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Introduction

» There are no problems we cannot solve together,
beside very few that we can solve by ourselves
(Burns, 2016)

» Effective team works indicates requires setting and
communicating clear team objectives.

» Effectives communication ensure the actual message
sharing within maintain systematic chain.

» |n workplace it impacts to achieve the success.



Objectives

.. Difference between teamwork and communication
.. Characteristics of effective team
.. Factors that influence team works

.. approach to develop team works and communication
.. benefits of team work and communication

.. Develop awareness to improve communication skills
mtegral to success in workplace




Definition of terms

= Team: is a group that involve two or
more peoples and working together
to achieve set goal.

» Effective team work: when two or
more peoples work together
cohesively, towards a common
goal, make positive environment
and help each other to reached on
the goal is called effective feam
work (Barrow, 2012)

» Effective communication: it is the
process that sharing ideas,
knowledge, information, opinion,
suggestion, declaration with through
a systematic way is known as
effective communication.




Difference between teamwork and
communication

Team work

» |t means systematic working
process

=» Can defined as same goal and
objectives

= Two or more peoples are
involving in team working.

Communication

» |t means systematic message
sharing process

» May have different objectives

» Different tools are involving in
communication process



Speaker notes on slides 2-6

Slide 2: Outline of the presentation

Effective team works and communication is important for any workplace. On this presentation
effective team work and communication that necessary in workplace are including properly.
Definition of the topic are also including here. Aspect of effective communication and
communication related information also define here. The presentation is covered by
introduction and conclusion that contain the summary and overall finding.

Slide 3: Introduction

Teamwork process can solve any kind of problems within sustain way. Effective team work
indicates that two or more peoples working together, help each other’s and focus on their team
goal. It indicates the require setting and communicating to clear the tem objectives.
Communication means share message that enhance the team speed. In workplace effective
communication and team work are closely related with each other’s.

Slide 4: Objectives of the presentation

Identify difference between teamwork and communication

Include the characteristic of effective communication

Mention essential factors which influence team works

Evaluate the approach to develop team work and effective communication

Include the benefits of team work and effective communication in workplace

Area of developing awareness to improve communication skills integral to success in
workplace

R R ORIO



Slide-5: Definition of terms

Team: team means group where as two or more peoples are involving; support
each other’s; focus on common goal. Within a team peoples come together and
achieve common goal.

Effective team work: effective team works is completely difference from team
because it works within systematic way (Tuten, 2018). When two or more peoples
join together cohesively, toward common goal, make positive environment and
support each other to achieve common goal. Effective communication deserves
positive result. Systematic working atmosphere and systematic rules are involving
on effective team working system.

Effective communication: communication means share information, message,
ideas, opinion to others or group (Masterton, 2017) effective communication
indicates the actual information sharing that have no negative image. It
contributes to achieve the organizational success because actual information is
throwing by effective communication process.

Slide 6: Difference between team work and communication

Team work can define as a systematic working process but communicate involve
to share message or information. peoples within a team focus on a common goal,;
on the other hand, communication process have consisted different goal. In team
working process two or more peoples are involving but in communication process
different tools are necessary.



Slide 9-13 are complete by Vlad-Vasile Sibov-Medinschi
(1906680)

Aspects of Team Work

» Effectiveness of team work

= Benefits of teamwork

» Stages of team development

» Team roles

= Managing conflicts

» Successful team development

= Characteristic of team work members
= |dentify factors, promote team works
=» Components of team work

» Essential skill for teamwork




Benefits of team working

= |mprove creativity and learning

=» Promotes wider area of controlling in
workplace

» Reduce the risk of huge load

» Make trust among team members

» |mprove individual skill and experience
» Build trust among team members

» Complete task within short time

» Reduce mental stress and develop
working strength




Stages of team development

dForming stage JNorming stage

= Project objectives = Working as cohesive unit

» Team member’s skill, background

experience and interest » Team start to settle into a groove

= Deadline or timeline » Notice and appreciates team
= Rules of the ground members
Individual responsibilities D Performing Stage

EIStormmg stage

» Recognize conflict

=» Focus on the goal

, , = Driving full speed ahead
» Make relationship

» Being confident motivated and
familiar

=» Chain of command



Team roles

Plant o
Resource investigator
Co-coordinator

-
: roles
Monitor Evaluator

Team worker
Implementer

S

Completer finisher

Implementer
Completer finisher

O} hinking B Acton )

Specialist




Manage Team Conflicts

Make strong communication with team

TEAM CONFLICT
Create good relationship among team

Talk with other person

Focus on individual behavior and
events.

