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 INTRODUCTION
A)  DEFINE TEAMWORK AND EXPLAIN ITS IMPORTANCE (cite reference)
TEAMWORK it’s a group consisting of two or more person who share the same common set of interest ,objective and 
responsibility, a strong group who work for success. Teamwork can also be defined as the soul of a group that have the same task to perform .It is necessary to work in teamwork because the result are better than when only one has to carry out a task .
,,When a group of people work together towards a common goals creating a positive working atmosphere and
supporting each other to combine individual strength to enhance team performance.” (https.// the- happy-manager.com)
B)  DEFINE COMMUNICATION AND EXPLAIN ITS IMPORTANCE AT THE WORK PACE (cite reference)
COMMUNICATION ,represent a method ,or a process to exchange the information between two or more people, or deliver  the information by speaking or writing .(share of ideas, intention ,wishes, opinions, facts ,etc.) It is the most used form of conversation between persons . Communication skills are necessary for  maintaining relationship with family , friends, colleagues ,etc.     
 ,,The imparting or exchanging of information by speaking writing or using some other medium The successful conveying a sharing of ideas and feelings (Oxford English Dictionary ).
	Communication including ;
Sender-->Messages-->Receiver.
Communication can be one way , (linear model )or with feedback.
       One way communication it is transfer of information from sender to receiver , but nothings come back in return.
For example, Information to the television or radio. 
	Communication with feedback it is when you need to know that messages was understood as you sent it .It can be when you transfer the information and you ask for someone opinion ,in that context .
Communication to the work place ;
Communication to the work place it is,, LIFE OF BUSINESS”. It is the most essential feature of the existence of business. By communicating at work place, the business becomes profitable. 
	Without communication, business can not survive .
[bookmark: _Hlk17964440]
C) NAME THE ORGANIZATION FOR WICH YOU WORK AND GIVE A VERY BRIEF EXPLANATION OF THE NATURE OF THE ORGANIZATION.
I work for BOOKER CASH and CARRY.
BOOKER GROUP U.K. is a food wholesale operator .
The company was founded by tree brothers George, Josias and Richard Booker in 1835.
Booker provide a professional wholesale service for independent retailers and caterers.
The company supplies approximative 1,5 million business across the U.K through in different division .                                                                                                             
      	                                                                   
The industry journal THE JOURNAL named BOOKER 
,,THE GREEN WHOLESALE OF THE YEAR” AT THE ,,GROCER GOLD AWARD”.
I am a van driver. My job including to delivery all type of food and drinks to this costumer
Now I will explain you why communication its important to the work place . The same as in all type of work, jobs communication makes people work together . the work go well and go on successfully 
People must share all the goals and ideas have about objective to make organization go good and profitable.
The more and more ideas are different the better will be the decision. From a business perspective effective communication make a difference between success and failure or profit and loss.  Every person needs to understand the fundamentals process of communication. Effective communication involves a message being sent and received, exactly as intended.
A successful communication includes effective listening 
If the message is not understood there is not communication . Many times , language can be a problem in communication .Is not about the natural language, its about the technical or marketing  language. The words needs to be simple rather than complicated. Also the most important are  that is feedbacks.
Feedbacks are given to ensure the receiver understood message.
	Now I will present you;
10 Keys to be a good communicator;
1.Know your message 
2. Make sure you are understood
3. Delivery your message in the proper context 
4.Use fair emotion and adequate tonees
5. Adopt a healthy communication style 
6. Be receptive
7. Provide helpful feedback
8. Be a good non verbal communicator 
9. Be consistent 
10.Be positive 
        
