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Introduction:
Effective team working and communication process are two most important aspects in any professional field. Effective team working is the process of working in synergist manner with cooperating with colleagues, staffs and higher officials. Effective communication is transparent as well as useful interaction with surrounding people in order to maintain systematic flow of information. This assignment is going to represent a portfolio of evidence, in which it will be discussed that briefly analyse the communication and team working that the student has experienced in own workplace. In addition to this this assignment is going to use relevant theories and models of effective management and communication for analysing what student learned about effective commination and team working. 
[bookmark: _Toc16632828]Student portfolio:
[bookmark: _Toc16632829]Personal statement:
I am a student pursuing post graduate degree on business administration. I am working in the university workshop on the new project that has been assigned to my team.  I am highly enthusiastic and motivate individual, with full of positive thoughts.  I am a straightforward person with justified principles and ethics.  I am also a listener and robust learner. 
[bookmark: _Toc16632830]Personal skill:
I have the following skills:
· Strong communication skill
· Good team working skill
· Strong written and verbal communication skill
· Strong interactive skill
[bookmark: _Toc16632831]Weakness:
Weaknesses that I have analysed during working on project are as follows:
· Poor non-verbal communication skill
· Poor critical thinking ability
· Poor decision-making skill
· Weak adaptability to different team
[bookmark: _Toc16632832]Strategies to effective team working:
Team work is important for any organisation in order to enhance organisational productivity as well as organisational success. In my workplace, I use to work in different teams, which assist me to understand the importance of cooperative working environment.  As stated by Cameron (2016), teak work is based on some useful strategies and principles which are associated with organisational ethics, culture and sustainability. During working on the class projects, I have gone through implementation different strategies in order to adapt me into new team. One of the most of important strategy in this aspect, is maintaining clear communication with colleagues. According to Cameron (2016), effective communication is associated with systematic flow of important information within the group which assist each team member to execute, analyse and understand task objectives. Another strategy that I had learned in the workshop is building up respect and trust within group. Maintaining trustworthy relationship with each team members is important for managing cooperation and synergistic relations with colleagues and team leaders.  Moreover, maintaining trust within group is important to make sure that entire team will work on the common organisation goals in synergistic manner rather than focusing on their individual goals. In my workplace, the team leaders used other important strategy such as cultivating socialisation and setting particular goals. As stated by Bailey et al. (2018), socialisation assist team members to get important information about the outside world, competitive market and international business agendas.  Through socialisation process, my team leaders were able to increase the respect, mutual trust and understand within eth team members.  According to Clarke and Forster (2015), setting particular goals for eth entire team, leader can make the team more focused and responsible for their common organisation goals. During workplace, I had faced little issues in understand the objectives of team, as I was transferred from one tea to another. In this aspect, my team leaders of new team and the team members support me to understand actual agendas set for the entire team. Through cultivating transparent communication with my colleges, I was able to resolve any team related issues. In my workplace another important strategy that AI and my team mates use during eth work is active participation of each team member into the overall decision-making process. As stated by Bailey et al. (2018), in order to maintain effective team work, it is important that all team members will be allowed to take part into the overall decision-making process. In the workshop, I and my teammates were allowed to represent our individual views about the task, project objectives and team related issues.
[bookmark: _Toc16632833]Research informed literature about team working and communication:
Effective team working is associated with useful communication within the group, which assist each team member to have clear interaction with one another in terms of sharing views, decisions and issues. In the workshop, I use to understand the importance of team working process and the communication, through maintaining strong communication with my team leaders and colleagues I was able to solve any task related issues or team related problems. In this context Körner et al. (2016) mentioned in their articles that, effective communication and team working are inter-dependent factors which act as drive force for any team. While working in team, I had to faced some difficulties in maintaining proper written communication such as forming any report on eth team objectives or making ay application for setting organisational goals.   My team members and team leaders assist me about how to use simple English and small sentences in order to make meaningful document that can be understood by anyone in the team. According to Clarke and Forster (2015), team working assist the team members to build trust, respected and coordination among them. I and my team mates share our thoughts, decisions and interest about organisational objectives, project completion and career goals.  On the contrary Robinson and Payton (2016) argued sometimes team work create some conflict among eth staffs, which can harm the overall organisation productivity and overall success. During working in the project, I had also faced the conflict with staffs within team, which not only affect the overall working process of the entire team but also damages the good relation among the staffs.  As stated by Fox and Reeves (2015), through maintaining effective communication, clear interaction and sharing the use of each issue, it is possible to solve the conflict within team. In order to solve issues within team, my team leaders use to conduct meeting with all staff, in which we shared out thoughts, reason of issues and decisions regarding the resolution of each issue. Through useful communication and team working, I understand how to maintain perfect balance of work. Moreover, working in different team assist me to analyse that how the mixing up of different views, decisions and suggestion from different team members can form a better organisational strategy that can drive the organisational success.  
