Darren goldsmith 1918995 
Tim Hopkins  
Effective team working and communication

Contents 
Introduction
Three models of communication 
Communication skills 
Conclusion
References 






Section 1
Introduction
 
My name is Darren goldsmith. 
I am a caretaker for Camden council I started in 2012,
 I have been doing this for the past eight  years and  I still really enjoy it the people are really nice.
 I was born and grew up in Camden and still really like living here because all my friends and family live and grew up here as well .
I want to become a manger at Camden council and I think I have a good chance plus this  effective team working and communication course will make sure I  achieve my goal to do so and help in my  career  and life in the long term.



This report will show different types of Communication 
Three models of communication Shannon and weaver ,Schramm and Berlo these are the models in which the communication we use today is base on and have done for centuries This will be explained in the following report 
Communication in the workplace there is no hiding from it as it is Essential For anything to be done transmitting information between a group or a person to another group of person in a company in can include emails ,notes ,texts messages ,voicemails and even face to face in person like a said it is the most important tool for any company to use as its getting a vision across ,getting someone to do something for you always need a clear sense of leadership communication skills
If the communication is not clear there will be a disrupt in services And managers and staff workers will become confused or the job won’t be done at all.
Just  like the case study Maria and Pedro where Pedro didn’t get the chicken Maria wanted because he thought she said to meet her in the kitchen ( noise from Shannon and weaver explained )
Workplace communication skills improves productivity in the company’s workers 
 good communication with your boss if clear and frequent will show in your work that you do and are more likely to succeed in your workplace environment with that Direct management 
Workplace communication can also help with employee job satisfaction 
Employees feel much better if there are able to have upward communication eg company meeting survey boxes and normally consists of feedback if workers and bosses are able to have clear and good communication and response this will end U as employee satisfaction .

Mangers and supervisors who give information to direct to employees is called downward communication and is needed and good for the overall satisfaction to for the workers 
When I need PPE for work I ask my mangers which is upward communication and when they reply it will be downward communication.
 Effective Communication can help with  motivation, problem solving,  productivity delegating to other staff members. 
they need this skill to stay  I above the water and stay afloat in any company or organisation. (360training )
 



























Section 2
Three models of communication
2.1

 Shannon and weaver model 
Shannon was a mathematician and he  wrote an  article called mathematical theory of communication where he explained Communication and his goal was  “the fundamental problem of communication is that of reproducing a message sent from one point ,either exactly or approximately, to another point” (Shannon,1948, p.379 ) 
later on Shannon partnered up with someone called Weaver a electronic engineer scientist to better apply his Theory to communication which after became known as the Shannon and weaver. (Drew C ,2020)

 At that time communication was understood as simplest, just a sender was the role to send the message and a receiver was his job to decode the message.
Their mission was to explain this in a better and more detailed way so the president this model below .
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Firstly is the source of communication the sender (me) this is where it  all starts the information that a person or a group of people want to communicate to another person or a group.
The encoders place come in after the communication has been sent the encoder will transform a idea that the source wants to send into a format that will reach the receiver (manger). The content doesn’t really matter as long as the message Sent 
Channel is the means to send the message from the sender to the receiver for a message to be sent it is  essential for a proper means for transmission should be taken after all it is the route that it takes to reach the receiver this can be  verbal, video  ,audio ,written, electronic etc  as the message travels noise comes into play this is a disruption or a distortion That can change the message in a way that it will be miss understood this noise can be physical or  Relating to meaning or logic .
Before the message reaches the receiver it has to be decoded in a  form that the receiver can understand this is the other side of model as the transmitter encodes the idea he or she wants to send ,
The receiver is the Last leg of the model and is the recipient and destination of the message that was sent out by the sender  
feedback is when he or she tells the sender that they see the message and understood it properly Shannon and weaver put importance on the feedback because it is the only way for the sender to know if the receiver has got the message or not .