20. TYPE OF COMMUNICATION 
Start by a general explanation of the types communication you know . two or three sentence;
,, Verbal communication is an important aspect to transfer information to other people “.
Verbal communication is more quick and precise then email .
Verbal communication is the most common type of communication and the most accessible type of communication .This type can be called ,,oral communication “. In nowadays  we are  tempted to use  whatsapp , via personal meeting. But we are happy because people still prefer personal meeting or phone calls  face to face calls ( skype). 
Communication can be VERBAL, PARAVERBAL NONVERBAL.
What we understand to verbal communication .
,,If you can  speak ,you can influence ,and if you can influence ,you can change  lives”(ROB BROWN ,author and speaker 2012)
In my work place the communication it is essentially .
Without communication in our jobs we  can not be productivity
Because must receive the information about costumer and how many  type of items needs  to delivery , when ,and  which time.
Communication with the teamwork he proof be a spirit of work.
The same importance are the text message or email
Like all other forms of communication , communication at work place starts with the premise . You cannot communicate . When you work in a team, communication it is absolutely necessary . Communication is more than just talking to each other , its all about connection between people ,in this way capacity of work become productivity. 
2.2 NON-VERBAL COMMUNICATION 
  Communication nonverbal including gestures, face  expression, body position ,movement (body language).The same can be included volume of voice, speed of speech and gesture .
Non verbal communication it’s the visually impact , the first feelings you can have about the person who have a meet .
This first impact its very important ,because define you like a person and describe more about your personality.
PARAVERBAL COMMUNICATION it is about how you say the words, your face expression ,your tone of voice . You are happy, sad, angry or forceful . ,,Its not what you say, but how you say it”.(quora.com, Nancy Sirois M.A. Organizational Behavior &Communication ,Emerson College 1983).
The speed of words , how faster you speak the harder it is to understand . It also makes you are nervous or afraid .
A slow speed can make you uninterested ,but a moderate speed come to give more genuine and  knowledgeable.
The tone this is a big part of how you being a respectful . In their tone of voice as much as their specific words.
The pitch is all about how low or high it is your voice when you speak . The way to see how it is your paraverbal communicator , is to record yourself. After listen your speed of your voice the tone and pitch.
  
VERBAL COMMUNICATION –7 % total action of communication 
PARAVERBAL  38%--volume, tone of voice ,speed of speech and sound.
NON VERBAL   55%-- hand gesture, face expression , position , movement , and clothing.
1.0 THEORIES OF COMMUNICATION 
List the three models of communication you know
1 .SHANNON-WEAVER  model
2.BERLO S model
3.SCHRAMM S model

SHANNON -WEAVER model including; 
sender->transmitter->signal-> receiver->destination
                   |
                 Noise 

Sender is the person who initials the message choose type of channel and send the message.
Transmitter is the sender who use machine which converts message into signals.
Channel is the medium used to send message.
Receiver is the machine used to convert signal into message 
Noise is the physical disturbances which does not let the message get to receiver. This type of communication have feedback or response.
	BERLO S model; this model of communication  it’s a linear model of communication is considered one way process of transmitter the message to receiver doesn’t give feedback or response. 
Sender message receiver.
This type of communication named linear .
 SCHRAMM S model;  this type of communication in a two way communication ,with a sender and receiver . the notion that communication was circular rather than linear , means two participant taking turns sending and receiving a messages .
 (Wilbur Schramm, The Process and Effects of communication )
 Schramm is considered the pioneer of the mass communication field . He development mass communication (television ,print news ,and other way to communicate.) as a university department.
Most communication models have different components. Components  give as how can identify the structure of the model.
2.0 CONCLUSION ;
In my conclusion , communication it is a mixture of body language ,words ,and presentation .
 First of all its about how you know how convey the message . Messages must be clear and concise, right to the point.
Importance communication skills cannot be undervalue. Long time ago when the language was not invented , people used gesture , body language , to convers with one another .
Communication skills are essentially, in all steps of life . 
The same like verbal communication can not ignore the written skills communication .  
 Written communication skills it is more complicate because  the author must to express by power of words , the feelings , the emotion ,the tone of voice ,etc. 
 Summarising;  communication skills its means,, breath of life”
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(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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what would you have done the same. and/or di

1. Given the professional context, ifferently if you
were in Mark's position?

2. Do you think Mark accurately evaluatet
3. What communication factors led to the change in the cl
4. How could Mark improve his communication skills?

d the context? Why or why not?
hief executive officer’s disposition?
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In-class exercise 2: Summarising

Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI” on previous page. Now answer the following question in
your own words: What factors contribute to ALDI's success? Write about 175 words.

Ot trss(a cart ji fom  perg 2 ~
= Tt ,y/..! b Jiple pad i fogm

s N aet Fe  tomplog -

Lecturer’s comments:
buT T efp " Trg F poncimg_
This wim AOMZ:} 4 ﬁ_&&tgi *___é

Date: 20 . 0% g

Lecturer’s signature:

2|Page