Identify points of agreement and
disagreement

Area of conflict must be priorities
Develop plan to work on each conflict
Follow through on your plan

Build your success




Speaker notes on slides 9-13

Slide 9: Aspects of Team Work

Teamwork has historically been an important skill for successful businesses, but now it is more
crucial than ever that workers can communicate efficiently across all regional levels, through
business roles and in an increasingly fluid hierarchic structure, given today's organizations,
that they are disordered and digitized in the 'innovate or die' economy (Guffey, 2018). The
effectiveness of organizations is achieved by successful teamwork. Whether it's a group, a
football team or a business called Fortune 500, chemistry is key to the team. Many today's
business theories concentrate on the dynamics of what makes successful teamwork happen. A
strong and unified team establishes structures that enable them to cooperate effectively in the
timely completion of tasks. Via teamwork, colleagues will be informed of their own expertise
and the community in general and will be able to organize the capacity and higher.

Slide 10: Benefits of team working

When individuals work as a team collectively, innovation thrives. Brainstorming thoughts as a
collective avoids boring perceptions, even when operating alone. Combining diverse
experiences produces more efficient sales strategies for each member of the team. Together,
workers will draw on their teammates' strengths. If their strength can be innovative thinking,
the organization and preparation can be a coworker. Do not hesitate to tell the team about your
expertise. Teamwork generates excitement for a project, as partners feed the enthusiasm of
each other. When your colleagues are enthusiastic about a project, it is difficult to stay
unrelenting. Good conduct is contagious. When you bring together a community of special
individuals, disagreements naturally arise. Workers from diverse cultures and work styles and
preferences are distinctive. While these specific perspectives produce the best work, they can

also produce frustration that rapidly causes conflict.



Slide 11: Stages of team development

The first stage in the life of a group is to get a group of people together. People focus on the tasks
definition and assighment, the scheduling, the work of the team, and other questions concerning
startups. In the formation stage, people often collect knowledge and observations about one another in
addition to the emphasis on the nature and strategy of the team.

Upon implementation of the initiatives, group members need clarification on their goals and priorities
and clear instructions about how they function individually and collectively. This contributes to a time
called storming, since it can involve thinking critically and it typically causes interruption.

Moving via the storming phase successfully, implies a team has defined its mission and plan to achieve
its objectives. It now switches to a time in which common principles are established as to how group
members interact.

When the criteria have been developed and the team works as a unit, the phase enters. In the meantime,
- team members are readily active in interdependent activities and can efficiently interact and organize.
Slide: 12 Team roles

There is not a bunch of individuals with job descriptions, but a group of people who each have a position
that other members understand (Kotler,2018) In order to become a high-performance team, each group
needs connections to each of their nine habits. That does not mean, however, that all teams need nine
people! Most people would have two or three positions on Belbin Teams in which they are most
confident. Every position of the Belbin team is strong and weak, and every position of the team is of
equal significance.

Slide 13: Manage Team Conflicts

Also in the most involved workplaces, conflicts are unavoidable. Conflicts can quickly effect on worker
productivity regardless of the nature of the conflict if handled poorly. Before it is controlled and
resolved, the dispute must be remembered. People tend to disregard the first indications of conflict,
perhaps because it seems insignificant or is difficult to discern from a regular, healthy conversation in
which teams can flourish. The next step is to consider the circumstance and the opinions of every
member of a team, after the team is prepared to resolve the dispute. Take time to ensure that the
message is received and respected by every citizen.
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Why Team Communication is imporiant

» |t is important to develop any successful organization (Borgo, 2008).
Beside it also improves team members trust and working speed.

» Team can communicate in a quicker and more efficient amount of
time than other individual

» Effective communication allows team members to understand their
team roles and respective goals.

= |n ensure the proper way to get success and gives the benefit of
understanding among the team members for what’s need to be done

(Charlesworth, 2015)




Characteristic of team
communication

d Good communication d Bad communication

» Engage with others > Defensives approaches to declare
> Ensure trust when share message the information

> Honesty » Confusion when delivered the

» Good listening skill message

> Leadership » Unnecessary information

> Appropriate body language and » Biased word or slug language

gesture > Pointless verbal message
» Clear and concise the message



Tools to Improve Team
Communication

» Organization practice
= Follow the team leadership

= Practice within team

» Use modern equipment
®» Customization and control

» Strong security and privacy
system

» Use communication feature

=» Private team network




Technique for team
communication

Effective communication
process depends on following
components (Ford,
2010). They are-

= Source

=» Encoding
= Channel
= Channel
» Decoding
» Receiver
» Feedback

Communication Cycle

*Encoding




Conclusion

Effective team working is necessary to achieve organization vision.