[bookmark: _Toc16632834]Knowledge and understanding that is gathered during the team working and communication process:
Through working into different team in the university workshop, I have gathered strong knowledge and experience about team working and communication, that can assist me in my future career.  I have improved my verbal and written communication skill, through working with different team members.  According to Robinson and Payton (2016)., team work is not only associated with improving adaptability of staffs but it improves the interactive skill of the team members. Based on the Tuckman’s Theory on Team work, four stages ae associated with activities and behaviour id team members when they are introduces into a team. Based on this theory I have passed through the four stages, which are forming, storming, norming and performing. In the first stage, when I was introduced to new team, I was feared of any conflict or bad impression.  According to Fox and Reeves (2015), through understating each other’s views, team members can maintain strong coordination among them.  In second stage, I gained access team’s objectives, team member’s views ad their activities.  In the third stage, the norming stage, I was assigned wit roles and responsibilities in order to maintain eth physical production of work. In the last stage, the performing stage, I was able to complete adapt myself with the team’s objectives ad working process.  According to (0, adaptation into new teams is associated with several factors such as better communication, team member’s support, coordination among eth staffs and clear system of information slow. Based on the Belbin’s Theory on Team Roles, team members have to deal with different roles within the groups such as coordinator, evaluator, shaper, resource investigator, implementer, team worker and motivator. In the workshop, I have played all these roles with proper implementation into practical field. According to Burgess et al. (2016) team members need to be good motivator and implementer, who can set new as well as innovative objectives for entire task and implement them into practice accordingly. 
In the workshop, I have also developed my interactive skill, which develop my verbal, non-verbal and written communication skill.  Based on Communication accommodation Theory, there are two types of styles for communicating witi9n group such as convergence and divergence. During the project management work in the workshop, I had used both the convergence and divergence styles of communication. According to Ambrose-Miller and Ashcroft (2016), convergence is the integration of opinion, thoughts and decisions of people from different background within a group, which enhance eth productivity of entire team. I try to listen and implement the relevant decisions and strategies of different team mates and converge them into single piece of decision or strategy that would be fruitful for the entire organisation. On the other hand, Burgess et al. (2016) argued that divergence is the important communication style which brings the innovation, new thoughts and modification in the existing techniques and working process. During working in different teams, I had come across diverse decisions and strategies taken by different team leaders which enhance my knowledge about manifold techniques and work strategies that are important for dealing with any organisation issues. Based on Symbolic Interaction Theory, is another important communication theory, which shows the important of using symbols, non-verbal signs and behaviours in order to communicate within groups. In the workshop, I had also attended the training on non-verbal communication, in order to c0omunicate with disabled staffs. Through this process I am able to understand that how I can make effective interaction with disabled staffs in order to convey my massage to them/.
[bookmark: _Toc16632835]Analysis:
The overall analysis of what I have leaned through working in team and conducting effective communication with team members in the workshop, assists me to evaluate my new and existing skills. According to Pickles et al. (2016), working in team helps individual in developing decision-making ability, problem solving skill, communication skill and inter personal skill. As I had to work in different teams, it assisted me to develop my adaptability into any group. It also enhances my patience, presence of mind and analysing skill.  I have also developed problem solving skill, with using perfect reasoning ability and critical thinking ability. As stated by Burgess et al. (2016), effective communication in workplace, assist people enhance their ability to co9nvey right massage to their colleagues at right time mand place. I had developed verbal and non-verbal communication skill, during working in team, which assist me to interact with all kind of staffs without facing any issues. Moreover, I have gained knowledge about different communication styles such as divergence styles and convergence style. Moreover, I also understand that what type of communication needs to be used in particular time.  Therefore, the overall analysis process, assist me to shed light on my existing skill that I shaped during working in workshop and the new skill that I have gained during working in different teams. 
[bookmark: _Toc16632836]Deployment and practical application:
As stated by Greenhalgh et al. (2017), deployment and practical implementation of experience is important for better utilisation of skill that have been gathered throughout learning process. In university workshop, the skill and knowledge I have gathered through working in teams, assists me to deal with any organisational issues in the future career.  Through using eth communication skill, critical thinking skill, decision making skill I am able to solve different project related issue and team related problems. Through practical application of my skills that I gathered through team work and using effective communication within team, I am able to analyse any work-related issues and deal with the changing objectives as well as organisational needs
[bookmark: _Toc16632837]Conclusion:
By discussing the portfolio of evidence, it can be concluded that, team work and effective communication are important for organisational success. Moreover, through working in team, individual can develop skills and knowledge that he or she can use into practical filed.  Team work I associated with strong communication skill which assist individual to developed the interactive skill which assist them in their professional field. 
[bookmark: _Toc12034559][bookmark: _Toc16632838]
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Student Name: £ //(APAT L ULASELAL GV StudentID: _/§/ SFOF

