








	





SECTION 1: EXECUTIVE SUMMARY
The main objective of this report is to demonstrates the understanding of the communication skills and teamwork discussed in this module. Also, to analyze, develop and implement my skills to provide my strategies in my workplace and academic studies. 
There are four sub-objectives:
Develop a suitable methodology to improve the communication skills and teamwork
Reflect the weak points and give some ideas about how we could improve them in my workplace and as a person
To devise an appropriate methodology to do new ways of communicating in my workplace and the impact that those changes could have
To measure the current level of communication we have and improve it by applying the new methodologies developed
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SECTION 2: INTRODUCTION
In this portfolio of evidence, I will present a brief update about my knowledge which demonstrates the understanding of communication skills using an appropriate and formal writing style and showing what I have learned in this module in term 1, making the use of search technologies to support my ideas, knowledge and learning. 
I organized this presentation specifying the way to process the skill of communication and explaining deeply the types of it. How important it is to know the differences cultures of other people and how I handle it. Also, I have been doing some analysis in general about my workplace and how the communication skill could be improved in my workplace to get an effective team working.
First, I had like to do an analysis on:
SECTION 3: WHAT IS COMMUNICATION?
Communication is the skill of exchanging information with another person getting a feedback, this can be our thoughts, ideas, or emotions with the use of the channel or media to create a mutual understanding and confidence. Without receive a feedback from the other person we cannot have a communication because the message can be lost or changed.
I will talk deeply about this showing the next six important steps to process the communication:
-	A sender which is the person who created and send the message to the receiver.
-        Encoding is the process of putting thoughts into communication.
-	The message which is the information of the message and it is important to know how to transmit it in the correct way to get the communication. Sometimes when we send the message and the recipient does not understand it, then the message will be lost, and the sender will not be able to receive a feedback from the receiver.
-	And the receiver which is the person who received the message from de sender.
-        Decoding is the process of getting all the information from the message of the sender and make a meaning of it.
-        The last step of the communication is the feedback which is return the message. Michael (3 Julio, 2009)
SECTION 4: EVOLUTION OF COMMUNICATION
The brief history of communication and how it evolved:
The whole journey of communication started with the key man; the man cavemen gathered around fire to discuss day to day activities, they decided to record their activities and knowledge, the cavemen started inscribing on caves but the problem of that way of this communication was the localized when the people started to moved out of the cave, so long distant communication became important. 
The first long distant communication was the smoke signal it was used in north of America. Although pigeons extensively used for long distant communication by Roman, Greek, and Persian people.
Also, another way of communication was the Pony express was a man delivering messages, mails, newspapers, and small packages by horses.
After that, a way called semaphore flag, this showed messages by signal with hand-held flags, rods, and disk.
Telegraph was the harnessing of electricity gave birth to electric telegraphy. This form was the most popular form of long distant communication. 
And finally, the last to methods of communication was the radio and the telephone. LTE (2016)
First, I had like to do an analysis on:
SECTION 5: TYPES OF COMMUNICATION
There are many ways we can communicate besides words. All these ways are divided into two groups that are: 
Verbal communication: This form of communication is the way most of us communicate daily with people and it is verbally, using words and exchanging opinions and thoughts. In other words, it is talking or using the technical media or channels such as internet, e-mails, phone, books, magazines, or radio. 
Over the year’s scientist have found the different levels of communication and how they are connected to other scientific disciplines (2013)
This is how levels of communication are divided:
Societal: This is the high level of communication this include large massive audience, political science, and sociology histories. 
Institutional: This level can include religions organizations like cooperation and churches. 
Group: Are audience with high levels of group identification such as family or teamwork. 
Interpersonal: Between 2 or more people.
Intrapersonal: The communication you have with yourself.
Non-verbal communication: This way of communication it is sending a message without using words. We do not necessarily need to use words to communicate. There are four categories of Non-verbal communication:
Aesthetic: involves creative expression such as art, music, dance, or theater. 
Physical: includes bodily movements used during social interactions, gestures, facial expressions, and the way of dressing. This way of communication is the most common form of non-verbal communication (Phutela, 2015)
Signs: are signals that can be used to communicate a message with special meaning
Symbols: can be an object that shows social status, such as jewelry, cars, or clothing. (Amanda Guzman, 2016)
There are also other types of ways that we can communicate non-verbally according to Shawn Grimsley (2020):
Vocal cues, referred to as paralinguistic, is a form of non-verbal communication that includes such things as tone of the voice, volume, speed of the speech, quality, pronunciation and even silence.
