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                                        TEAM WORKING AND COMMUNICATION



ETW (TERM 1- TASK 1) 

Introduction 

Now a days some of the most important skills, not only for the working environment but also for the usual daily actions, are absolutely Communication Skills. Communication is relevant because we can use it across different jobs, at school and also in private life. But communication is not just speaking, is a lot more, we can communicate for example between many ways like, verbally, by social media and body language. On my assessment I am going to speak about how important are communication skills, and in particular I am going to talk about some examples of bad and poor communication and how to improve and solve this problems thanks what I learned in school and from my own knowledge. 

Main Body 

As we have already talked about in class, communication means transforming information and this can be done through different ways, some of them are verbally, by social media and through body language.
But communication does not only mean transforming information, it also means describe feelings about something or someone.




Communication is divided into three major pillars:

VERBAL communication
Verbal communication which means by the word itself “orally“, which is probably the most used for years, even before technology and is a communication that we use daily in every situation, in every case from the simplest and less important to the most complex and fundamental event.

NONVERBAL communication
Nonverbal communication which is mostly used on online platforms such as e-mail, social media and text-message, which brings the attention not only to what we write but especially how we write something, since it is written and permanent. It is necessary to have a correct language, an academic writing and it would be better to focus attention also on grammatical errors and above all on being formal.

BODYLANGUAGE 
Body language is a type of communication based on many ways such as eye contact, facial expressions, posture, space and touch. To be a good communicator you have to start focusing on sincerity being honest is at the core.
Beyond that, decision and courage play a fundamental role because with a firm handshake and a real smile you can win over a lot of people but above all make a positive impression.

EYE CONTACT 
Eye contact is another fundamental point which, in fact, transmits the sensations and emotions of a person starting with a lost and shy look unfortunately often can also look kind of rude and not very interested, especially in the world of work.
BUT too strong eye contact can intimidate a person and create the effect contrary to what we want. For that we need a middle ground between the two, that is to be neither too incisive with the gaze nor too vague, the right composition.

FACIAL EXPRESSIONS 
Human beings have a lot of facial expressions, and sometimes even maintaining a relaxed face shape can make us look like angry or bored which is why we have to be careful about that too. Having a real smile can help in that case, and not only, that will already give you an extra point in case of a job interview. In case to make the speaker understand that you are listening, we can, through a movement of the head, also called "nodding" help a lot, so he/she will straightly appreciate and continue the conversation. 

POSTURE 
Having a good posture, being composed in the chair and keeping the shoulders straight can create a good impression and communication just by not speaking.
This will allow the viewer to understand what you're trying to show which is decision and determination.

TOUCH 
In some countries touching the arm of a person after speaking about a business plan is a symptom of respect in other cases it is quite the opposite so also based on where you are and the people in front of you, you must be able to understand what is rude or not even on this point of view.

SPACE 
Last but not least there is also the distance between two people who want to communicate which seems nonsense, but in reality according to some scientific studies, you can see that by being too close or too far to the person you want to communicate as a negative impact, so even in this case we need a middle space, the right space to maintain a good conversation.

To have a good communication process there is a process called "communication process cycle" which allows a good communication between the sender and the receiver.


What happens on that process?
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As we can see also thanks to this picture, there are two fundamental points: the Sender who encodes the ‘message’ which is then received by the Receiver who has decoded the ‘message’ and sends feedback. That is why this sort of circle is called “Communication cycle process”.

To explain better the process, the sender needs encoding to say what he means and how he wants to say it, then the message can be verbal, via social media or face to face and on the other hand there is decoding which allows the receiver to understand and make sense of what has been said and after that the receiver then has to create a response that will pass into the feedback (which is a sort of response, which confirms or not what the sender has communicated).

BUT there are many situations that can make the message destroyed. 

Effective Communication comes when, you have done it in an appropriate way, that means there are many factors that can influence this process. (e.g. speaking properly, physical situation (environment), depending on the audience…)

To give an example


In THE LESSON we spoke about few examples of wrong communication like: 


For example, in a workplace situation 


There is a colleague of yours that is at home for a family problem, you cannot write an email telling him when he/she is back at work without being emphatic and without giving understanding of the situation, you should say it in a nicer way to him/her. You would be putting work first, instead of also thinking about the feelings of a person may have at that specific moment, on that situation. 


Another example can be: 

In an important conference do not keep the phone on and do not answer if it rings, because number one, if the phone is on it is a lack of respect towards the people around you who may need to concentrate in the conversation to give good ideas. Second point if you answer the phone not only you would be even more disrespectful but you would lose, once the call is closed, even the thread of the speech in such a way as not to understand even more the speech you were talking about.


Another example: 

If you talk to someone important on the phone, don't call in crowded public places, otherwise you could create a general misunderstanding and make those on the other side of the phone not understand you or misunderstand you.


Another example can be:

For example when you talk to someone always use a quiet tone of voice and not fast, otherwise you could put the person in front of you in difficulty by creating an uncomfortable situation and creating a general misunderstanding. Instead by speaking correctly you will create good communication and also a more incisive interest from those who listen to you.


To make examples of poor communication, from other sources, we can say that: 


Not listening what someone is saying is a really bad communication. Listening to the ideas of others, opinions and problems are all the fundamental steps that must be there not only to improve the staff but to create a situation of good communication between two individuals who may work together.
Not listening often causes not only misunderstandings but also bad personal relationships that can create bad situations in the work environment.

How in my opinion I can improve my communication skills?


· First of all you need to identify what your strengths are and what your weaknesses are. after that analyze them carefully understanding what to change and improve, for example:

· Practice improving your communication habits. Communicating correctly is a process that will always be developed not only on the basis of the character of a person but also in the modern world, new tools and new forms of communication are adopted. Sometimes this process can be a process that improves over time without even realizing it, that happens involuntarily through personal experiences and past moments that have made you understand what you were doing wrong by communicating in that way.



· Throw yourself into speeches to train yourself to communicate, this does not necessarily have to happen in the world of work but also in everyday life, commit to being in the middle of communications and try to understand how to deal with them with good communication.



· Participating in online and physically communication skills lessons can help you through group work, class assignments and open discussions to develop this skill efficiently and effectively.



· Looking for every situation not only at work but also in daily life to develop communication skills can help improve these skills, making you a better communicator.
This improvement can be accomplished by creating eye contact, providing positive and non-positive feedback and creating questions during conversations.




How to communicate efficiently at work?


Easy if we follow some simple and clear points.
· Point one, be clear and concise, communicating in a simple and discursive way is an important point in the conversation, it will make speech easy to understand and simple to understand.

· Be more empathetic, as said before in a difficult situation of others, you have to be understanding and empathic above all.
We must always show respect for one another and be understanding in difficult situations. We must be willing to help, otherwise this skill must be practiced.

· Coherence and calm are good characteristics for a good communicator, in difficult situations everyone must not be too hasty on the character point of view, that means, everyone must not put feelings too much in the way, in fact an always coherent and calm behavior will facilitate the success on this point of view.

· Body language helps a lot terms of good communication, for example, a person with a good and composed posture will be taken more seriously than a person with a wrong posture, other examples can be sitting correctly, standing straight with the shoulders and maintaining eye contact will help not only make you a professional and respectful person but also a person who is sure of what he says and wants.



CONCLUSION 

To clarify all the concepts I talked about, I can finally simplify everything by saying that.
The ability of good communication is in part born with the passing of experiences but on the other part burn also thanks to the things learned in school. It is for this reason that, thanks to this University, I am improving day by day my skills in terms of communication and I am learning more and more the importance of this skill which is making me become a good candidate for the work environment.
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