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EXECUTIVE SUMMARY
The aim of writing this report is to give to the reader my understanding of communication and teamwork and the benefits is has in our society today. This report through Moodle and research will help the reader understand the importance of having certain skills.

1.0 TEAMWORK
According to dictionary.com teamwork “it is a cooperative effort of members of a group to achieve a common goal”. Teamwork allows people of different culture and backgrounds work together and supporting each other as a unit to achieve a goal collectively. Whilst teams can achieve good results,  they can also go down to the level of ineffective and incapacitate group. Teamwork allows people to learn from each other skills and experiences.  When workers join together to build trust on each other, they share a common goal and work towards productivity of the business.

IMPORTANCE OF TEAMWORK

Teamwork Creates a Smoother and Looser Structure: In any organisation where leaders are not trying to be bosses but rather works effectively as a member of the team, this will help creates a good structure by developing a friendly working environment.

Teamwork motivates unity in the workplace : Good teamwork creates unity and nurtures relationships in the organisation. Having close relationship in the team allows members to cooperate and work harder.

Teamwork Enhances Problem Solving: putting together group abilities and talents, different solutions into one big productive unit allows new ideas to flourish the organisation goals to be achieve faster.

Teamwork Improves Productivity: the performance, ideas and knowledge of an individual is limited to that of a team. In all aspects of working life, the diverse skills of the team are needed.

Teamwork Motivates The workforce: where there is a healthy working environment between team members this motivates them to do more for the organisation.

Teamwork provides great learning opportunities 
Working in a team allows team members to learn from each other’s mistakes and experiences. You will be able to learn new concepts and avoid future errors.


COMMUNICATION
Maund et al (2017)” Communication is the exchange of information, thoughts, or ideas between two parties or more that results in a mutual agreement”. Moodle “Communication is each act of transmitting information, information in the broader sence of the words including thoughts, ideas and emotions”

IMPORTANCE OF COMMUNICATION
Communication is one of the most important tool in the workplace. Most organisation now sends their workers on training to learn how to communicate effectively at work. Most managers believe Communication is the key to organisation values and success. To help build employees self-concept, organisation must try to develop the communication skills of workers through further training. Defining job roles and responsibilities helps any organisation to mimeses the barriers of communication. Good communication skills allow a person to argue with confidence.

Workplace diversity
Effective communication can make language barriers and cultural differences amongst workers becomes better if diversity in the workplace is drawn to the attention of all workers and through this goals can be determined.

Productivity and team building
Communication builds relationships, it is the soul of any organisation, managers build their business by having faith in them, both employees and managers build trust in each other and aim for longer and healthier relationship.

Solving problems
Effective communication helps solves problems at work, the aim is trying to met your workers needs by talking Frankly and professionally to everyone. A good solution that makes everyone happy at the end is better that one feels that sides are been taken.

Employee morale
effective communication makes workers feels more comfortable and fasten to their jobs when they earn their respect and dignity. A good work is done when workers are happy.

ASHCROFT CARE SERVICES 
Ashcroft is a care services is an ethical organisation that provides support to people with learning disabilities. They advocate passionately for people with learning disabilities. They will never accept that a disability should restrict, constrain or block. Their aim is to see disabled people live life to the full , be treated fairly, respectfully and with dignity.

The reasons why communication is important at Ashcroft
· The help of written guidelines or care plans allows the support workers to be able to support service users with their day to day needs. As Support workers we work on shift basis , so it is essential for handover either written or non written to be given to staffs taking over the shift.
· It is vital for support workers to communicate with service users in a patient centred way, taking into account the service users preferences and needs and treat them with dignity
· Good communication helps reduce both the anxiety of the Support workers and build their confidence
· Effective communication enables support workers to deliver good quality of care.


TYPES OF COMMUNICATION 
There are three types of communication, verbal, nonverbal and visual communication, verbal communication is the used of spoken words, either from a distance of face to face, non verbal communication is the expression of body language whilst visual communication these include drawings, maps and graphic designs ,this typically supports verbal communication.

Verbal communication:
According to Maund et al 2017 nonverbal communication “encompasses both our words and and our verbal fillers”. Verbal communication can also be define as the  sharing of information between individuals with the used of speech and words. Verbal
communication can either be written or non-written. Generally the key elements of verbal communication include words, sounds, language and the physical act of speaking. Improving your verbal communication skills can helps you foster good working relationships with your colleagues. It has many functions but it main purpose is sending information to one or more recipients.

