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Effective Team Work and Communication 

My written based assignment is based on my personal experiences at my work place. My report will be based around my work place Open University Camden Town branch 

What is verbal communication?
Verbal communication (VC) is between the sender and the receiver of the message. And the message has to be understood by the receiver and communication is understood and is not just words/sounds. For example a baby makes noise when he/she wants attention and the parent understand the needs of the child. But this is not communication. Do not do as many individuals do which is they confuse Word/words and sound words and sound are different. 

What is Non verbal Communication ?
Non verbal communication  (NVC) It includes the use of visual cues such as body language, appearance and the likes. A huge amount of human behaviour is emphasised through being non verbal. Nonverbal communication involves the conscious and unconscious processes of encoding and decoding. Encoding is the act of generating information such as facial expressions, gestures, and postures. Encoding information utilizes signals which we may think to be universal. The question is does action speak louder than words ??? or is this a phrase which is widely spread. Non verbal communication also has factors such as culture and influence. In one culure doing a particular action could possibly be seen as something good and praise worthy. On the other side of the world with a different culture the same action could be looked down upon. There are four categories for non verbal communication. They are as follows  Aesthetic which involves creativity expression for example dance,art, and theatre. Physical which involves bodily movements for example smilling, winking, laughing. Signs are used to display or communicate a message of meaning. And the last of the four categories is symblols such as jewellery clothes and the likes.












My report

my job title at my place of work is a security officer. And as a security I am In charge of the security of the building and also the safety of important keys. Communication is very important where I work because I have to communicate with the customers coming into the building also I have to communicate with my supervisor and line manager.

I communicate with both verbal and non verbal with the customers/visitors who enter my place of work. Verbally I can communicate with them concerning array of issues such as if they have any enquires about a course which I have to speak to them in a way they understand which brings the scene of sender and receiver and between the sender and receiver has to be speak or else it is not considered verbal communication. Although body language isn’t verbal communication it plays a major part in verbal communication heres why : 
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