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Effective team work and communication.
Assessment work .
Introduction.  

Trough the years of development of our communication skills we are now able together as as individuals or group to share knowledge or transmit data between one or more recipients members  under the form of message using different communication skills .
In my essay I will cover a few arias of communications and I will answer to a few question for example:
1.  What is communication?
2. How many types of communication?
3.  Different types of listening .
4. Communication in the workplace .
5. Ways to improve communication.


1. What is communication?
· It is believed that the Egyptians hieroglyphics and the Sumerian archaic are considered one of the oldest true writing methods and form of writing communication , and that they developed from the ancestral porto literate  symbol system(  3400-3100) Bc with the oldest coherent test dating from about 2600 Bc  .  “ History of writing”  
· https://www.google.co.uk/search?q=history+of+writing&ie=UTF-8&oe=UTF-8&hl=en-gb&client=safari
· Yes writing its also a form of communication that developed intensive trough the years and I will take you trough a small history of how different types of communication evaluated example :
·    First telegraph developed  by Samuel Morse in the early 1830- 1840 that was the evolution of long distance communication. 
· First telephone developed by Alexander Bell (1880). 
· The 2 way mobile radio (walkie-talkie )1923 Frederick William Downie. 
· The internet 1990. Globally connecting people.
Once with the development and the invention of a few of the examples enumerated previously we can see that the communication ways changed and improved constantly, but what it’s truly the communication. ?
Communication it’s the exchange of data , ideas , and knowledge between one or more members . For the communication process to be completed it’s necessary to have a sender (the person  that forms the idea and encodes it under form of words, signs pictures ,etc ) sender have to chose the medium to transmit the  idea to the receiver (person that decodes the idea  in order to understand the messages sent within). Medium in with the communication happens can be  , verbal , telephone, mail ,online ,media .Correct communication only happens when the receiver completely understands and decode the message sent , there are numerous factors that make a message to be misunderstood .Griffiths, B.A , and a Dunham , chapter 3 Skills for the work place ,student yearbook. 
On of the simplest methods of understanding how communication works its trough the “Shannon -Weaver mathematical system 1949 “ see image 1. 
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What it’s the purpose of the Shannon -Weaver have . 
In 1948 the American mathematician named Claude Shannon, wrote and published an article in the “Bell Electrical Journal “ the article named was called “ mathematical system of the communication”  and the purpose of the article was to give an explanation about how communication work. Shannon partnered  with Warren Weaver , an electronic engineer, they both put they’re knowledge together to gives as a better briefly explanations of how the communication work .   The presence of noise ,( people talking loudly , cars honks…etc) can have a huge impact on how the communication works , being unable to properly understand , or decode a message properly because of the noise preset in the medium in which the communication happens, alter-ate the response in the same way leading to misunderstandings and I final to a poor communication level .



2 . Types of communication. 

2.1 Verbal and non verbal communication 

Verbal communication it’s one of the most used form of the communication between 2 or more members as a group work communication it’s important as in a simple conversation multiple statements are changed between the members . One of the team members sending a verbal message to the group , sometimes the message could transmit a hidden meaning or multiple meanings which can sometimes lead to communication misunderstandings between the team members as they not always now the exact intention of the message. 
“ Gdos “ or the Group Development Observation System ,created by (Wheelan , Davidson and Tilin ,2003) show us the 8 different types of statements as they follow :

1. Dependency statements ( inclination to use data or to solicit direction from others team members. )
2. Counter-dependency statements( prove self governance , and resistance of the group direction. )
3. Fight  statements( provocative, or challenging using arguments , criticism or aggression.)
4. Flight statement ( aimed to avoid work , and prove no interest to the group work.)
5. Pairing statements( show warmth , friendship and support to others members of the group .) 
6. Counter-pairing statements (avoid intimacy and keep the conversation smart and distant )
7. Work statements ( Work related , focus on the work task )
8. Unscorable statements (impossible to understand.)

The number of statements can be very large in a group project and it ca be positive and negative , the different types of statements made in the same group are different from the start of the project than close to the end of the project  , as in the book “Workplace Student Yearbook “ by “ Andrew Maund “ he cited from “Wheelan 2005” in witch she state that at the early stages of the group work there are more, fight , flight and dependency statements than in latter stages of the project . 
From all being said above we can withdraw that there are some classified form of statements that we can use related to the work or so and it has the purpose to define or classify the encoded message.
 