Examples of how verbal communication is used at the workplace
· Persuade someone: we always go to horse carriage riding with the service users and I do not like going on my own, I use my persuasive skills to in my verbal communication to ask my colleague to come with me.

· Correcting wrong:  there was an error on the medication mac sheet the team prepares, someone spotted the error, she apologised said am sorry then rectifies the mistake. It is that power of the word sorry that is effective as part of verbal communication.


· Create a relationship: through conversing with colleagues with the use of our verbal communication skills we build relationships.

· Sharing of ideas: as team members at work we share ideas and exchange information based on our past experiences, this creates room for success.


· Increase job satisfaction: a manager acted as team member not a boss, she works along side us, she also listen to feedbacks and acted up it, this makes us feel empowered.
· Increases productivity: effective communication amongst team members encourages workforce and increases productivity.

Nonverbal communication
Maund et al 2017 nonverbal communication is “all those ways we communicate without words”. Non verbal communication includes body language, gestures, facial expressions and even posture. Nonverbal communication sets the tone of a conversation.

Examples of how nonverbal communication is used at the workplace
The length of space between you and your colleagues, your tone voice, gestures, what you wear and how you wear it are all examples of nonverbal communication.
Workers communicate using signs and gestures such as eye contact and facial expressions instead of words. Individuals tone of voice may also send nonverbal messages.


Using non verbal cues to enhance communication
as a support worker you supposed to be sending messages to colleagues on a regular basis, the use of nonverbal cues can further improve the way your colleagues perceive your information. Nonverbal communication can tell what your colleagues say and how they feel.

Impacting workplace performance
having a good understanding of your nonverbal cues when you are sending out information allows you to receive the information the same way you send it. An argument and confusion in the workplace are cause by negative nonverbal cues, whilst positive non verbal cues helps the colleagues to work together to achieve better results for the organisation.

Improving workplace performance
 employees can do their work with utmost satisfaction when there is effective communication from the manage, it can boost the morale to the employees and increases job satisfaction, on the contrary it can affect their performance is there is a negative non verbal cues in the managers attitude.

3.0. THEORIES OF COMMUNICATION
There are three models of communication and are as follows
Shannon weaver model of communication
Below model of communication
Schramm model of communication

3.1 SHANNON WEAVER MODEL OF COMMUNICATION 
[bookmark: _GoBack]In Shannon’s model of communication messages are sent in codes through a medium, the sender converts the information and sent it to the receiver through an advanced search like telegraph and telephone. The receiver then convert the coded message into intelligible language. This model is also known as the “mother of all models". 

EXAMPLES OF SHANNON WEAVER MODEL AT THE WORKPLACE
The human resources manager sent a fax message about staff’s medication training at the head office, staffs did not receive the whole message as the fax machine was faulty and there was no clarity.
The venue was missing from the information the human resources manager sent due to the faulty fax machine. Staffs call human resources department to make them aware of the faulty message and it’s only had that point the human resources manager realised the noise transmission issue and resend the full details of the fax again.
By solving the problems causing noise in the workplace, makes this concept effective in communication. This concept is significant in communication.

3.2 BELOS’S MODEL OF COMMUNICATION 
According to Moodle “This model looks into the production of the message in a coded form and how a member is able to interpret the message prior to the sender sending out the message and the recipient receives the message”. This model has four components and they are the sender, messages, channel and noise. This model takes into account the emotional aspects of the message.

How communication can be used at the workplace according to Belo’s model
Belo’s model can be used to make communication effective in the organisation if the sender has good communication skills
It also help in creates the meaning of the message, way and  manner in which the persons perceives the message change the meaning .
Belo’s model can be used in all aspects of  transmitting information at the workplace. This can be done through social media, voice messages , audio and text messages.

3.3 SCHRAMM'S MODEL OF COMMUNICATION 
Shramm's model of communication describe communication as a two way process where both the sender and a recipient takes turns to send and receive a message. He also believes that cultural differences and experiences also contributes a huge role in communication.

How can communication be used at the workplace according to Schramm's model.
This model helps workers interpret properly messages sent to them and give back feedback to their managers.

4.0 CONCLUSION
Effective teamwork and communication are the two most important tools in all aspects of work and businesses. With good communication a d team working skills an individual can be competitive and help its organisation operate and compete in the competitive market .Employers believe if all their team have good team working  skills it can help increase the productivity of the organisation. The theories of communication has  also explained how both employers and employees communicate and work effectively.
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