In workplace communication and team working play the most important role
to gain objectives (Blackstone, 2010).

It must need to follow communication technique to make the team working
effective to all.

Team working and communication have some differences that impact on
organization success.

Without effective communication skill, team working could not find the
proper way.

In workplace it should better to develop the effective team working
performance to reached on the goal.



Speaker notes on slides 16-20

Slide 16: Why Team Communication is important

Teams that communicate tasks in a faster and effective way than others. They are often more
detailed than some in their work (Guffey,2010). Good effective communication helps team
members understand the team's tasks and responsibilities. It also helps team members to
realize what remains to be improved. Teams which do not interact efficiently waste valuable
time and do a lot of work and tasks not needed because they do not understand what remains
to be improved. These team members and their personalities often confuse one another.
Research demonstrates that better communication combined with strong corporate support,
expertise between the group leaders and consistent group goals will contribute to the highest
influence on team performance.

Slide 17: Characteristic of team communication

Team communication has a different characteristic which ensure effective communication
among team such as engage with other team members, trust, honesty and good body
language. There have few characteristic of bad communication such as biased or slug word
which reduce the effect of good team communication.

Slide 18: Tools to Improve Team Communication

An open border policy creates a framework whereby everyone can at any point ask questions,
express concerns and suggest ideas. This is a vital part of building the team's trust.
Inaccessibly doing management sends out a message and they're not as important to lower
levels of workers. It is important to keep the doors open for contact. One of the most important
way to strengthen the team's contact quality is to invest in clarification of responsibilities. It
lets everybody in the team know what material is most necessary to speak to various team
members from the start.



Slide 19: Technique for team communication

» Source: The individual who communicates or sends the message lays the foundations for the
communication process (Chaney, 2007). He is sending the message, a feeling, an idea, an image, a sign,
an account or an order and movements, even an instant smile.

Encoding: Encoding positions the intended message in the required form, whether verbally or
nonverbally, based on the situation, time, space and type of the message that is to be transmitted.

Channel: Channel(s) represents the flow or transmission of the message. The message is sent through a
channel connecting the sender to the recipient.

Decoding: Decoding is an approximation or conversion to understandable language of the message
being sent. It just means getting the message. The recipient interprets and attempts to grasp it as much
‘as possible after receipt of the message.

Receiver: The person or community to whom the message is intended is the recipient. He may be a
speaker, a reader or a spectator. The contact may be unsuccessful if the recipient fails to do so.

Feedback: The last element of the process of communication is feedback. The message sent out to him /
her by the sender relates to the receiver's reaction. Feedback is important for successful encoding,
transmission, decoding and comprehension of the message.

Slide 20: Conclusion

Teamwork is cooperation among the people who work on a mission. Teamwork is commonly defined as a
group of people's ability to cooperate together for a common goal. (Scott, 2011). We also use the
expression, for example: "He or she is a strong team player." An atmosphere of cooperation and
commitment encourages a team climate. These close relationships simultaneously inspire workers to work
harder, to collaborate and to support each other. Communication is the important part of teamwork it
increases team efficiency and productivity.



Reference

Blackstone, W. and Christian, E. (2010). Commentaries on the laws of
England. [Charleston,

Ford, B., Bornstein, J., Pruitt, P. and Young, E. (2010). The Ernst &
Young Business Plan Guide.

Borgo, S. and Lesmo, L. (2008). BUSINESS COMUNICATION.
Amsterdam: I0S Press.

Barrow, C., Barrow, P. and Brown, R. (2012) Communication process.
7th Edn. Ebook. London: Kogan Page

Burns, S. (2016) Teamwork; Start Up, Growth and Maturity. London:
Palgrave

Charlesworth, A. (2015) An Introduction to team working and
communication learning. Ebook. Abingdon: Routledge