Non verbal communication. 
Non verbal communication it’s equally with other form of communication only that the process it’s different although having the same purpose , helping to transmit a message or helping in understanding or decoding the message . 
Non verbal communication (cues )  can be a smile , a blink , a slight affirmation head moving or so , it is believed that message that express felling s are understood faster trough non verbal cues (Mehbrain’s 1981) . 
It it’s believe that the non verbal communication such as , smiling , facial expression, and other forms of body movements represent 55 % of the total communication , while words represent only 7% , and 38 % represents ( the pitch ,volume and the rhythm of the communication) . As we can see 55 % it’s a pretty serious number and I want to brief you trough it so we can properly understand why it’s so important. 
In non verbal cues there are a few other things we have to include , things that form the 55 % for example: 
Physical appearance , facial expression, level of eye contact , body movements ,vocal quality and the space between the encoder and decoder , all of this impact the way the message it’s interpreted , it’s believed that a proper understanding of the non verbal cues help the listener to understand and define the intention or propose of the speaker and that it’s related to social intelligence and interpersonal sensitivity.(Goldman 2006) . 
Proxemics it’s the study that analyse the impact of the communication based on the location , how far you seat in a conference from the team leader may have impacts on the way that you receive and feedback messages as it may effect the way you can speak without interruption of other member or so 

 Listening and feedback .
As covered in the first paragraph of this essay , for a proper communication to take place we need to listen and to understand the message in order to feedback and to response .
Active listening ask for discipline and effort , and all the members to give 100% attention without getting easily distracted or finding different preoccupation. “ McKay , Davies ,Fanning 1995) . An good understanding of the message it’s needed before  proper response can be given , that means that you suspend judgement and get in the “shoe of the speaker “ in order to properly response . 
The “ Soler” acronym describe 5 different postures that improve the listening posture and its stands for 
S. Square ( face to face ) 
O. Open ( open posture)
L.Lean ( forward shows interest and engagement)
E. Eye contact (direct eye contact ) 
R.Relax( relaxed attitude and comfortable with silence ) , 
All enumerated in the above chapter show us how to improve our listening skills in order to have a better communication and understanding, although they are a few more effective ways to improve your skills and that it’s by paraphrasing. 
Paraphrasing it’s a good skill , by paraphrasing a message you restates it using a your own word in order to understand better a message . 

Assertiveness . 
Assertiveness it’s the ability to say something honestly without disrespecting or offending the other person . Cited from “Baney 2004”. In the Skills for the Workplace by Andrew Maund , , trough his work , we understand that assertiveness can be understands better by including the following, I think , I feel ,I want ,. In the same chapter of the book it’s specified that a strong assertive statement my provoke negative response or question , it’s in the hands of the person to analyse the introduction and the end of the statement in order to fully understand, on the other hand it’s believed that using good skills of paraphrasing my softer the question  and as well the answer , this way communication it’s more effective . 
 
Communication  in the work place . 
Hospitality world it’s a wast type of work in which communication play a very important role . 
Working for people with people may be a bit different everyday as the guest not all the same , I personally work in a 5 star hotel in the middle of St Albans heart , this hotel with a space of over 200 rooms and a capacity of over 300 guest over night its fabulous, but what actually makes the place  running so smooth , there are a few different departments dealing with a face to face customers service role for example : Front of house , food and beverage , spa and much more .
Taking the example of a food and beverage position “cocktail bartender “ it’s my personal position in the hotel , trough years of experience working in this department and this hospitality culture and trough the university development now I can admit that using your words in an appropriate way when dealing with guest may help you more than you thing . Being able to Ofer a genuine smile ( non verbal communication ) always have a positive impact among the hotel guest as the usually smile back and they feel welcome and appreciated from the moment they step in the bar . 
Sometimes guest my have certain enquires related to the food they want to have , enquires such as (gluten free bread for their sandwiches ) for example , most of the time in the past me as a bartender I was supposed to leave the bar empty and go in the kitchen in order to clarify the guest enquires , now the sale system it is equipped with an open food button that allow you to write the guest enquire on the cheek in the moment you send the order trough the kitchen , this method saving time of the staff member , time that can be used for the benefits of the business or for helping a different guest , this it’s just one example on how communication work I the food and beverage department on the other hand taking the example of night porters team that a group of 4 people are responsible everything that happens in the hotel trough the night , for the communication to be done In a fast and effective way every team member has a walkie talkie that  allow team members to contact each other from different parts of the hotel.
Managers employee communication it’s at a high level because there are always morning briefings that take you trough everything happening in the hotel trough the day ,the company uses to mobile apps platform that connect staff members and help the communication system to run smooth, by always informing in advance about everything happening trough the day .
A very important approach of communication in this luxury hotel it’s a training called “Luxury Language “ that present you with certain situations in which choosing the proper language and the proper words can have a very good positive impact with a guest having a complain or so .

Conclusion. 
In conclusion taking the type of communication and the way it work we can withdraw and understand that no matter in which types of circumstances we are , choosing the appropriate type of language , being assertive and always confident help getting your communication skills to a higher level and brings a lot of benefits. 
I personally believed that having good listening skills and focus on what people say with out interruptions of others and a good feedback improve ad make the communication much more effective. 
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