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Introduction 
[bookmark: _GoBack]The process of communication helps to improve working relationship in an organisation. With the help of effective communication business can convey the clear message to its stakeholders. communication often act as a key parameter in building team as it helps to resolve disputes, conflicts and helps to convey the intended message clearly. Communication helps to improve the speed and efficiency in business. In the current report I am going to discuss about different methods of communication and its importance in improving team working at work place,(Michael,2012). 
Communication theory and background
There are several theories that explains about the ways in which communication is done. In simple term communication is the process that helps to convey and receive the message between the sender and receiver. Berlo’s model of communication has four stages applying this principle to work based or team based communication. Communication should have a source, message, channel and receiver. The work place communication takes place in different forms and methods, they are verbal, written, on screen, multimedia and web based. Each one has different functionality and allows to the improve the team working skills within the organisation. Verbal method of communication is face to face or telephone based communication these type of methods are usually used at work to convey the message to both the team and customers eg: briefing, team meeting etc. written communication method is used to convey important and confidential information letters, email and memos are often used eg: workers get terms and condition of working through letter, email are faster method to communicate information this includes client and customer details etc. the common form of on screen communication are internet and intranet which is used to convey the message about the latest job opening and also educate the employees about health and safety etc. multimedia style of communication are used at work to convey the message to larger audience this includes TV ads, films etc. web based communication such as webminar are used for training and development process,(Michael,2012). 
Role of communication and team working 
The information in business has different sources they can be both internal and external source. Irrespective the nature of the source they help to improve the team working eg: sales figures, financial data etc. the business information should be properly communicated in order for the employees to understand the objective and the reason for which the message is communicated. I will explain the role of communication based on my work. I am a beautician and I work in one of the busy salons in the city. At work we rely on different type and medium of communication. We use written communication for employment contract and invoices. Verbal communication is used during team meeting to discuss the business strategy and plan of action. Multimedia style of communication is used during training and development to help the employees to improve their customer service skills. We use images and web based method of communication for promotion and advertisement eg: leaflets, facebook and Instagram to advertise our style of products and improve our relationship with the customers,(John et al,2010). 
	Skills 
	Explanation 

	Forms of communication- formal and informal 
	at work we rely on both formal and informal methods of communication. We rely on text based service to inform our customers about offers and promotions, while we use formal method of communication to serve invoices to our customers,(John et al,2010). 

	Verbal and Non-Verbal Communication
	We use both verbal and non-verbal form of communication. Verbal communication helps as to provide better customer service as it enables to convey the message in a clear tone. Being polite and soft spoken is one of the important aspects of customer service. we often use non-verbal form of communication within the team and also while communicating with our customers this includes facial expression and gesture these two conveys to our customers about our product knowledge and work ethics and allows to build a strong relationship with customers and employees,(John et al,2010). 

	Listening 
	It is one of the most important aspect in team working. Listening at work place helps as to understand the needs of customers, it helps to reduce the communication errors and misunderstanding and lowers the conflict of interest between the staff members. It also enables as to improve the speed and efficiency in work as we can understand the customer requirements and make the design that best suits them,(John et al,2010). 

	Understanding 
	It is often good practice to check the level of understanding. Before provide any service such as bridal design or facial make up we explain the process to the customer and make sure the customer understood the steps and stages before we could carry out the task. We adopt the same procedure in staff training hence the staff members gets the knowledge understanding about the product and service that is offered,(John et al,2010). 

	Seeking clarification 
	This is very much essential as it allows to get a clarity in the information that is communicated with the staff members and customers eg: conveying the work ethics principles and codes, health and safety policy to staff members and explaining price and terms and condition to the customers,(John et al,2010). 

	Addressing the needs of the customers and employees 
	It is very important to address the needs of both the customers and employees. We look to address our employees concerns by giving them proper training and also give them flexible working schedule and help to balance the work life, with respect to customers we look to get feedback and suggestion and improve our service, we offer refund for those customers who are not happy with the service and provide them free service to their level of satisfaction,(John et al,2010). 

	Using eye contact 
	Making eye contact is very important as it reflects the trustworthiness. We train our staff to be positive and show positive attitude and body language while talking and providing service to our customers. At work we adopt the same procedure while doing the staff training so the new employees feel confident in handling things and learn them in a short period of time,(John et al,2010). 

