a radio with a call sign:
SIERRA 1: Security Manager
SIERRA 2: Supervisor
SIERRA 3: Main Reception
SIERRA 4: Carpark 
SIERRA 5: Loading Bay
SIERRA 6: Maintenance
ROMEO 1: Building Manager
ROMEO 2: Building Manager
The communication at my workplace was more efficient since the radios were allocated to everyone because the call sign was the best way to indicate to everyone who was talking and whom the message was addressed to. Since then a good communication at work was restored. Communication at work is utmost because without a good communication it will bring confusion and misunderstanding. 

                                                                  CONCLUSION
[bookmark: _GoBack]The lack of good communication at work always bring confusion for being under pressure as positive organisational culture was not build as the organisation of the security team could not run effectively because of the lack of proper channel of communication between us. This kind of behaviours destroyed the ability and the confidence also the professionalism of an organisation. 
I believe communication skills is one of my strength because December 2019 I was the best employee of the year for Smartsec Solutions the company I am working for, a petition of 75 staffs voted for my nomination, still there is a room to improve my communication skills.
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