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1.0. Introduction
Teamwork means „the process of working collaboratively with a group of people in order to achieve a goal.
Teamwork is often a crucial part of a business, as it is often necessary for colleagues to work well together, trying their best in any circumstance. Teamwork means that people will try to cooperate, using their individual skills and providing constructive feedback, despite any personal conflict between individuals.” (businessdictionary.com, 2020)
„Communication is a means of connecting people or places. In business, it is a key function of management--an organization cannot operate without communication between levels, departments and employees.” (businessdictionary.com, 2020) 
Communication at the workplace is the main skill to understand each other and the tasks because without that can't work effectively and efficiently. 
I am working at the Mitie Limited Cleaning Company as an office cleaner. The company works for many office buildings in the City of London and Canary Wharf. My workplace we work mostly individually at our place. The supervisor control and give us instructions on what and how to do the job. We work with dangerous chemicals what can cause harm if we do not use them the right way. Therefore so important to comprehend well our work but of course, we can communicate with her verbal and on the phone if necessary.

2.0. Types of communication
There are four types of communication: verbal (sounds, words, language and speech), non -verbal (body language, tone of the voice, facial express, eye contact), written (letter, article, written message, e-mail), visual (posters, symbols, signs, images, colours). Verbal and non -verbal communication both always part of the everyday contact and most of the body language what is notice everyone. Written and visual communication is very important in this accelerated world through the internet because of the faster reach each other the people.

2.1. Verbal communication
Verbal communication incorporates sounds, words, dialect, and discourse. Talking is a successful way of communicating and express our feelings in words. This frame of communication is encourage classified into three parts, which are as follows: 
1. Intrapersonal communication
This shape of communication is truly private and confined to ourselves. It incorporates the quiet discussions we have with ourselves, wherein we juggle parts between the sender and collector who are preparing our contemplations and activities. This prepare of communication when analyzed can either be passed on verbally to somebody or remain limited as thoughts. 
My workplace the most cleaner speak English very poorly or not at all. I don't speak either fluently and sometimes have to think twice what will I say. 
 2. Interpersonal communication
This communication is happenning between two people and they talking about things to clearly.
This type of communication gives a discrete problem-solving procedure when I have any problem with one of my colleagues. We can clarify what causes the problem and try to find a solution. 
 3. Small group communication
This sort of communication happens when there are more than two individuals included. Here the number of persons will be little sufficient to let each member connected and speak with the rest. 
Time to time we have meetings with the manager who talk about changes or problem. Here she listens to us if we have any problem. These meetings are longer because of the most cleaner doesn't speak English, and they have to call someone translates. 
(Arti R, 2018)

2.2. Non -verbal communication
Non -verbal communication express a message to someone without words. This format of communication supersedes all other shapes since of its usage and viability. Nonverbal communication includes the usage of physical ways of communication, such as the tone of the voice, touch, and expressions. 
Symbols and sign language are too included in nonverbal communication. Body pose and language send on nonverbal messages when communicating verbally with someone. 
Shaking hands, touching, express sentiments of closeness. Facial expressions, signals and eye contact are all diverse ways of communication. Inventive and tasteful nonverbal formats of communication incorporate music, moving and sculpturing.
Because of less spoken English, we express with our hands as an activity game help us understand each other sometimes. The tone of voice, eye contact and facial express are a good interpret. Using dangerous chemicals very useful to see on the workplace the signs and pictures about which and how cause harms. The signs understandable for everyone and give us a common jargon. 

[image: ]
Source: (shutterstock.com, 2020)                 


3.0. Theories of communication
Communication theories talk about three things: a sender, a message and a receiver. I would like to show 3 models:  

· Shannon -Weaver model
· Berlo’s model
· Schramm’s model

Models of communication point to demonstrate these hypotheses with conceptual representations to clarify the method of human communication. They can be actualized to illustrate and progress working practice. (kbmanage.com, 2020)




3.1. Shannon -Weaver model

[image: ]
Source: helpfulprofessor.com, 2020

The model’s essential esteem is in clarifying how messages are misplaced and mutilated within the handle of communication. The Shannon and Weaver model may be a direct show of communication that gives a system for analyzing how messages are sent and gotten. The Shannon Weaver model was initially proposed for technical communication, such as through phone communications. Nevertheless, it has been broadly utilized in numerous diverse ranges of communication. The model follows the next steps:
1. Sender or information source
The process starts with a message what sent to someone by a channel. The channel can be numerous way as spoken, written, technical, music. 
2. Encoder
The sender chooses a tool (phone, computer) or another person ( spoken or written, sign language) to transmit the message. 
3. Channel
The channel is the infrastructure where go through the message to the receiver (email by WWW). Face facing the channel is the sender's voice. The channel also called is medium. 
4. Noise
Noise suspend the message on the way from the sender and the message could get failed or misunderstood. There are two categories of noise: internal (the sender or the receiver makes a mistake to understand well the message), external ( circumstances not our under control - too loud traffic). 