	Facial expression 
	Expression on the face conveys the message about what a person thinks. We provide training to our staff members to be polite and kind when dealing with our customer queries and complaints. We often tent to have smile and address their concerns in a genuine manner. During the training program our team managers often use facial expression to show the level of confidence and understanding in providing the training,(John et al,2010). 

	Body language 
	It is one of the most important and key aspect which helps to convey the message. Poor body posture, inability to make eye contact, hunched back all these will distract the listener. We often focus on the body language when we talk to our customers as it helps the customers to listen and understand the message that is being conveyed. During training we give importance body language and how it will affect the quality of customer service we offer to the customers,(John et al,2010). 

	Language of choice and professionalism 
	It is very important to use simple language which every customers can understand, the language of choice should be simple and polite. It should not be too technical which often can confuse the customers. We train our staff to be polite and friendly with customers, we also emphasis on the tone of the language as the tone. We use softer tone when talking to our customers. We treat our employees more professionally and we try to avoid jargons and use language of highest degree of professionalism,(John et al,2010). 

	Employing different communication techniques to understand the customer need 
	Listening skills is essential to understand the customer needs. It is also equally important to ask questions to understand the requirements of the customers so that we can provide the best service and the customer can have best customer experience. We train our staff to listen and understand the customers and we also encourage customers to ask question and clarify their doubts this enables to clear the doubts and helps to avoid misunderstandings,(John et al,2010). 

	Presentation skills 
	It is very one of the key aspects. Presentation skill not only implies to product knowledge and the ability to sell products and service it also implies the shop floor management and maintenance. We often train our employees to use interpersonal skills and good work ethics while promoting our products and services. we use materials such as fliers and posters and also social media to present our work and we always look to maintain our shop floor clean which gives best customer experience for our service users. We emphasis on the importance of presentation skills during training and development process,(John et al,2010). 

	Shared goals 
	We often look to understand the needs of the customers and provide service to them. We look to provide the best service to our customers hence they get the value for the money. We try to provide the best deal, we also offer them loyalty cards which helps to improve customer relationship,(John et al,2010). 



Role of communication in improving team functioning 
We use communication as a medium to overcome difficulties at work. effective and clear communication helps as to understand the aims and objectives of the business. it enables as to create better business plan and strategies and work towards the business objectives. We often have team meetings and appraisals which helps to understand the difficulties the staff members are having in providing service and dealing with customers. We tent to address issues that the staff members raised during the meetings to improve the working environment. we also give importance to staff welfare and look to address their needs and provide them flexible working pattern hence we help them to balance their personal and professional life. we try to remove any barrier that exist between the staff members and the management and look to address them in a timely manner such as page raise, incentives and promotions,(Samantha,2019). 
We take on board the suggestions and advice of the members of the staff before we introduce any new product or service to our product portfolio and provide the staff team with adequate level of training to improve their skill. We look to educate our staff team with product knowledge which improves their confidence and motivates them it also helps to answer to customers queries about the type of beauty products that we employ in our service. We use feedback system for both customers and employees  which enables as to understand about the customer perspective of the quality of service that has been provided and allows as to make improvement. Knowing the difficulties of staff members helps as to reduce the conflict between the staff members, allows to improve their competence and skill level by providing them with good training. At work we always look to motivate and support our colleagues as it helps to improve working relations with the team. the senior members of the team look to train and motivate the new members so they feel included. Part of the work based training we provide health and safety and occupation hazard training to our staff members and every members of the staff team are expected to adhere and follow the safety norms of the work place. overall with effective communication within the team, the working efficiency of the team improves considerably. Through effective communication we were able to eliminate the difference within the team and were able to improve team working and coordination,(Kimberlee,2019). 
Conclusion 
Communication is very much essential for building a strong team at work. I have learned and understand importance of effective communication and how it will affect business function through my experience at work. from the current course I have understood the theoretical aspects of communication which I can apply at work and improve team working. I am confident that different communication models that I have studied part of this course will help me to improve my team working skills and act as a effective communicator within the team. 
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