Appendix: Mihai Sibov-Medinschi class exercises

_ Y Trinity Saint Davi Effective Team Working and Communication — Term 1
UNIVERSITY OF WALES . A A 2 42 y Saint David
% Trimity Saint David Effective Team Working and Communication — Term 1 % Tonoe———— BMSW4002
&7 NN BMSWAROZ In-class exercise 1
In-class exercise 1 9 n {5
Student Name: J/,A,, ) S/Z:?V'V%:/ns A studentiD: 2066 ¥
—~ , —— Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
/ E o= g icq to you at the next session. You will need to include a scanned copy of this exercise in the form of an
/E ey Al ull ﬁ"’é ey /( A “"‘""4‘4"‘"- fosd/ appendix together with your Task 1 (part of the Assignment for this module).
o-‘blé e Vg 7/ Ao A, /- /L
M/&s’ga,’aé =X B &J«'A’ :/é——g Lzl el < aTke
) a"u ©ce S

Ex.1. Read the following brief and write a business email according to the instructions.
§~e, ml e ey ‘&L{w( You are the Director of Communications at your company and you would like a Supervisor, Mary

December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow

workers.
N V)
Lleat // gjt/c/ //& M(,,/en(

} OMW’E4~/‘~—W l/ﬂu., z“, wrele 7 /o IH—V//e Yo Ao @

o a_//c,u-c?g//o o /v ra_fuzw:r mZ/«—u

i)
WIJA § o gpod /q,e/L
'Vm.no J.,‘ nn Ao o /1
7 E 74

|/ o iy T ad Ve A wwwt i
f / ¢ S i
Lecturer’s comments: LL/W e V“)} MW"L '%d\— Ahe ke ) No vaup, VU /

A~ (rv\.\_.wxm,lc,‘w“(\'d\/“ medel . (p K cazrc Ch@&.}/ ) '

FIZAd v\f‘tbv\/\ R

el B W4

Lecturer’s signature: h\% Date: Ig\ H‘ \’\;ﬂt . [ < P —
) J - Lecturer’s signature: A‘W Date: 16 ’M yﬁ //




,/%-Za,z- 5/"401/ "4//@0/23&4' 1906679 9. /5 /9,,1,4(,# 2!
J[u,Mi

Pear

Fortd T - case {
Q{[ &Lﬁ,wm] WM; glzIJn'/ Ad—;/év a;tc/ e//é,e/lé O &mek"ea,/&ow /s %/e/ &\ca%a_.Lfe 0/ /Aau_yé/, l'n%tu&a—écak/
e %4{5 W‘O’kc/s‘ Was C)ké 4% /d&wj 7U'.—a-// ‘283«///“/}' ;dz lu,u,A«/a,é tuu[e 15A‘«—D/lxdd

/{w s ,faqy/f{m_ ézea,«,ye
/‘,4/ @{_‘3/ /0.1,/ 5,‘3# /J/(Ls’e[// /‘M/-C/a'ﬂ[ ..)/2 /—2"" /g/ween ~/W0 Ot keoTe /ea/sé. 7/.& process u?,,,‘,w_,
ot Ceas/ ace Sewdeq |, oue wceeyer | awd a nee ssayo Fhat

iMﬂL/c/L /z»éa lore [+ was onld g&Zwi&/ /‘k/étcaﬁ'o.) - ) _

PG Hien, gabralites Dl w// piil aF boast b '/7“““/@ Withic o comunieakiac i ot

she chows civectly Hat G Sy e usgonc || - B0 000 Ot W i) et A D5t & B

717““1/ /{Lﬂ(, ol w y;«e%fs, : < jkouuau_ *Ww&u weone & o% e"“‘—wk“mzé‘a% ;Jv
W% s /&"& /(,www as M/f)#&’b 672 a./é uoopé,z_)g"/ bﬂ&ewe /‘/é“‘}

) - agyu Sl — A
&/Z/ ‘/u,g/' /[0 ﬁg s 7[0 //,,4,,,\_/ N wa%; .w ncos}t Foch e )}c‘w«é Z:“n.e_m uoﬂég

: Ol i orole. &
M/L/Ug 7 ‘o 7o Ao ' ‘ou] message i '
o

fartl— caset - \/

& " _Sau,ég/ weg u//mez .AM!@, W/éh., SZ_L ey 686/4 7""—\

ée-é‘ /,a«ri st /éfs a—»#ew/“l?ﬂ. he /l""é“"‘“%ré«/ 2% E"&{ / @5/[[,‘,,,,/4'0“,7 he.esagl

/e,v/ ft ﬁ#p%t"/m:/’ ke hod neeo! 9,2 yres ‘/'7)\,"7‘\ \c | Ledh e

pﬁew A‘V‘A ro 71/“/ Sance— Wiy e ‘7/’””“’/‘ Ce : (%7% /"oa—;m, ey TR /e //e Seds 2
WHJI/L -eﬁvwd&z, WA‘.’/L &u,w[l,j . /W@Amgz @“‘W/