5. Decoder
The decoder is the receiver device what is relay the message. Example mobile phone waves turn to sound.

6. Receiver
This is the final destination where the receiver gets the message all or partly. 

7. Feedback
When the message gets a gap the receiver can to respond to the sender repeat again. Not possible the feedback on every occasion such as tv or radio broadcast. 

At my workplace when I wanna talk about something with my supervisor on the mobile phone this model the follow the next steps:
· I am the sender 
· my phone is the encoder
· the cannel is my mobile phone company infrastructure  
· the noise can be the bad signal or loud people
· the decoder is my boss mobile phone
· the receiver is my supervisor
· feedback if we don't understand well each other ask to repeat the message

3.2. Berlo’s model
Berlo’s show of communication takes into consideration the emotional viewpoint of the message. Berlo’s demonstrate of communication works on the SMCR model:
Source
The source, in other words, called the sender is the one from whom the thought starts. He is the one who exchanges the information to the receiver after carefully putting his considerations into words. 
Communication skills
A person must have fabulous communication aptitudes to form his communication viable and make an effect among the audience members. The speaker must know where to require stops, where to rehash the sentences, how to talk a specific sentence, how to articulate a word and so on. 


Attitude
An individual may be a great speaker but on the off chance that he doesn’t have the correct state of mind, he would never rise as a champ. The sender must have the correct the right attitude to form a long enduring impression on the listeners. 

Knowledge
Information is the clarity of the data which the speaker needs to communicate to the moment party. One must be intensive in what he is talking with total in-depth information of the subject. 

Social system
Important to know the place social system where the speaker speak if want to target the message the right way.
 
Culture
Culture alludes to the social foundation of the community or the audience members where the speaker is communicating or conveying his speech. 

Message
When a person changes over his considerations into words, a message is made. The method is additionally called as Encoding.
Content
 It is very important for the speaker to carefully select the words and take great care of the amount of the discourse.
Elements
The speech must be coupled with lots of hand moves, gestures, facial expressions, body movements to capture the attention of the listeners and make the speech impressive.
Treatment
Treatment is the way one treats his message and is passes on to the audience members. One must get it the significance of the message and must know how to handle it.
Code
The body language must be syncronise what want to tell into the message or the receiers feel the disharmony. 

Channel
How the information flows to the receivers. All the five senses the channel: tasting, touching, smelling, hearing. 
Receiver
The receiver have to understand what wanna say the sender. They are the same place and see each other. 

The meetings at the workplace is the same method because we see and hear and feel each other. Important to decode the information from the manager the right way because we have to do our job well. 

3.3 Schramm’s model
The Schramm's model tell that communication have three parts: source, message, destination. 
Schramm’s Demonstrate has distinctive parts for communications where:

Sender: is the individual who sends the message. 
Encoder: is the individual who turns the message to be sent into codes. 
Decoder: is the individual who gets the encoded message which has been sent by the encoder and changes over it into the dialect reasonable by the person. 
Interpreter: is the individual who works to get it and analyze the message. The message is gotten after elucidation. 
Translator: and recipient is the same person. 
Receiver: is the individual who gets the message. He/she translates and translates the genuine message. 
Message: is the information sent by the sender and data that the recipient gets. 
Feedback: is the method of recognizing to the gotten message by the receiver.
 Medium or media: is the channel utilized to send the message. Noise is the obstructions and interruptions caused during the method.







4.0. Conclusion
Communications are very important of every aspects and types when we want to understand each other every areas of lifes. At the workplace decode the right information is the key do the job well. Under the communication we hear not just what speak the other person but most of the time we watch how speak, the gestures, facial express and body language.That’s why so important we use the every types of comunication well. The shown above three communication model and the common between them is always hhave a sender, a channel and a reciever. If there is some issues in the channels the message don’t get well and will be a gap. Luckily this hole many of occasions can be solved with a feedback.
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Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable |itje luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “

chocolate industry agreed to an international Protocol that would give ch
years to limit abusive practices.
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adapted from http, //web, Jiay.cuny. d,,/w;l/pumphrusingl.hrm

Which sentences are closest in meaning to the five sentences below?

