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                     INTRODUCTION
Communication and effective team work is very important. It isn’t just important for the work place, but it is also important in our personal and daily lives. Communicating is part of our daily lives and the way to get through your day. It is important to communicate with individuals in the right way and to approach them correctly. Effective communication is based on verbal and non-verbal communication. Most people use hand gestures and face expressions when explaining and reacting to something. Communication and team work is another way of expressing thoughts, feelings and putting ideas in the middle. With effective communication you need good listening, good non-verbal communication, handling problems and stress that moment and you need to present yourself in a respectable way. These key points are ways to improve yourself in the work place and your daily life.










  THE UNDERSTANDING OF EFFECTIVE COMMUNICATION ANDTEAM WORK
One of my experiences at my work place is that there is no communication with each other properly. I work in a dry cleaners. In dry cleaning you need team work. My employer is very bad at communicating not just with his employees but also, with the customers. One of the customers had their coat dry cleaned at the dry cleaners that I work at. After the coat was dry cleaned the colour of the coat faded away. When the customer came to pick up her coat she was very upset and started complaining. My boss started shouting at the customer all of a sudden. I tried to explain the problem to the customer, but my boss was so busy shouting at her that, I didn’t get a chance to talk. Another customer walked in while all this shouting was going on. My boss left this customer all of a sudden and just went to serve the new customer that just walked in. This is when I got the chance to explain to the customer about the problem that occurred. I advised the customer to take back the coat to the store that she bought it from. The reason for this was on the coat tag it said, “dry clean only” so this was down to the manufacturer of the coat. The customer then thanked me for explaining nicely and properly about the problem. The customer also said that my employer was rude and could have explained the situation properly which he should have done so that the customer could leave happier. By doing this he could lose his customers which will make his business go down.

In this situation the Shannon and weaver theory should have been used. The Shannon and weaver strategy is;

	
Information Source (Thought / message)

	↓

	Transmitter (Brain to mouth) [Along with noise and distractions-external barriers]

	↓

	Signal

	↓

	Recipient (Receives the signal)

	↓

	Final Destination (Finally gets the message)

(Shannon, C and Weaver, W. 1949)




In this situation the information source was the customer. Her aim was to get an explanation as to why the colour of her coat faded. The transmitter and signal was my employer. As the customer was explaining and looking for an explanation of the problem my employer raised his voice and started shouting which was the noise. Also, turning to serve another customer without finishing with the previous customer was another signal of him being rude. The recipient is also, the customer as she is waiting for an explanation and the message was received wrong. The main transmitter was myself as I explained the situation properly and gave the solution so the final destination of the message to the customer was sent properly and understandable. My employer should have had good listening skills as he is trying to lead a team in his business so it I important for him to listen to customers before jumping into any conclusion and raising his voice.


Another problem we have at the work place is that there is no team work. I personally like helping my work colleagues at work because not only does your work get done quicker but also, it’s good to build up team work. Our employer does not let us help each other. Each person is given their own section of work to deal with. But with dry cleaning jobs it is important to have team work so that your up to date with what’s going on and what is where so that it’s all ready for when the customers come to pick up their clothes. Even though he gives us our own work to do, we all know how to do each other’s work so by helping each other we get things done and finished quicker and more organised. Sometimes one person has less work to do that day than the other person, so we try to help the ones with more work load. The problem is our boss does not allow us to help each other he just keeps moaning at us. He should be allowing us to work as a team as we all get along and so that we can build up our team work experience. It will be good because if we were to look for another job and had to work in teams, we would know the ways of working as a team.
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Another experience I have had to do with communication is at home in my personal life with my husband. I received a very important phone call that I was expecting so that I could call my husband and inform him about. When I called my husband, I started talking and explaining what happened on the phone call. All he kept saying was that he couldn’t hear me and that there was bad signal. I tried to talk and kept repeating myself to se whether he understood what I told him or not. When I asked him if he understood the situation he replied “yes”. There was a lot of noise coming from the background as he was at work, so I shut the phone. After, I thought to myself that if he did understand from that noise or not so just in case to be on the safe side and make sure he did understand, I wrote a text message and sent it to him explaining the situation again. It was a good thing that I sent a text message because he misunderstood completely what I was talking to him about over the phone.



In this situation the phone call expected was the information source. I am the transmitter in this situation as I am the one forwarding the information to my husband. My husband is the receiver in this situation. He is receiving the information from me. The signal is that there was bad signal and a lot of noise in the background which led to a lack of understanding and also, misunderstanding. He received the right message when I decided to text message him just in case of a misunderstanding because of the noise and bad signal. After the message the final destination which was the right information to be understood was understood correctly.

With effective communication and team work if you know how you should be talking to people and approaching them, misunderstandings and lack of communication problems would be solved, and things would be easier. Verbal and non-verbal communication is mostly adjusted into one thing whether it is face to face or written communication. People may answer face to face according to facial expressions, tone of voice and hand gestures. It could be more difficult to understand each other’s when communicating in written ways because you can’t see their face expressions or reactions to what has been written and this could confuse people and lead to misunderstandings.

I sometimes make friends on the bus on the way to work or on the way back from work. This is because the way people approach me or the way I approach and communicate with them. It’s nice for people to make new friends sometimes even if they are complete strangers on the bus.  

Most businesses look for people that give importance and respect to their customers. The main points of keeping a business up and keeping your customers happy is to present yourself well. Not just individually but as a team too. Within the team you need to be able to share ideas and express thoughts to each other so that everyone can put things together to come to conclusions. With team work, when you put ideas together and share your thoughts about the work or someone’s idea, it can lead you to more better and effective results and outcomes. Also, within team work everyone gets to know each other a little bit. When you do get to know someone a bit more you would know how to approach and communicate with that person. For example, there could be someone in your team that is a bit more quiet and shy, so you can approach that person with a bit more sensitivity.

When working individually with customers you have to pay great attention to their thoughts and feelings as not matter what happens there is a saying “the customer is always right”. To avoid problems like these approaching you need to be able ask what the problem is and listen carefully to the customers answers. This is because you will want to give the correct information or right answer. Listening to customers and being able to manage your stress at the same time is showing that you are presenting yourself in a good and respectful way. This is what customers look for mainly, which will lead to good feedbacks and a good position in your work place.  This is good and effective communication skills but, this shouldn’t just be expected from the employees but also, customers should give back the same respect and understanding. 

Another thing is that, when communicating with people in our daily lives whether it’s at home or outside we need to know that everyone should consider these main things of effective communication. If a customer is calling you and causing you hassle and not being understanding that doesn’t mean they are not employed. The same problem might occur in their own work place and they may not like it. This is why it is important to understand each other’s positions and feelings when communicating with one another.











[bookmark: _GoBack]                                  CONCLUSION

In conclusion effective communication and team work is very important to us in our work and daily lives. We should be approaching and communicating with people knowing there would be a good result of work and understandings. It is also important for people to understand each other’s thoughts and feelings and take them into consideration before approaching to apply. Some people talk without thinking or just answer to cut you short and this is what causes most problems.  People should listen, manage stress at that moment, be careful with their voice of tone, face expressions, hand gestures, reactions and present yourself in a respectful way.
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