Schramms model of communication basically the same as shannon and weavers model .
 it’s as the following( businesstopia 2018)

Sender — encoder — signal —decoder — receiver 

                                       Noise 

 Schramms communication model:
 does something that happens to the signal and that’s the  noise 
 the noise aspects is anything that effects the signal normally it is other people And or public buildings planes from above or could be people playing football outside , to the tap of rain on a window all destructive.
But Schramms model could be disrupted “ noise”  By the feelings they have, the impact on your potential of receiving the message not just what goes on around you , if your angry, hungry, upset but What happens in your environment is the place you are in is it to hot or is it to cold how do you feel in the place you are currently in .
Another thing is very important in the scharmms  model is overlapping 
fields of experience between the sender and the receiver and  the signal or the  channel of communication needs to overlap So you need to be very clear otherwise the other person may not know what you are talking about in other words use English ( a language ) that everyone can understand if the sender and receiver are  not culturally the same then it is possible that things get mixed up and not understood because of cultural differences.
Fields of experience can also be misunderstood by social status ,What part of the country you might live in and a number of other things.




Berlo model of communication:
Berlo took his concept of his model on communication from Shannon and Weaver but he made Advance  of changes  with the verbal and non verbal speaking And body language and the emotional aspect of the message  ,Berlo model of communication was first published in 1960 and he put forward the factors affecting the Separate Parts in his communication making the more Organised. Body language is key for communication because it advances your speech and lets the recipients know that your interested or not 
Berlo model of communication comes with four parts which is the following 
Sender —message —channel —receiver 
  Each part is influenced by many’s things 
Sender : the communication skills of a sender the attitude, the knowledge and  social systems or  the culture of the sender 
Message : content  or structure the way it was be written out of the message even the way the message is communicated 
Or the non verbal things like signs and gestures also come into factor 
Channel : is hearing ,seeing ,touching, tasting and smelling 
Receiver is the same as the senders the communication skills of a receiver the attitude, the knowledge and  social systems or  the culture of the receiver 
There is no concept of feedback either (businesstopia 2018)















Section 3
Communication skills
The methods of communication are verbal which is the language and talking or written ,this  is the most popular way Of sharing information today. 
non verbal. 
Which means no words are used , vision by seeing.   
Now I will talk about the factors of communication which are speech ,vocabulary if you knowledge of words and use them  affectively put get your point across the  speed you speak at some people will not understand you if you speak to fast and the receiver will probably get confused you tone Is what level you speak at  and pitch of the voice if it’s to high or to low then the message could get lost.
You should always read out loud talk to people in a polite manner ;it shows confidence and you are more likely to get listened to. This is called para-verbal 
Active listening is fully hearing and understanding of what someone is trying to say.
 avoid your mind wondering and keep your attention on the speaker try not to speak over or interrupt the other Let the the person  finish ,think and then respond appropriately Use phases like “tell me more” “go ahead, I’m listening” or that’s sound really interesting and also it keeps the other person talking show that your listening with body language and make sure you both understand each other.

 Empathy listening when you feel you are able to share and understand somebody’s else’s feelings and by taking notice of what there feeling by putting your self in there shoes.
The other person feels understood and  you both are on the same page. 
I like doing this with the residents in my job because they feel like I understand and if there upset with something housing related I can connect with that  and see where there coming from and more likely to  feel safe and rely on me to take care of my workload which is there estate/ home.
At Camden council where I work I see good communication skills are very important because it helps out everyone and makes sure we are on the same page to reach a common goal short term Day to day  or long term.  the mangers communicating Direct with the caretakers every day about a bunch of different items which can be stressful but if the manger Is clear Precise and has common courtesy and knowledge Of who you are  and what he’s wants you to do also what you do for the company will insure the caretakers safe  environment and happy working and sometimes teamwork from the other caretakers  by communication efficiently. If your manger does not have good conversation or communication or just doesn’t convey the message to you properly with or to you I personally would be less thrilled and motivated to do any jobs for them,
 if I had to do them, I wouldn’t go as far and as good as if a manger was clear and  polite to me.




Section 4
Conclusion
In this report I have covered some important features in communication like the Shannon and weaver model vs how the Schramms and berlo models. 
They took Shannon and  weavers model and made it there own with very suitable changes that they thought made a difference on how people took to communication skills and the touch and sound of someone communication really goes in deep! thanks to berlo I have spoken about the verbal and non verbal communication the structure and components of the message I like to think is important otherwise no one will understand what you are saying. 

I have really enjoyed writing this report and I hope I have Communicate the evidence in  a Simple but effective and efficient way.
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