Space can also act as a form of non-verbal communication. Space includes the concept of territoriality and personal space. 
Written communication: divided by two and they are formal and informal way.
Territoriality is about making sure others know your territory.
Clothing and artifacts can also send a message, including status, conformity, or rebellion. 
Non-verbal messages can contradict, substitute, repeat, emphasize, or regulate verbal messages.
The meaning of communication is only 7% of the verbal form and the rest which is 93% of non-verbal communication is divided with 55% in general body language and 38% in vocalics form (Dr. Albert Mehrabian, 1967).
SECTION 6: COMMUNICATION IN MY WORKPLACE
At this point I will briefly talk about my workplace which it is called Crussh Fit Food & Juice. This coffee shop/restaurant is based in leading healthy eating retailer, on a mission to improve the nation’s wellbeing through our great-tasting, healthy food.
I work for this company as a Team Leader in a store located in Canary Wharf for almost 1 year. This company was founded in 1998 in the City of London, we now have 35 stores across London.
One thing that makes the company stand out is the good teamwork because we have a good communication skill that we bring between us but also to the customers.
We are a hard-working team made up of more than 20 employees. We are all different ages and cultures, but despite that we all have well communication between everyone, and this is not a barrier for us.
I can say that the type of communication we use is the interpersonal way. This way of communication is when we have it with more than two people. This can vary from highly impersonal to extremely personal.
This skill of communication is critical for relationship success in our workplace. The manager is the one who organizes a meeting with all of us and when he is absent, who replaces him is the assistant manager and notifies us personally or by text messages, emails, calls or notes when we have something to talk or discuss about the team, new rules or customer complaints, which means we use verbal communication.
During the meeting is the right moment to say how you feel, if you have a problem, or if something makes you feel uncomfortable at work to find the right and easy way to fix it, because doing this increases the employee job satisfaction.
Why is effective communication in the workplace important?
Workplace communication can also have a positive effect on absenteeism and turnover rates. This is also called open communication and it has to be one of the priorities of my workplace, it is important to carry it out because employees can feel confident that we are receiving updating information and happy to have downward flowing down from the manager or superiors and this helps us to grow as a team work and to be a hard workers.
Also, it is always good to know how to carry and understand our differences because this is way that we can have a good environment and enjoy the time we are in our workplace. Of course, we do not have to get along with everyone, but it is important to interact with everyone because we see each other every day or at least few days per week and also because I could change jobs and one of my co-workers can be my colleague again.
So, if we have miscommunication in the company, this can be a disaster, because can impact badly, strategies can change, and things can go down. 
If in the workplace the environment it is not good can be although stressful and exhausting it is a battlefield and all the time we are communicating in the non-verbal way and always making signals or looks, that could say a lot about us and we could even lose our jobs; because this is not the right way to work and it shows a lot of the kind of education I have as a person, this can even affect my career, because if one day I want to change my job and the new company ask for a referral of my previous job and I do not longer talk to our to my previous boss or have a good contact with my previous company then I will not able to have the new job and I could lose that opportunity. 
SECTION 7: HOW COULD BE IMPROVE IT?
At the end of all the most important things is to know how to recognize our weaknesses points and improve them to grow as human beings. 
Of course, as in all companies we also have details that we need to improve and here are some ways I suggest we could do to improve the environment and communicate in our workplace:  
Sometimes we misunderstand or listen badly, and I think one of the best ways to avoid this is clarifying things or just double checking if the other person understood my message.
Also, it is important to choose the right method to say things and in the best possible way because we can get to offend the other person or make them feel bad.
If there is anything that bothers us it is also important to say it and express it, but before that we must take a breath because then we could say or do something of what we can then regret.
As I said before, we do not have to get along with everyone but at least you must interact with everyone or at least say hello and respect to be respected so that we are respected.
And the last point is not to underestimate people because we are all different and we have different learning rhythms and way of working.
SECTION 8: DISCUSSION AND CONCLUSION
The report has focused on showing everything learned in this module about communication skills and teamwork. 
The goal of this report is to differentiate the type of communications and how to use it on daily basis, such as my workplace and academic studies and how important it is to develop and improve them.
I believe this will help me to grow as a person and employee. 
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