ﬁla,_ B&Lu §7le/q/(/ SAva//%ﬁ 5/«:2—%//{»'5 MZ"LA 0 b /\,)L /& /AAL PW/ Ma//_p,/y_/,etgw_z_g caz
&V&w’l_g/ A/ '%' was - m?:!out// 74) 076/,0’ a‘}‘fé g WLg /b/' [ #‘/U&%/‘DL WI/ /L/g; /’t,a,:\lt Mz‘gilz ‘&
/(//5 (et a«?zlc/oav((;//‘-c /4—« we""’(‘?}. e eodlea and e R

/,./ ,7;"» ea-s € el k,Om»re/LK’é c’{)um-c,‘.},cz,/é'o“ (u?(!(ﬁé'tj
ae wmv’&iéﬂ ewes 'Ju/&é 25 Shei 4:7/ e;.e écw-/q_az‘t

:_Lu,af &Zf L‘wb{.s 0/ M/‘n[ef‘t/d/&aeal Z?j/ oV P j&s/z-eug_[gpn
.T%oWw eyzdagr /s }/ /oc.g e ua«.o[zaséaqa/

and. )p‘,f.c «,{,)[cu((/ rei—vor / Eocee po Oct. eae

/u,{ V2 S%wuj u&f/”am 5,(%5 art AOM/MD' / &/e.

——

——p—




@ »Qea“b /‘7’2‘ TW/J'/QAL

j au:'/ %o %g% (/‘,,k /Z / w'e La.y'e rhE© hro ke 7w %
9[4 /‘-4— e . e,;L es T a o ot wWitin /

B.«A,ic’;-mﬂb\‘ 4/4. w‘ec/g //au aill / e rré’e/

M’K?ﬁ ‘}Z““'—"“‘-’/‘ s Dz 7ég/4"¥—5 AOLJ‘!%J /avé/f'/_ /e'zf_/é'tumke_(
]LLM, /wu,& Y S  pue

_Se ewf‘u Lj now VL/‘e/ ahuvt_ou,«_/ o/ 719/5,44-,; a_;Z }/ol«
luuw/ 7:» A Ax po. e a/su o / wp. /o‘c, /}?7;//1 sebbail

/ o ATe /u/ctzs rec pééz f/&é’/‘c @%01/‘/
ﬁ&ase//& A W=

: ///ém o /xe,ap/
% y |
do/o f jﬁ“« AL We,// l /l-&ye '/n/c hew's /Z

w O e éav‘f)( j Ca i ILC /(q' %/Q /00)4 /ﬂ(c,
s/&u/ /éa‘c /Lr,% Py f‘" el 74<o.7z
[ e E @ huira /« edvva/ wst % /u,A«at«z( 71/{e. /QZ

Lo /
%[humv-‘u)u/ ww.w/ Fee A#IS/ s < /ﬂcg w&

Lot A‘/" it y[;wai_fr_oul/ AZeA'Fe!z Mét /k,(v
7@»@ [l /wz/ He fﬂé recd Z/su/‘c 9/////& cu/