1 25% of adolescents who have one baby have 5 Secong baby Within tWo years of the first baby's birth
asecon

3 25%0f babies are bOrn to Mothers who ara 4.4, jescents
S One out of four adolescent mothers has Anothar baby before the
birthday
¢ Aquarter of adolescent mothers gives birth when their first born is two
25% of adolescent mothers become pregnany again when their first babies are two

first baby reachas his second

years old

2 Ithas been reported that the richest one percent of Americans own 40% of the country's wealth
a  Therichest 1% are 40 times as wealthy as the rest of Americans
b Ifthe gap between rich and poor continues to grow at the current rate, t
soon own 40% of the country's wealth
/e a0%of the country's wealth is in the hands of only 1% of Americans.
d. 99% of Americans own 40% as much as the richest 1%.

he richest one percent will

3. The judge was relieved when the jury was finally ready to announce its verdict.
a. When the jury announced its verdict, the judge was relieved.
b The judge asked the jury to arrive at a verdict.
/¢ The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
a. Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.
J«b. Women who observed the abuse of their mothers when they were young are more likely to endure
abuse themselves.

c. Women who were abused as children are more likely to abuse their own children.
d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

5. Martha thinks that the issue of adolescent problems is important to write about.
a. Martha thinks that adolescents like to write about their problems.
/b. Martha feels that writing about adolescent problems is worthwhile.
¢. Martha believes that the dream of most adolescents is to write something important.

d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not like homeless shelters and prefer to live
as they do now. o

2. Ronny told his aunt that a bear had attacked |
Qovay (O v b puad

3. Anyone who has ever driven through the M
extra water.
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Identifying and supporting topic sentenceg
Exercise 5

Put the following sentences in the correct order iy prouce well organised paragraphs.
Paragraph 1

-
Za Fora lightweight poster or sign, you can use either offset book stock or cover stock.

(t Y b. You'll probably have to take your

b Publicatj ommercial printer, however, since bristol
won't feed through most desktop pri ollon {0 8.2

nters or copy machines.

7
4 2¢. The type of Paper you choose

e | for a po. depends on how it will be re roduced an
how it is going to be used. Poster or a sign dep P ¢

3 §.d- If you need to create a more durable Poster or sign, or create packaging, bristol stock is your
best choice.

(Microsoft publisher CD deluxe companion, p. 185)
Paragraph 2
2+ta. It's rare, but not unheard of, for mail to go astray.

2.b. And many corporate mail servers have had growing pains, too, experiencing holdups and the
odd deletion.

¢ On the whole though, You can assume email will arrive.

% & %d. However during 1997, AOL and Microsoft Network - to name just the big players - had severe
mail outages resulting in the delay, an 'some cases loss, of email.

1 %.('(ne. In general Internet email is considerably more reliable than the postal service.
(The Internet and world wide web: The rough guide, (1997), p. 15)
Paragraph 3

a. Time may indicate the importance of the occasion as well as on what level an interaction
between persons is to take place.

b. The same applies for calls after 11:00 P.M.
c. Different parts of the day, for example, are highly significant in certain contexts.

in w-c‘?oq mon expressions as, "What time

§ d. Our realisation that time talks is even reflected in s e
¥,

does the clock say?" i

3 ited States if you telephor norning, while he is shaving or
¥ paving braskies o i ‘u%&ean | natter U
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Ex.1. Read the following brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow

workers.
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Exercise2: COMMUNICATION: A CASE STUDY

As you read their case,
remedy the conflict. A
possible, say whose col

think about how you might help communicate with the employee to

nswer the critical thinking questions at the end of the case and, wherever
Mmunication model is relevant.

BARRY AND His STAFF
=ASSY AND HIS STAFF

Barry is a 27-year old who is the manager of a restaurant,

managing all employees in the kitchen. Employees working

Yyears old. In addition, the employees come from varied cultur.
English is not their primary language.

He is responsible for supervising and
there range from 16 years old to 55
al and ethnic backgrounds. For many,

Barry has a Health and Safet

Y (Food) Certificate and tries his best to keep up with food safety issues
inthe kitchen, but he admits

it's not easy. Employees receive “
basics (for example, appropriate hygiene and handwashing,
sanitizing). But with high turnover of employees, training is oft
are put right into the job without training if it is a busy day.

on the job training” about food safety
time/temperature, and cleaning and
en hurried, and some new employees

One day Barry overslept because he had bee:
and realized that he didn’t have a clean uni
very dirty. As he dressed, he realized that he
after working on his car.

n working on his car until 2a.m. He was rushing around
iform. However, he managed to find one that was not

needed a haircut and a good hand scrubbing, especially

When he arrived at work, he dashed into the kitchen and noti
on the work tops. They appeared to have been sittin
of the kitchen staff and asked:
the fridge?’

ced several trays of uncooked meat
g at room temperature overnight. He called one
‘Why did you leave the chicken out when | told you to put them in

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. | didn’t know you were talking to me’. Barry is frustrated and

doesn’t know what to do. He felt like he was beating his head against a 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
all over the kitchen: KEEP HOT FOOD HOT AND COLD FOOD COLD and WASH YOUR HANDS OFTEN.
Questions:

: i What are the communication challenges and obstacles that Barry faces?

\

| 2. Which communication models can you use to explain Barry’s problems?

3. What solutions might Barry consider in addressing each of these challenges or obstacles?

2|Page
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