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Introduction
The purpose of this report it to analyse what I know about communication, team working, paraphrasing and summarising and how do I use this skills at my work place.
Communication
Communication is the ability to pass or share ideas effectively.
“You’ll need good communication skills and must be able to work well with others’’
Workplace communication is very important because if you work in a good collective/environment you are able to produce better and operate better. It is vital to an organization ability to be productive and operate smoothly.
I think I still need to improve my communication skills as I think I am not able to communicate as easy and good  with persons that I just meet them and my English, not being my mother tongue, it is not so good as I wish it to be. In my workplace we use more text messages or e mails which it helps me as I can use google translate if I am not sure about what I just wrote.
Team working
In a team everyone has to work equally for the maximum output.  Teamwork is actually the collective effort of each and every member to achieve their assigned goal. No member can afford to sit back and expect the others members to perform on his behalf.
A teamwork environment promote an atmosphere that create friendship and loyality. There is a saying that “two heads work better than one’’. We can enumerate a few ways that teamwork benefit us in the workplace:
1. Fosters Creativity and Learning: 
Creativity wins when people work together in a team. Combining unique perspectives from each team member create more effectively solution.
2. Blends Complementary Strengths
Working together lets employees build on the talents of their teammates
3. Builds Trust 
Relying on other people builds trust and teamwork creates strong relationships with co workers. Despite we have, sometimes, disagreements, an effective team enjoys working together and shares a strong bond. When we put our trust in a co worker  we establishing the foundation of a relationship that can survive over some minor conflicts.
4. Teaches Conflicts Resolution Skills
Conflicts inevitably happen when you put together a group of unique people. Employees come from varied backgrounds and have different work styles and habits. All these creates the most successful work but it can easily lend to conflicts, when the conflicts rise it is better to try to solve them between the team instead of turning them straight to the managers. Learning conflict resolution is the first skill that the employees can use.
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