Seoe- 70% yé)u«/wﬂum/ Q/\/ (/

Vs 15 e lladiesihs’ e




George-Lucian Sibov-Medinschi class exercises

Trinity Saint David Effestive Feam Warking and Communication = Term 1 % MM Effective Team Working and Communication — Term 1
x. LONDON BMSW4002 \ LONDON BMSW4002
In-class exercise 1 Jj‘u In-class exercise 1
2 7 ¢ g y / wt _&_mmu//i challen 408 and sbilecletr that /}421/%
(tleaent ¥ tulty 2es cen try  bp Luin & Citle  bit fureS  way [ He pnext Zone
/70/;7 Zpothee /anauzéﬂfj ° \Emplo yees @me o yueiogS & cyliqgaies
D)) will _hedy! Rlrm  with _undewstending his ‘fmplovect asr in « big yers 2epyt Apm 16— 55
Cmplogres  hrtted). 4 c Bimployee) “wej. mit speakirdy  endlih’ A4S & priMury lemacsc
7 4/“ 0 ush  pith Leappiny V) s | 2 /NW 2z fzzﬁwm was zcﬁ/wd . )
wun 10 e  sre  many peoplle bo Loair. JSowe of propl [ozkezs wiss  ¢hei7 freining,
To _tike tauin 2 smplo yeel 0 bellp hiw with Lzuivipy. SBerzy wac steresed peeouil  he  hAVEY mangged e
N foee “ime 4w yw  prooptr whyz S i
0 o / a1/ (e /o2 K 1 the v, Yut ) £
wil = _be UpLl b Lace bt Yoy 88  “wt o2k
in 4 (alm movd 7
(cold) =
Lommunicdtiop molel (het  cap expluin éhis
SitHulron 1 Chyman Wendh s .
L ma £ 'rm‘%zﬁw—zm”
D letnabien 7 74;_75@&%[ 24(4/, . /Z:%ggg Yo bebnaiia]
Lo 1 2ulioh ~ 7 Vidad L DL A (444l o
Az Jource 7 (Encpden ,/\f
'\_—’/I/W i 1\_%_' 7 7 eacwfﬂ M(UC/{
TISHTT 7 77% T / rzL
AS WE can sec (n this mwolel  ¢pne \
wttenbion (S given o npisl” that  [DpSz]
@l pp ¢the Wiy v4  mess t(/( =r
Bazzy was feeliny quzy bhed anl  yllsp e fuSleted
by Tthe sitbuation With tia (ningd _del  to  €20S
“he S (o $ifrred the pofSe Mt was  [n bt the
A behen und buy er’€ HRFPN NS Su2ed  thet €he
coaployee  ceeived his  mrssage
Lecturer’s comments: Lecturer’s comments: t(vm—&/ o
S
al A
A\ \/ p X
x ’&/ I Iﬂ‘ ‘\“x AN
\ |\ \ A i e |
, - | o T RIMYE
Lecturer’s signature: Date: \ Lecturer’s signature: ! Date: _\~ \V' \ "\
] ; - —
3P 4| F
|




(;C’Diyé’—/_ucmn Sihov-Medin sch i Cr1y» 13066+8
Cave 4
-
Mar ¥ Ca,//n/ﬂ; words didn't have cmg

e//’ecf because her attention wa s o7 W/SG’M

and her daughtel flt that her parrent 15

pot guving enough Eime kb for  Solving het

problems.

R2;

~fas¢ In thi
her's  ppperwotk and be on
het's fau ghter probleims.

Situation M(LZ% nee Jgd to ffpp
0o, op SOWInG

Case )
@1
Jall
{p Iftsen

Q2
Steve could spent  Someé of his Eime op //j/e’/)/'/)ﬂ.
Lo fa//y ffm} apgd gwiny hez his — atbenéioh L)
platt of /):’{/'/7/ [/ coneen tabed on his peseo)

ap d S€0 XY 1774

was upfet because Steye didnt  weair#
to het and afler Just foigeted

2, Weibing an  emal

Pear Lucy Muzks

Compupication 1S simply that act of Zmpsfeziilg

inform atjot from  07€ place , peeson oe geowp to anothez.
Teapsmission of #he meSSagt feom Sendez Lo acupi2tt

cah he affected by a hugt tengé ﬂff/?/)% N
that a2t explained ﬁ% the Shapnon apd @/7/} model

i W e o 2"
[h¢ f/mﬂ/wn-{%/m//ﬂl meodel (j a lipear M1de€ of
Communiction //741"\/)'7;/7&/65 @ /zr&mezmz,f foz znz{}is{f;/
how message ware Sent an 2ecelye d. ’

R,

Z:/’)[m/ez
l2apsmitor

-, .,
/ Sendez

Infoimution Sowret

Trhpack.

1 Sendey - pezsont oz ohpect  or éhing) whe 13
stazé iy  Bhe procels.

2 Encoder - pezon oz maching |

N

2)02 |1

-

TN Receiyer ™\
1 L Destinatios
T

)



Viad-Vasile Sibov-Medinschi class exercises

Effective Team Working and Communication — Term 1
BMSW4002

In-class exercise 1

UNIVERSITY OF WALES
\ Trinity Saint David
) LONDON

Student Name: _\_.ngJ/as(/e LS {ov-/{feo(ms by Student ID: 79066 80

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 brief and write a business email according to the instructions.

You are the Director of Communications at your company and you would like a Supervisor, Mary
December, to go on a training course in non-verbal communication because you have observed
that her non-verbal skills sometimes send the wrong message.

- Tell Mary why you are writing

- Say what you have observed about her communication skills

- Tell her how you think this course would improve her skills and her relationship with her fellow
workers.
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