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned to you
at the next session. You will need to include a scanned copy of this exercise in the form of an appendix together
with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following passage and answer the questions on the next page.

Improve Your Communication Skills

Successful leaders are able to meaningfully communicate with others. Steve Jobs inspired
his employees to strive for perfect hardware products. Jack Welch mentored the senior leadership
team of GE to new heights. leff Bezos is known for articulating the Amazon ethos clearly to
employees and the world. How can you improve your communication skills in order to become a
more effective leader?

One study found that nonverbal communication accounted for 55 percent of how an
audience perceived a presenter. That means that the majority of what you say is communicated not
through words, but through physical cues. As with most leadership skills, receiving honest feedback
from peers, managers and members of your team is critical to becoming a better communicator. If
you regularly solicit feedback, others will help you to discover areas for improvement that you might
have otherwise overlooked.

Engage the audience in discussion. Regardless of how compelling the speaker is, all
audiences have limited attention spans. To become a more effective communicator, make
presentations and discussions interactive. Ask the audience a question, encourage people to call out
their thoughts during a brainstorming session or at the very least ask hypothetical questions to
stimulate the audience.

Master the art of timing. While some of their jokes might not be appropriate for the
workplace, stand-up comedians are certainly effective communicators. Comedians like Louis CK,
Chris Rock and Dave Chappelle are able to host compelling 90-minute comedy shows, in part
because they are able to feel out their audience to determine when to move on to a new topic or
when to reiterate an idea.

A recent study revealed that people generally retain more information when presented with
novel, as opposed to routine, situations. To help audience members retain information, consider
injecting some sort of novel event into a presentation. This might be something funny, or something
that simply catches people by surprise.

“Listen more than you talk.” This is what Richard Branson tells business people who want to
connect with others. To communicate effectively, first listen to what others have to say. Then you
can provide a thoughtful answer that shows you have taken those ideas into account.
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1. In your own words, what is nonverbal communication?

2. According to the text, why is it important to engage the audience in discussion?
3. Which advice do you find most useful and why?

4. How could you improve your own communication skills?
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Student Name: LU AeaT LIAELALNP]  StudentID: /P [ L FOT

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1. Read the following passage and answer the questions.

| (Kelly Quintanilla, one of your co-authors) have taught many successful workshops to business
professionals over the years, workshops in beautiful locations with enthusiastic participants. 1 also taught
one workshop that appeared to be doomed to fail before it even began. The topic of this 6-hour workshop
was conflict management. The group was a department whose members were currently engaged in a battle
with one another. Literally, half the department was not speaking to the other half. Some of the best
department members had put in for transfers. Productivity and customer service were suffering.

Knowing all this in advance, | had carefully selected a large room with comfortable chairs, round
tables, and good lighting. | had planned for several breaks with food and drinks in an attempt to foster
informal communication. The meeting environment was ideal. Unfortunately, an emergency water outage
caused the workshop to be moved to a room in one of the local museums. The meeting was scheduled to
begin at 8:00 a.m., but many people arrived late due to the last-minute change in location. Those who arrived
on time became increasingly agitated as they waited. Part of their agitation stemmed from the fact that there
was no coffee, no food, nothing. Despite several calls, the food order never made it to the new location. The
only place to get a drink or snack was a small, extremely overpriced gift shop that did not open until 10:00
a.m. To make matters worse, the room had about 40 mounted animal heads hanging from the walls. The
animal heads, most of which were in a growling pose, were very dusty, causing anyone with allergies to begin
sneezing and sniffling. The final problem was the furniture. The chairs were the small, metal, folding kind.
The tables were also small, and there were not enough of them, so the participants were crammed together.
I could not imagine a worse meeting environment for any group, let alone a group already engaged in conflict.
[ needed to do something quickly.

Q1: What went wrong?

Q2: What would you have if you had been in that position?

Q3: Could the situation somehow be used to your advantage? Why/ why not?
Q4: Could any model of communication help explain this situation? '
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Ex.2. Read the following brief and write a business email according to the instructions.

Write an email to a business contact or colleague asking for information.

Prepare the situation using the questions below. The information can be real or imaginary.

* What is your company’s business? What products/services do you offer?

* What is your position in the company?

» What information do you want right now? Ideas: the status of an order that you are waiting for; product
information to give to a customer; market information about a new country where you are going to do
business; financial data to write a report; hotel information for a business trip you are going to make.

* Who are you going to write to, to get this information? Ideas: a colleague in another department/from
another country; a customer; a supplier; your line manager.

e Can you make your request for information more specific?

* Do you want to give any information to them? / promise action? / offer help?

Now write the email.
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